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TRAINER'S TRAVEL ITINERARY
We started from the premise that through the Design Thinking method we can contribute to solve the project theme on the problem of jobs for people with disabilities.
We decided to develop a prototype, a working tool, to support this goal. The guide is to be used by trainers, practitioners and persons with disabilities who are interested in the field. With the help of experts in the field, during the piloting of the guide, together, we will develop tools and procedures that serve the purpose of the project.

What is Design Thinking ? It is the planning of the creation of a product or service, with the intention of improving the experience of those who have a specific problem / challenge.
 The Design Thinking consisted of five non-linear stages, namely: empathy - problem definition - ideation - prototyping - testing.

1. Empathy (meeting and observing those for whom you do the project, so you understand the needs and subtleties of reality)
This is a very important step. You have to put yourself in the place of the beneficiary, (Take my place!) To know in depth the field and the problems they face, to approach that person, to know their real problems, to interact "live", to understand their needs and the factors that influence their choices, motivations, behaviors, emotional desires, not just rational ones.

2. Defining the problem
At this step we must reach a central point of interest after everything we discovered for first,  in this case , the problem of employing people with disabilities. We have to know the case (on types of disability) and this is not a problem, when you empathize with the field! It is a challenge that we must find solutions too!

3. Ideation (generating possible solutions)
At this step, ideas begin to flow, in the form of questions and solutions through various ideas generation methods. FAR communicated continuously with the experts from the member organizations, to outline the possible solutions. The working hypothesis from which we started with our colleagues had as final point - solution, the elaboration of a EURODISABPASS CV. During the DT process, after many trials and discussions, we  concluded that adjustments were requiered, which were finalized and materialized in the construction of an information file (Individual file for trainer), plus DT Guide, because the trainer, together with the final beneficiary,has to choose the appropriate route (the roadmap) in order to solve the problem (occupation, job) and reach the sought after objective.

4. Prototyping
During the prototyping, we realized that depending on the psycho-socio-professional training of the trainer, some procedures and maneuvers that may or may not be necessary may be added or canceled.

5. Testing / piloting
We will test the trainer's roadmap, each project partner, in the pilot sessions. This route can be considered a landmark for practitioners in the field, who want to solve the problem of employing people with disabilities, through new innovative methods.

DT Guide - PILOTING STRATEGY 
STEP 1
Experts, practitioners, adults with disabilities present at the pilot session will be initiated (will learn) procedures and maneuvers to manage the specific field of employment of people with disabilities in the labor market.
a. Presentation of the main concept underlying the communication with the disabled person - empathy
b. Presentation of materials to be used in the evaluation-self-evaluation procedure (role plays, tests, questionnaires, lessons)
STEP 2 - Career exploration
Essential skills: writing, speaking, using documents, verbal communication, working with others, digital technology, etc. (role plays, tests (Holland questionnaire), questionnaires, lessons.
STEP 3 - Preparing for the interview and the interview itself
Labor market:
- How to help identify a suitable job
- How do you identify and motivate the person who has entrepreneurial skills.
STEP 4
Resume elaboration - completion instructions CV
STEP 5
Post-employment monitoring (questionnaires / reports / evaluations)


[bookmark: _Toc31809746]Overview of the project

The ALL IN! INcredible Practitioners to empower adults with disABILITIES through Education, Employment & Social Entrepreneurship project aims at better equipping practitioners from the field of adult education and employment (human resources managers, coordinators, trainers, educators, vocational advisers, social workers, mentors and other experts) with new skills and competences needed to support persons with disabilities in Inclusive Adult Education practices and help them progress towards higher qualifications and labor market inclusion. The project aims at creating better links between the field of education and training and the labour market by improving the cooperation between adult education providers, enterprises, public authorities, training and HR managers and other relevant stakeholders.

Aim of the guide

The guide provides information and instructions to help adult education practioners and other relevant practitioners working with persons with disabilities in order to understand and apply the human-centered design thinking methodology to develop inclusive practices. The guide specifically provides tools for practitioners in supporting persons with disabilities enter the labour market.  

Target group of the guide

The guide targets practitioners willing to develop new skills, abilities and attitudes in better supporting persons with disabilities transition from adult education towards the labour market:

· Educators, trainers, training and HR managers supporting adult persons with disabilities
· Coordinators, vocational counselors, social workers, mentors supporting adult persons with disabilities
· Service providers supporting adult persons with disabilities
· Employment agencies, and employers

The guide contains 5 sections:

	Section 1:	Design thinking centered on the needs of persons with disabilities in the labour market						

	Section 2: Knowledge for professional instructors in the labor market -Hire peuple with disabilities

	Section 3:  Knowledge for professional instructors in the labor market - Tools 

	Section 4:  Building a CV

[bookmark: _Toc31809747]SECTION 1  - Design thinking centered on the needs of persons with disabilities in the labour market

The UN Convention on Rights of Persons with Disabilities (UN CRPD) embodies a ‘paradigm shift’, from the charitable and the medical approaches to disability to one which is firmly rooted in human rights (‘inclusion paradigm’). This paradigm implies that support services should be adequate, accessible, adaptable, affordable and tailored to the individual needs and wishes. Design-enabled innovation can be considered as a prominent example of "user-driven" innovation, where user involvement in the process is central.

Human-centered design is a creative approach to problem solving. It’s a process that starts with the people you’re designing for and ends with new solutions that are tailor made to suit their needs. The human-centered design process starts with building the connection with the people you’re designing for; generating ideas; building prototypes; sharing what you’ve made with the people you’re designing for; and eventually putting your innovative new solution into practice.[footnoteRef:1] [1:  http://www.designkit.org/human-centered-design] 


Design thinking is a structured way of non-linear thinking whereby creation is a central focus. It is a well-structured creative process in which solutions are formed around the user’s needs and wishes. The process consists of five steps: 
· empathise with your user
· define
· ideate
· prototype 
· test (user-centered design).

 The purpose of design thinking is the development of useful services which are desired, viable and feasable for the user.
1. Phase One: Empathy 
[bookmark: _Hlk17816883]Empathy is the centerpiece of a human-centered design process. The Empathize mode is the work you do to understand people, within the context of your design challenge. It is your effort to understand the way they do things and why, their physical and emotional needs, how they think about world, and what is meaningful to them. 
Understanding your users needs is imperative to identifying and creating a solution. The aim of this first phase is to gather insight in the users needs, wishes, motivation of doing certain things, behavior, factors that influence their choices.
There are 3 ways to build empathy: a) interviews, b) observation, and c) experience.
a) Interviews
It's fascinating to see how people see and face challenges differently. It is important during interviews to stay neutral. Even if you think you know the answer, ask why. 
If you ask "Why?" 5 times, you can get to the root of any problem. . Act as if you were a courious kid who's interested in learning why things are the way they are.

A good strategy for conducting interviews is to establish a strong connection with the interviewee. Ask "What do you think about that?" or "Try to remember a situation/context when you faced a challenge doing something." Recalling real situations is a very powerful technique that can give you a lot of valuable information.

During the culmination of a story, the listener's brain activity is almost similar to the narrator's brain activity - creating almost a real bond between the two.

When asking a question, give the user the time to think. Silence is fine! Even if it is odd, do not interrupt or influence the interviewee. The thinking process in design recommends quality over quantity in general. We seek information, not truths. An outside person will give you important informations.

b) Observation
Give your user a task and just watch. 
Ask someone to show you how they complete a task. Have them physically go through the steps and talk you through why they are doing what they do. Ask them to vocalize what’s going through their mind as they perform a task or interact with an object/person\ situation. Have a conversation in the context of someone’s home or workplace. Use the environment to prompt deeper questions.

c) Experience
Use what your recipient uses. This will give you direct access to the experiences of the disabled person. Adopting new mindsets and avoiding existing mental patterns is probably one of the most difficult things to do! This also gives us the opportunity to feel what the beneficiaries feel. Use the experiences of the disabled person to understand and get into the skin of the user

During the Empathy phase, you can use some powerful tools, such as Empathy Maps, where you can list what + character (explicit) and think + feel (default) say. ( say – think – do – feel)
An empathic map consists of four parts that reflect four key features that the user has demonstrated during the observation / research stage. The four quadrants refer to what the user: Said, Did, Thinked and Felt. It is easy enough to establish what the user has said and done. However, determining what they thought and felt should be based on careful observations and analysis of how they behaved and responded to certain activities, suggestions, conversations, etc. That means empathy, the ability to understand and share the feelings of another.

2. Phase Two: Problem definition 
The define stage is preceded by the empathize phase, where you’ll have learned as much about your users as possible, conducting interviews and using a variety of immersion and observation techniques. Once you have a good idea of who your users are and, most importantly, their wants, needs, and pain-points, you’re ready to turn this empathy into an actionable problem statement.

The define stage ensures you fully understand the goal of your design project. It helps you to articulate your design problem and provides a clear-cut objective to work towards. A meaningful, actionable problem statement will steer you in the right direction, helping you to kick-start the ideation process (see Stage Three of the Design Thinking process) and work your way towards a solution.
Without a well-defined problem statement, it’s hard to know what you’re aiming for. Your work will lack focus, and the final design will suffer. Not only that: in the absence of a clear problem statement, it’s extremely difficult to explain to stakeholders and team members exactly what you are trying to achieve.
A problem statement identifies the gap between the current state (i.e. the problem) and the desired state (i.e. the goal) of a process or product. Within the design context, you can think of the user problem as an unmet need. By designing a solution that meets this need, you can satisfy the user and ensure a pleasant user experience.
A problem statement, or point of view (POV) statement, frames this problem (or need) in a way that is actionable for designers. It provides a clear description of the issue that the designer seeks to address, keeping the focus on the user at all times.
3. Phase Three: Ideation (possible solutions generation)

In this stage, the ideas start to flow, as questions and solutions, through sessions of brainstorming and other solutions generative methods. This process discourages the linear thinking which tends to have a preferred idea, sometimes belonging to a leader, or to a person that firmly express their beliefs. Experimented designers know that during this stage they should stay away from obvious solutions and want to discover unexpected aspects through their explorations. The idealization phase has two clear sections:
A. Diverge (create options)
The same multidisciplinary team that built empathy and redefined the problem meets in a predetermined time frame to brainstrom ideas without any judgment! Why? Because, concentrating on quantity, we quickly leave obvious solutions and we enter into the unknown where the true innovation lies. To do this, follow the rules of brainstorming:
• Postponement of judgment
• Go for quantity
• A conversation at a time
• Be visual
• Build beside other ideas ("Yes, and ...")
• Stay focused on the subject
• Encourage crazy ideas

[image: ]
Brainstorming session (diverging) in Athens - During the designing sessions we held in Athens, the teams [image: ] managed to come up with over 50 ideas in just one hour.

B.  Converge (Make Choices)
With lots of choice ideas, the team will choose to work on. It's easy to democratically select top ideas. It is important to have these two clear and separate phases: 1 hour for brainstorming and 1 hour to make choices.



4. Phase Four: Prototypy 

A prototype is a simple experimental model of a proposed solution used to test or validate ideas, design assumptions and other aspects of its conceptualisation quickly and cheaply, so that the designer/s involved can make appropriate refinements or possible changes in direction.
Prototypes can take many forms, and just about the only thing in common the various forms have is that they are all tangible forms of your ideas. They don’t have to be primitive versions of an end product, either—far from it. Simple sketches or storyboards used to illustrate a proposed experiential solution, rough paper prototypes of digital interfaces, and even role-playing to act out a service offering an idea are examples of prototypes. In fact, prototypes do not need to be full products: you can prototype a part of a solution (like a proposed grip handle of a wheelchair) to test that specific part of your solution.
Prototypes can be quick and rough — useful for early-stage testing and learning — and can also be fully formed and detailed — usually for testing or pilot trials near the end of the project.
Prototyping is about bringing conceptual or theoretical ideas to life and exploring their real-world impact before finally executing them. 
5. Phase Five: Testing (reality confrontation)
Testing in  Design Thinking, means to receive feedback on the created protypes and understand with this occasion your users/clients/public. And this can be done trough a physical protyped product or a role game, by stimulating an interaction. However, if the testing is done well, you have another opportunity to empathize with the beneficiares, to come up with a better solution, of which you haven’t thought initially, which may as well change all your ideas and make you re-define the problem. 
The 5 stages (empathy - defining the problem - the idea - prototyping - testing) are just a list of principles. The whole process can be ‘messier’ and does not follow exactly the order from step 1 to step 5. You can go to step 4 and might need to go back to step 2 or repeat step 3 several times. This is natural because having a good designer's mentality means treating the mistakes as something valuable, outlining something relevant to others, not something you assume to be the solution for them. In addition, designers are action-oriented, not planning in detail. When prototypes are created, test them with real people. Test to refine prototypes and solutions, learn more about the user, and test and refine the user. During tests, let users engagewith your prototypes, watch and listen. If it's easy to do small tests, do them and test again. Always try to answer the initial question. Test prototypes and collectdirect feedback. And never forget: Trust the process and have fun!

Conclusions
Design thinking is a method that starts from a design challenge, goes to the empathic phase (interviews, observation or experience), then defines (or redefines) a problem or challenges, embraces the idea), uses prototypes builds to think and learn quickly) and continues with testing. 
Design Thinking is an innovative, creative and human-centered process and mindset that employs collaborative multidisciplinary teams in order to generate user- focused products, services or experiences.
Design thinking, as a holistic concept to design cognition and learning, allows the participants to work successfully in multi-disciplinary teams as they creatively solve  difficult real-life problems. Design thinking and its application in the service provision of persons with disabilities.
1. Show Don’t Tell	
Communicate vision in an impactful&meaningful way by creating experiences, telling stories well & using illustrative visuals
2. Focus on human values
Exhibit empathyfor the people one is designing for to gain relevant feedbeck
3. Craft Clarity
Produce a clear and inspiring vision to fuel  ideation
4. Embrace experimentation
Prototype and build, as an integral part of process, to validate one’s idea in order to think and learn
5. Be mindful of Process
Know where one is the design process and the methods utilized and the goals set
6. Blas Towards Action
Blas over doing and making over thinking and meeting
7. Radical Collaboration
Bring together people from varied backgrounds, expertise and viewpoints to bring aut breaktrough insights and solutions from the diversity
1.1. [bookmark: _Toc31809748]How to develop design thinking centered on the needs of persons with disabilities in the labour market 
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1. Empathy
Means connecting with the case you study , at another level, truly know them, with their real problems, and not see them as targets or age statistics, salary or disability kind. And that means interacting with them face to face and understand their emotional needs, not only their rational ones.
2. Problem definition
During this stage , you need to reach a central interest point, after all that you have discovered in the first stage, ask yourself what matters most for your large public or your clients. And to be able to do this , you need to clarify the most important challenge  which you are opened to find solutions for.
3. Ideation
During this stage , ideas start to flow , as in questions and solutions through brainstorming sessions and other methods of  ideas generators. All this process is discouraging the linear thinking which tends to have a favorite idea. The experts  in design know that during this stage obvious solutions are avoided , and unexpected results from their research are wanted. Their number matter even if they seem pushed or just funny.
4. Stereotypy
A stereotype or a layout is an object you make up from at kind and handy material, to show up your project’s objective.
5. Testing(balancing with reality)
To test, for design thinking , it means to receive feedback on your prototypes you made up, and better understand as well the users / clients of your large public. And this shall be made through an actual prototyped product , or through role playing, simulating an interaction. However, if the testing is well done , you’ll find yourself another good opportunity to empathize with the beneficiary , come up  with a better solution on which you haven’t first thought of , that can tear apart all your ideas and make you re-define the problem. 
The five stages (empathy, problem-definition, ideation, stereotypy, testing ) are only forming a list of principles. The entire process is so much more messy and does  not follow up exactly the order from step 1 to step 5. You may reach step 4 , and find yourself in the need of returning to step 2, or repeat step 3 several times. It comes natural this way, having the mentality of a good designer means to treat mistakes as something valuable, from which you shall make up something relevant for the others and not imagining by yourself which would be the best solution for them. Therefore, designers are oriented to action, and not detailed planning as we are often wrong informed by the organizations we work for and for which we carefully prepare detailed cold statistics.
Design-Thinking wants to bring out the most important element in the process, which is the Human. Not technology , nor profit , but the human who truly sees present. Design Thinking invites us as well to be collaborative, build up on others ideas, get out from our comfort zone, and work in teams with people with different professions and also various perspectives.
The design thinking in particular it’s an entire road , on which we understand people at a more subtle level, to resolve real  important problems. And for this we need to take out the best from critical and analytical thinking.
Design Thinking it’s not the only solution of our present and future challenges, but cannot be a prototype for the ones that want to change the world around them, discovering the shades of the problems they want to solve by the exact ones that are affected by them. However, the ones that raise the problem of design-thinking applying in their organization or life, using a critical thinking, get to win in front of the ones that “resist” and approach change through old methods.
[bookmark: _Toc31809749]1.2.How to build a scenario mapping 
Scenario mapping is a really quick, easy fun way to collaboratively create, discuss and communicate user scenarios. Scenario mapping will help you think about your users, think about their tasks and most importantly think about the sort of user experience you want to provide. It will also help you ensure that your designs are grounded in the real world because scenario mapping forces you to consider the context in which a design is likely to be used. 
What’s a scenario?
In the world of user experience design a scenario is basically a story about someone (usually your users) using whatever is being designed to carry out a specific task or goal. For example, a scenario might outline how Paul uses a website to order flowers for his mother’s birthday, or how Sarah buys a train ticket on a kiosk machine for her journey home (goals and context are important). Scenarios can be very detailed, all the way to very high level but should at least outline the ‘who’, ‘what’, ‘when’, ‘where’, ‘why’, and ‘how’ of the usage. Scenarios are typically used to provide a picture of the intended user experience (i.e. what ideally should happen), but can equally outline what currently happens. They can take many forms, including written narratives, visual storyboards, comic strips or even videos. 
What’s scenario mapping?
Trough scenario mapping you will attempt  to map out all the steps that a user will take to complete a task, with an initial focus on what your user will do, not necessarily how he or she will do it. Along the way you’ll also be capturing good ideas, questions and other stuff that is important for the design. Sounds interesting? Here’s a quick step by step guide to carrying out scenario mapping:
1. Find a good room or area that you can use for 2-3 hours (for each session)
You’ll ideally want some wall space that you can use and certainly enough room to accommodate everyone that needs to be involved in discussing the scenarios.
2. Send scenario mapping invitations
You will want to invite the design team or at least part of the design team, along with experts in the field. Of course, the size of the design team may vary from project to project, but try to avoid the invitation of too many people. We found that 3-5 people work well for most of the scenario mapping sessions, because you will receive a good coverage of ideas, opinions and expertise. It can also be a good idea to give people an overview of what you're looking at, including a list of scenarios you will make so that everyone has the opportunity to think and prepare for the sessions.
3. Get as many colorful post-it notes as possible
You will use post-it notes to capture the user's steps, questions, ideas and comments, so you would ideally want 4 different colored post-it notes sets so that you can assign a unique color to each one. If you can get your hands on some super-sticky post-it notes (yes, they do), all the better, because regular post-it notes can sometimes struggle to stick vertically to the walls or paper.
4. Enter the script mapping session. At the beginning of the scenario mapping session, discuss briefly everyone about what you are going to do. Remember to emphasize that you are initially focused on what will happen, not necessarily how it will happen and that you do not want to get too involved in the details. Sometimes you will have to park the discussions for later and continue and it is good to set people's expectations for the session.
5. Start mapping your first scenario
Take one of your primary users (for whom we hope to have one) and the key or one of the key tasks they will undertake. This is the "raison d'être" hope of your site or app. What should someone do? What are the key tasks really from the user's perspective? For example, for a website that is accessible to people with visual impairments, you can use a website template that is accessible to them.
6. Outline a context for the scenario
You will want to note some contexts for the scenario. For each scenario you are displaying, it is important to consider and note: who; what the; Where; Why; and how often the scenario.
7. Follow the steps the user would take
From here the fun begins! As a group, you will want to follow all the steps you intend to take a user to perform their task. For each step, you'll want to capture the following in your colored post-it notes (don't worry if you don't have 4 different colors, you can always use notation, such as "(e)" for one step and "(q) "For questions to distinguish different types of information):

What does the user do? Remember to focus on what is happening, not necessarily how it is happening. For example, the subject may be a disabled person looking for a job. All the resources lead to the creation of the CV, in order for it to find the most suitable job.
8. Any comments or information that you feel is important at this step. For example, you might want to make a note that there might be alternative images available for a a CV design. Any questions or assumptions that arise are this step that you’ll want to resolve. For example, is there a reasonable accommodation for each disability? Any ideas or good suggestions that people have. For example, types of assistive equipment which may help the person integrate at the job environment.
9. Stick your post-it notes for the step on the wall
The basic idea is to map out steps horizontally, from left to right and detail, such as comments, ideas and suggestions vertically below the associated step. It’s important to stick steps at the top so that someone can follow the scenario by reading the top row left to right. 
10. Repeat for the next step until the user has completed their task
When mapping out scenarios don’t worry about initially capturing all the minute steps a user would take, otherwise you’ll drown in the detail and never get your scenario maps completed. Initially you’ll want to keep the steps relatively high level. 
11. Repeat steps 7-10 until you’ve mapped out all the key user tasks
You’ll want to create scenario maps for all, or certainly most of the key tasks that users will be undertaking. Initially I’ve found it easiest to concentrate on ‘Sunny day’ scenarios. These are scenarios where everything goes according to plan, as opposed to ‘Rainy day’ scenarios where unexpected problems occur. For example, a ‘Rainy day’ scenario might involve a lack of ideas or various problems in creating the CV design.
12. Take photos of your scenario maps
It is a really good idea to take digital photos of your maps when you’re done as post-it notes have a nasty habit of falling off and going missing. This also gives you something you can easily save in a digital repository and send on to other people if need be.

[image: An example scenario map]


An example scenario map – in this instance posting a blog entry using a blogging application 

13. Get feedback
Having put together some scenario maps it’s a really good idea to ask users and domain experts to walk through the steps so that you can get feedback as soon as possible. Are there steps missing? Are they able to answer any of the questions? Does the scenario hang together? By getting feedback early on you can easily change and refine your scenario maps before you get too far along with the design.
When to use scenario mapping?
Don’t forget that with scenario mapping you’re not trying to capture everything, just enough to work out what should happen or currently happens, to give you enough to move forward with the design. 
[bookmark: _Toc31809750]1.3. Helping adults with disabilities to build a Career Planning Process
The process Choosing a career is about more than just deciding what to do to live your life. Thus, when you face the disabled person, you will have to make him think about the time he will spend in the workplace, it will become clear why this decision is very important. The importance of selecting the right career should not be underestimated. In order to increase the chances of finding a fulfilling career for the disabled person, the following steps in the career planning process must be followed: In order to improve the chances of finding a career, you must follow these five steps of the planning process  career as fallows:
[bookmark: _Toc31809751]1.3.1.Step 1.  Assessment
During this first step, you will use a variety of tools to gather information about the person(s) you are supporting Learn about their:
· Interests: The things they enjoy doing
· Work-related Values:  The ideas and beliefs that are important to them and guide their actions
· Personality Type: Their social traits, motivations, strengths , weaknesses, and attitudes
· Aptitudes: A natural talent or an ability learned through training and education
· Preferred Work Environments: The type of workplaces they prefer, for example, indoors or outdoors, office or factory, and noisy or quiet
· Developmental Needs: the cognitive abilities that have an impact on the type of training or education they can complete and what kind of work you can do
· Realities: Circumstances that may influence their ability to train for an occupation or work in it
You will identify careers that might be a good fit for you during the self assessment, but you will need more information before you can make a final decision. Step 2 will help you do that.
Going through the self-assessment process, you will also have to consider other factors that will influence your career choice. For example, think about your family responsibilities and your ability to pay for education or training. It’s important to always have in mind that self assesment is the first step in the career planning process.
After getting to this phase, the next one will be career exploration. With your self-assessment results in mind, next, you should evaluate a variety of occupations to see which ones are match you the most. Your self-assessment may indicate a particular career is suitable for someone with your interests, personality, values, and aptitude, but that doesn't mean it is the one that suits you. Also, don't misscount an occupation just because it doesn't show up in the results of a self-assessment. Research a lot on any possible profession you may be interested in.
The so often called career tests, gather information about your traits and, subsequently, generate a list of occupations based on what fits them. Some people may choose to work with career counselors or other career development professionals, trained to help them trough this process.
You may be wondering if it’s possible to skip this step, in order to change your career, rather than choose one for the first time. 
And the answer would be that a self-assessment is just as important under any circumstance, and there is an additional thing to take into account. As a career changer, you will have to figure out what transferable skills you may take into consideration and will be able to use in a new line of work. 
During this first step, we will use a set of tools to that will help us collect information about them.  
[bookmark: _Toc31809752]1.3.1.1.Steps to build an appropriate Career 
Are you looking for a flexible programme, creativity, prestige, independence, high income, people contact, or other kind of satisfaction from your work life? 
Values vary from one person to another, and that fact makes the entire value system understanding essential.
Once you aknowledge your value, you'll also find out what motivates you into doing your best job, and this may help you in your employment choices. 

Employment choices
What do you want to do with your life? If you are just at the starters, there's a good chance you’ve tried to find out the answer to this questions several times already.
 
Making Career Choices Isn't Easy
Whether it’s the first time you’re choosing a career, or you’re making a change in your career, the process is based on the same rules. You have to know yourself very well, find out which occupations may be a good match for someone with your aptitudes, explore each of your options and choose the best one, and then make up a plan meant to help you reach your goals. Whether you are brand new in the work labour, and you are choosing your career for the first time, or you are at a second or third career choice, follow up these steps. 

Learn About Yourself
Too many people base their career decisions on the wrong thing, for example,they concentrate on earnings or prestige.

Mistakes to Avoid While Selecting a Career: 
1. Listening to People Who Tell You That You Should, or Should Not, Do Something: Many people think they should give you advice when in comes to what career you choose - your parents, your friends, your significant other. They shouldn’t. In most cases, your decision will have little impact on the other people in your life. Make sure the career you choose is something you want to spend your time doing.
2. Not Doing Your Homework: Don't choose a career without taking the time to collect some information on it. In order to obtain a job description, you should make sure to get some information on typical job duties, educational requirements,earnings and job outlook.
 3. Not Talking to Those in the Know: Your homework isn't complete if you don’t talk to someone who currently works in the career field you are considering. Those who are already hired on the work field you also want to work in, can provide you with a truthful account of what it's really like to work in it. If possible talk to a few people to avoid individual bases.
Questions to Ask 
As we mentioned before, you should make a research on your career of interest in order to ask intelligent questions. Was there something mentioned in the occupational information you didn't fully understand? The informational interview provides an excellent opportunity to clarify that. Below you will find a small sampling of questions you should ask:
· Can you describe a typical day at work? What do you regularly do? What other tasks come up?
· How many hours do you typically work in a day? A week?
· Is there a lot of potential for growth in your field?
· What can I do now to increase my chances of finding future employment?
· What do you like about your career and what don't you like about it?
· I know about the educational requirements but is there anything, in particular of which I should be aware, like which degree do most employers prefer and where can I get the best training?
· Is there anything you wish you had known before you entered this field?
It’s about money: Bringing home a paycheck is important, but the size of it isn't actually a great predictor of job satisfaction. Create a balance between making enough money to support yourself and work that fulfills you.
Ignoring Who You Are: Your personality type, interests, values and aptitudes help you match with more occupations than others. You cannot change these traits. If you don't consider them up when selecting a career, there is an excellent chance you will end up in an occupation that does not match you.  
Not Looking Beyond a "Best Careers" List: Lists that tell you what careers are the best, can be a helpful guide when it comes to selecting one. 
You should never decide to pursue any occupation if it’s not a good match for you. Before you can choose the right career , you must learn about yourself. Your values, interests, soft skills, and aptitudes, in combination with your personality type, will make some occupations a good fit for you and others completely inappropriate.
You can use self-assessment tools : 
During the self-assessment phase of the career planning process collect information about yourself in order to make an informed decision. A self assesment should include a thoroughly examining of your values, interests, personality and aptitudes.
[bookmark: _Toc31809753]1.3.1.2.Values,interests,personality and aptitudes 
Values inventories - the things that are important, like achievement, status, and autonomy
Your values are possibly the most important thing to consider when choosing an occupation. If you don't consider them while you’re  planning your career, there's a good chance you'll dislike your work and therefore it will be a lack of success in it. For example, someone who prefers autonomy will never be happy in a job where he or she can't be independent. There are two types of values: intrinsic and extrinsic. Intrinsic values refer to the work itself and what it contributes to society. Extrinsic values include external features, such as physical setting and earning potential. Value inventories will contain questions like the following:
· Is a high salary important to you?
· Is it important for your work to involve interacting with people?
· Is it important for your work to contribute to society?
· Is having a prestigious job important to you?
Examples and Definitions of Work Values 
Below you will find examples of items that could appear on a work value inventory, along with a definition for each one. When reading this list, think about the importance of each value.

Achievement: Doing work that yields results 

Independence: Working and making decisions on your own 

Recognition: Receiving attention for your work

Relationships: Working alongside coworkers as well as helping others

Support: Having supportive management

Working Conditions: Being in an environment that you're comfortable with

Autonomy: Receiving little or no supervision

Helping Others: Providing assistance to individuals or groups

Prestige: Having high standing

Job Security: Enjoying a high probability that you will remain employed

Collaboration: Working with others

Helping Society: Contributing to the betterment of the world

Compensation: Receiving adequate pay

Utilizing Your Skills and Background: Using your education and work experience to do your job

Leadership: Supervising/managing others 

Creativity: Using your own ideas

Variety: Doing different activities

Challenge: Performing tasks that are difficult or new to you

Leisure: Having adequate time away from work

Recognition: Receiving credit for achievements

Artistic Expression: Expressing one's artistic talents

Influence: Having the ability to affect people's opinions and ideas

Interest Inventories : what you enjoy doing, i.e., taking long walks, and hanging out with friends

Taking an interest inventory requires completing a questionnaire with a series of items about your likes and dislikes. They will measure, for example, your interests regarding leisure activities, work-related activities, people with whom you prefer to work, and school subjects. To get the most accurate results, answer each question as honestly as possible. There are no right or wrong answers. The counselor won't judge you based on your responses.
When answering questions that are related to work-related activities, do not worry about whether or not you have the skills needed to complete the particular tasks. It doesn't matter at this point in the career planning process. Indicate only your interest in the activity. Decide during the career exploration phase which will occur later, whether or not to undergo the training and education to acquire them.

Personality Inventories : a person's traits, motivational drives, needs, and attitudes : 
Most personality inventories consist of a set of questionaires that you answer by filling in circles a scan sheet or responses selection on a computer or other device. Your practitioner may have you complete it in his or her office or at home. It must be stressed that while personality inventories are often called "career personality tests," there are no right or wrong answers as there would be on an exam. Remember that no personality type is better than any other, so it is important to be completely honest when answering the questions.

Aptitude: the activities you are good at, such as writing, computer programming , and teaching. They are called natural skills or acquired through training and education.
When you are researching occupationss, you will often see something about aptitude listed among the requirements.  When a career description lists an aptitude among the qualifications one needs in order to work in an occupation, and it refers to a natural talent or an ability an individual has acquired through life experience, study, or training. 
Many people hire a career counselor to help them with this process and administer a variety of self-assessment inventories. What follows is a discussion of the different types of tools, as well as some other things to consider when using your results to choose a career. When you decided on what field you want to enter, you need to discover and explore your aptitudes. An aptitude is a natural or acquired ability. In order to find out what are you good at, consider what you enjoy doing. 
Generally speaking, people usually enjoy doing the work  they are good at.
While you're assessing your skills, think about the time you are willing to spend to acquiring advanced or new skills. A question to ask yourself is this—if a career holds all the qualities I find appealing but it takes X years to prepare for it, will it worth this time commitment?
[bookmark: _Toc31809754]1.3.1.3.What to ask from a job? 
Questions to Ask 
As previously mentioned, you should research your career of interest in order to ask intelligent questions. Was there something mentioned in the occupational information you didn't fully understand? The informational interview provides an excellent opportunity to get that clarified. Here is a small sampling of questions you should ask:
· Can you describe a typical day at work? What do you regularly do? What other tasks come up?
· How many hours do you typically work in a day? A week?
· Is there a lot of potential for growth in your field?
· What can I do now to increase my chances of finding future employment?
· What do you like about your career and what don't you like about it?
· I know about the educational requirements but is there anything, in particular of which I should be aware, like which degree do most employers prefer and where can I get the best training?
· Is there anything you wish you had known before you entered this field?
[bookmark: _Toc31809755]1.3.2.Step 2. Career Exploration

Teach them to make a list of their favorite occupations

To keep yourself organized, and to eliminate some occupations, combine your multiple lists into a single master one. Ideally, it should contain 10 and 20 occupations. To make your master list, first, look for careers that appear on multiple lists and copy them on a blank page. Career exploration focuses on learning about the occupations that seem to be a good fit based on the results of your self assessment and any other professions that interest you. Use online and print resources to get a job description; learn about specific job duties; and gather labor market information including median salaries and job outlooks. 
After completing this preliminary research, you can start eliminating professions that don't appeal to you and get more details about those that do. This is an ideal time to conduct informational interviews  and arrange job shadowing opportunities. During an informational interview, you will ask people who work in an occupation that interests you questions about their jobs. Job shadowing involves following someone around at work in order to learn more about what they do.
The title would be  "Occupations to Explore."  Next, pursue your lists for careers you think are appealing. Have you thought of anything listed there before? Are there any professions you have never heard of previously? It may be the currently unknown occupation that turns out to be the best one for you. Add them to your master list. If there are any occupations you've thought of but are not on your list, you can also add those. If they aren't a good match for you, you will find that out during the next step, and then you can take them out of the running.

Teach them to explore the Occupations 
Now it is time to do your homework and explore the occupations on your list. This step will make you quite happy you managed to narrow your options down. You wouldn't want to have to gather information about all the choices you originally had!

Start With the Basics 
At first, you will just want to gather some basic information about each occupation on your list. Let's say you have a list of ten careers. Before spending a lot of time on in-depth research, do some research that would allow you to check every item on it. This includes researching on a job description and labour market information, including job outlook, median salary, educational and training requirements.

Explore Deeper 
After you narrow down your list of career choices, your research should become more involved. You will want to learn what working in the field is really like before you actually work in it. The best way to do this is to talk to people who do.
1. Figure out who, in your professional network, knows people who work in the field or fields in which you are interested, or ask around to see if any of them have contacts who do.
2. Set up informational interviews with anyone who has experience working in the careers you are considering. Those whose experience is more recent make better subjects.
3. See if any of those people are willing to let you shadow him or her on the job for a day or two.
4. Consider doing an internship to learn about a work field and get experience.
After  you complete your in-depth research, you should be able to determine which career is a good match for you. Try not to get too frustrated if you can't make a decision by this point. You may not have enough information yet. Continue to do more research until you can comfortably choose the ​best career for you.
Read career profiles to get job descriptions and learn about duties, educational, training and licensing requirements, earnings and job outlook.
While you shouldn't decide to pursue an occupation because of its earnings and job outlook, you should eliminate any that don't provide adequate compensation, based on your needs, or for which there won't be jobs available in the future. Take careful notes of what you learn through your research. You will need them for the next step.

Teach them to create a "Short List"
At this point, you must begin to narrow down your list further. Look through your notes and cross off your list any careers in which you are no longer interested. Perhaps the job duties are unappealing, the earnings are too low, or the job outlook is weak. Maybe you don't have, and can't develop, the necessary soft skills, or you are unwilling to complete the necessary educational requirements. If you are having trouble preparing your list - you should be left with no more than two to five occupations - pick your favorites.

Conduct Informational Interviews
Having a few occupations on your list, you can start your deeper research. An excellent way to do this is by having informational interviews with people who have first-hand knowledge about the occupations on your list. You can also access your network, including LinkedIn, to find people who are currently working in those fields. Contact them in order to see if  they would be willing to talk to you, but make it clear that you are searching out for information and not for a job.
 
Make Your Career Choice
Finally, after finishing your research, you should feel ready to make a decision. Based on all the information you have collected, pick the occupation you think will satisfy you the most. As individuals who are following these steps to be able choose at least a second career already know, you are allowed do-overs. If you think that somehow you made the wrong choice, or reach the conclusion that you no longer like what you are doing, you may as well change your career. Many people do this at least a few times during their working lives.

Identify Your Goals
Once you've chosen the occupation you want to pursue, it is time to identify your long and short-term goals. Long-term goals usually take about three to five years to reach, while you can usually reach a short-term goal in six months to three years.
Let your guide be the research you did about required education and training. If you don't have all the details on that, it means you will have to do some more. When you finished collecting all the information you need, you can start setting your goals.
An example of a long-term goal would be completing your education and training, including details as they pertain to your career of choice. Short-term goals might be applying to college, participating in apprenticeships or other kinds of training programs, and internships.

Develop a Career Action Plan
The best way to set up a strategy for achieving your goals is by conceiveing an action plan. This is a written document that contains details on all the steps you will have to take to reach your final goal of working in your chosen occupation, as well as what you will have to do on your way to realize which are your other long-term goals and which are the other short-term ones.
Career Satisfaction 
Some career theorists believe that the level of satisfacti on of our values should be the most important consideration when it comes to evaluating options.
These theorists believe that work which lines up with our values will be more meaningful, and we will be more likely to invest our energies to master the roles and achieve success. Most career experts recommend  personality traits to be taken,  in conjunction with interests, abilities and values when choosing a career.

Types of questions: 
How to Assess Your Career Values 
What are your priorities? Review the examples of work values and rate their importance to you on a scale of 1 - 10. Then examine some of the highest rated values and choose 6 - 10 that should have the greatest weight when it comes to consider career and alternatives.
You can also separate these descriptive terms into categories, such as who, what, where, and workload. Instead of using numerical ranking system, you may as well to rank these terms using Must have, Nice to have, Ok not to have and Must not have.

Examples of Career Values 
Some of the values you want to achieve and are required in your work or career probably involve qualities and opportunities that are meant to improve your life emotionally and intellectually. By achieving these values as part of your job or career could make you feel challenged, inspired and fulfilled.
Some career or job values deal more with the environment where you spend a large amount of  your waking hours, and the conditions under which you perform your work.
While these values may not offer as much emotional fulfillment, they can make you facilitate your work life by having a mentor, or easing financial stress, because you have job security.
The list below contains examples of some of these types of values:
· Adventure
· Autonomy
· Avoiding Stress
· Building Things
· Camaraderie
· Casual Work Environment
· Challenge
· Changing the World
· Collaborating with Others
· Competition
· Creating New Things
· Creativity
· Diversity
· Employee Benefits
· Exposure to Beauty
· Fast Pace
· Fun
· Helping Others
· High Income
· High Level of Interaction with People
· Income Based on Productivity
· Influencing Others
· Intellectually Demanding Work
· Job Security
· Location
· Moral/Spiritual Fulfillment
· Opportunity for Advancement
· Opportunity to Lead
· Opportunity to Learn New Things
· Outlet for Creativity
· Physical Activity
· Pleasant Work Environment
· Power
· Prestige
· Recognition
· Risk Taking
· Routine Work
· Seeing Tangible Results from Work Completed
· Sharing Ideas or Information
· Socialization
· Solving Problems
· Status as an Expert
· Structure
· Supportive Management
· Team Membership
· Time Freedom
· Travel
· Variety of Tasks
· Work/Life Balance
· Working Alone
· Working Outside
1. Take in consideration alternative careers. Brainstorming for career alternatives by  career options research, and discussing on your core values and skills with friends, family, and networking contacts. If you find it difficult to come up with ideas, consider meeting with a career counselor for professional advice.
2. Check out job options. Conduct an evaluation of several fields to identify a few targets for a deeper research. You may also find a wealth of online information simply by Googling the jobs that may interest you.
3. Get personal. Research as much as you can on those fields and reach out to personal contacts in those sectors for informational interviews. LinkedIn is a great resource that may help you find contacts in specific career fields of interest.
4. Set up a job shadow (or two). Shadow professionals in fields of primary interest to observe work first hand. Spend anywhere from a few hours to a few days job shadowing people who have jobs that interest you. Your college career office is a good place to find alumni volunteers who are willing to host job shadowers. Here’s more information on job shadowing and how it works.
5. Try it out. Identify volunteer and freelance activities related to your target field to test your interest e.g. if you are thinking of publishing as a career, try editing the PTA newsletter. If you're interested in working with animals, volunteer at your local shelter.
6. Take a class. Investigate educational opportunities that would bridge your background to your new field. Consider taking an evening course at a local college or an online course. Spend some time at one day or weekend seminars. Contact professional groups in your target field for suggestions.
7. Upgrade your skills. Look for ways to develop new skills in your current job which would pave the way for a change e.g. offer to write a grant proposal if grant writing is valued in your new field. If your company offers in-house training, sign up for as many classes as you can. There are ways you can position yourself for a career change without having to go back to school.
8. Consider a new job in the same industry. Consider alternative roles within your current industry which would utilize the industry knowledge you already have e.g. If you are a store manager for a large retail chain and have grown tired of the evening and weekend hours, consider a move to corporate recruiting within the retail industry. Or if you are a programmer who doesn't want to program, consider technical sales or project management.
[bookmark: _Toc31809756]1.3.3.Step 3 - Match
Finally it's time to make a match! During Step 3, you will decide which occupation best fits you based on what you learned during Steps 1 and 2 - self assessment and career exploration.
· Identify the occupation you find the most interesting for you ,and one or two alternatives to consider as back up if, for any reason, you can't pursue your first choice.
· Give serious thought on how you will prepare your entrance in the career you’ve just chosen, the costs which include education and training, and whether you will face any barriers, which are the realities discussed during the step 1.
· Go back to Step 2 if you find you need to explore your options furthermore before making a decision. 
Once you have chosen a career, you can go on to Step 4, which will lead you on the road to your first job in your new career.
[bookmark: _Toc31809757]1.3.4.Step 4 – Action

During this step, you will write a career action plan . It will be used as a guide to reaching your ultimate goal of getting a job in the career you deemed to be a good match during Step 3. Identify what long-term and short-term goals you will have to reach to get to the ultimate one.
Start investigating appropriate education and training programs, for example, colleges, graduate schools or appreticeship programs. Then start preparing for required entrance examinations or applying for admission.
If you are ready to seek employment, develop a job seeking strategy. Identify and learn about potential employers.  Write your resume and cover letters.. Begin to prepare for job interviews. 
Once you have identified an occupation to pursue, you should develop an action plan.
An action plan can be considered a road map that will get you from point A : choosing an occupation, to Point B : becoming employed in that career. 
It even helps you get past Point B, to Points C through Z, as your career advances. It is also referred to as an Individualized Career Plan or an Individualized Career Development Plan.
You must amend your action plan over time as your goals change, your priorities change, and your career grows. 
How to develop a career action plan step-by-step - Background Information 
Create a draft, which you may use to lay out your career action plan. 
Employment History/Education and Training 

Title the first section of your worksheet "Employment History/Education and Training." This part is straightforward. List any jobs you've had, in reverse chronological order - most recent to least recent. Include the location of the company, your job title, and the dates you worked at that job. When you eventually write your resume, having organized this information will prove very helpful. That goes for the next part as well - Education and Training. List the schools you attended, the dates you attended them, and the credits, certificates, or degrees you earned.
Also, list additional training and any professional licenses you hold. Next, list volunteer or other unpaid experience. You may find that several of these activities are relevant to your occupational goals. By volunteering, you may have developed skills that will play a vital role your future career. Again, you can use this information on your resume, on job interviews, or when you apply to college or graduate school.

Self Assessment Results 
The next section of your worksheet should be "Self Assessment Results." If you met with a career counselor or similarly-trained professional who conducted a self-assessment to help you collect information about yourself, this is where you can write down the results you got from them including the occupations that were suggested to you during that phase. You may even want to attach the information you collected when you performed the research on these careers so you can refer to them later.
Short Term and Long Term Goals 
The next section should be a place for you to list your occupational and educational goals. They should correspond to one another since reaching your occupational goals will usually be dependent upon reaching your educational ones. You should have short term goals—those you can reach in a year or less—and long-term goals which you can reach in five or fewer years. You can use increments of one or two years in this five-year plan as well. This breakdown will make your plan easier to follow.
Barriers to Reaching Goals 
As you try to reach your goals you may face some barriers. You will have to find ways to get around them. In this section of your action plan, you can list anything that may get in the way of being able to reach your goals
You're On Your Way 
A well-thought-out career action plan will prove to be a very useful tool. You've gone through the career planning process carefully, choosing a suitable occupation. Setting goals and planning what you need to do to realize them will ensure that you reach your career destination.
What Else You Should Know About the Career Planning Process 

It is important to note that the career planning process never ends. At various points in your career, you may have to go back to the beginning, or to any phase as you redefine yourself and your goals. For example, you may decide to change your career or you may have to figure out how to pursue better options in your current one.
You can attempt to go through the career planning process on your own, or you can hire a career development professional who will help facilitate your journey. The way you decide to undertake this process—with or without assistance—is less important than the amount of thought and energy you put into it.
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It takes five to ten minutes to complete this free career test. You will see fifteen sets of four pictures that show specific work activities. You must choose only one work activity that appeals to you the most and one that appeals to you the least.
Do not choose a work activity based on the status or money associated with it. Do not make your choice based on gender or race. Just imagine yourself performing the task shown and decide if you would like to doing it or not.
In a society full of challeges, which tends to complicate the building of self identity, people confront themselves with an uncertain view on future. 
People who do not have a certain career direction fin dit difficult to decide, because they feel unsure. We refer here on vulnerable groups. Vulnerable, marginalized persons, that often ask themselves questions as : Who am I ? What can I do ? What is important to me? Is it worth the trying ? Am I going to embarrass myself ? etc. 
In order to identify and understand the relevant characteristics in career orientation, the person needs support in profession choosing, but also in community inclusion, with the help of some special trained persons, who will open up their professional road and make them take the right decision.  
The counseling and informing offers the formal pespective in which the occupational counselor is able to work with the person, on the rational side but on the affective one as well. 
The existence of these COUNSELORS in disability field, will bring out the valorification of the marginalized persons, by offering them real information, understandable ones, regarding occupation.
In order to answer the question “who are the the beneficiary?“ the counselor will empathize with the target group through methods and specific practices : observation files, opinion questionnaires, etc. 

Actions  - Activity Development 

1. Organising moment : prepairing of the activity (2 minutes) 
2. Attention caption : Ice-breaking exercise « less known facts » (8 min) 
[bookmark: _Hlk536449913]The trainer distributes sheets to the participants (one for each ). On that sheet, every participant will write a known/unknown fact about themselves without showing the others what he/she wrote. The trainer collects all sheets. Then asks the participants to stand, walk and meet the others, sharing in that way the facts they wrote about themselves. After a few minutes they will be asked to go back to their places. Afterwards the sheets will be read, and the participant’s job is to match the sheet with the person they think wrote it. 
3.  Activity development 
First Step – “climbing the mountain” (15 min) 
- The trainer draws a mountain on the flipchart sheet, then describes the activity: "At the top of this mountain is the SUCCESS CAREER. In order to get to this place we need climbers (climbers) to help us escalate the mountain. " Participants are divided into smaller groups (3-5 participants / group). Each group receives 3 "climbers": "There is a classic climbing rule: you must have at least three points of support when climbing a mountain. If we apply it to everyday life, the rule tells us that we do not necessarily need many things to succeed, but only a few points of support: few, but well chosen. So, together, please identify and then write on the climbers three means (modalities) that make it easier for us to climb the mountain. "After completing, each group chooses a representative to attach the" climbers "to the flipchart and motivate the elections.
- In the next stage of the activity, the trainer says that climbing the mountain is not easy, that there are all sorts of obstacles (avalanches, stones, etc.). Each group receives 3 "boulders" that list the obstacles that prevent us from reaching the top; boulders that will also be glued to the flipchart sheet.
- At the end there are discussions about "climbers" and "boulders" that help us or prevent us from achieving career success.
- "Here, at the base of the mountain, you are now, you plan to escalate it to reach the top, the successful career. There is the destination of your journey, the place where things happen, the money is circulating, the people are meeting, the contracts are signed. You need several years of training before you get to the top."

Step 2. "Career planning pyramid" (20 min)
• Self-knowledge;
• Occupational information;
• making the decision;
• Identifying a job;
• employment;
• Career development.

These six areas involve going through several stages, hierarchically structured in a graphical representation, called the pyramid of career planning.

The career pyramid is presented:
· Self-knowledge (underlying the pyramid) is an essential component of the career planning process, which involves identifying and understanding the personal characteristics relevant to career guidance ( knowing the interests, skills, values, personality - as an integrator element - and shaping the vocational profile ).
What do I like to do? What do I want to do? (Interests)
What is important to me? (Stock)
· How do I know how to do well? What am I supposed to do? What are the skills I have and will I use to build my career? (Skills)
· How am I? Who am I? (Personality)
· Exploring the professions is a particularly important stage, located at the 2nd pyramid level, which involves the accumulation of information on educational / occupational paths (occupational / occupational characteristics and their dynamics in the labor market).
How can I choose from the multitude of information, the ones that make sense for my career?

Activity Development
1. Organising moment : prepairing for the activity (2 min)  
2.  Catching attention : ice-breaking exercise( 8 min )   

3.  Theme announcement and activity’s objectives (1 min) 
4. The actual development of the activity:

Identity definition (2 min)
Participants will be asked what they think when they hear the word identity. Responses will be written on the flipchart. They will explain to the participants that identity is the clear consciousness of a person's individuality consisting of self-perception and the perception of others' expectations of one's own person.
Definition of Vocational Identity (2 min)
Participants will be asked what they think when they hear the words of vocational identity.

Responses will be written on the flipchart. It will be explained that the vocational identity combines aspects related to the knowledge of one's own interests, values, abilities and skills, on the one hand, with the preference for a certain kind of activity, interaction styles and working environments, on the other. It occurs at the confluence of adolescent learning and work experiences, becoming the standard of maturity.
Passport to Career (30 min)
The trainer presents to the participants the World Caffe method, which will be followed by the activity.
- At every coffee table there is a host who will note all the information provided by the cafeteria guests.
- The hosts can not leave the table.
- Instead, travelers have to go to every table where they will find a host and a question they will have to answer in the group.
- Discussions should remain on the subject trained by the trainer.
- The trainer forms the groups and calls the hosts - the participants are divided into groups and go to the distributed table.
- Here are the four questions that participants are asked to work and answer in the group:

1. What is my dream career and what are the reasons that make me think I will be fulfilled professionally?
2. How do I collect my dream career information?
3. What are the steps you need to take in order to achieve your dream career?
4. By what means can I achieve my purpose?
- For each question, the trainer will allow for about 4 minutes of discussion. Upon expiration of time all cafe customers will change the table to have other discussion partners. The only ones who can not move are the hosts, who have the duty to brief briefly the newcomers on the talks previously held in the café.
- Each participant contributes to completing the information noted by the host. The groups are rotating at the tables so that all groups get to know each other and analyze each question.

Conclusions of the activity:
- Each host presents the table's conclusions;
- The trainer can ask the group to make further additions;
- The trainer concludes on the common points that appear at each question level. 

5. Activity Aknowledgment (5 min)

Participants are invited to customs and report to customs officers (from three points of view: critical, dreamer, realistic) in a convincing but worthy way, why they must be allowed to follow their journey to their final destination.

Activity Project
1. Curricular area: Counseling and orientation
2. Average level
3. Module: Career Planning
4. Theme of the activity: What do I know about crafts?
5. Duration: 50 min
6. Competencies:
6.1. general:
Acquiring exploration and career planning skills
6.2. Specific:
Familiarize students with various occupations and substantiate the choice of occupation on knowing their personal abilities
6.3. Taps:
Recognizing occupations in different fields;
Clarification of basic concepts in school and professional orientation ("occupation", "profession", "trade");
Identifying at least two occupations that they would like to practice in the future;
Identifying the relationship between the choice of occupation and the knowledge of personal skills;
Practicing the skills of self-exploration and self-knowledge.
7. Procedural resources:
i. methods and procedures: explanation, questioning, heuristic conversation, observation, exemplification, evaluation exercise;
ii. forms of organization: frontal, group, individual
8. Material resources: individual / group workstations, post-it, writing instruments;

Activity Development
1. Organizational moment: preparation of the activity (3 min)
2. Capturing the Attention - Exercise I do not want to praise, but ... (10 min)

The trainer places a chair in front of the class and chooses a volunteer to sit in front of the class. The applicant says, "I do not want to boast but ...". He / she completes the sentence, mentioning one or more achievements. Others are told that they have to listen quietly. After the first one has finished, it goes back. The next one sits down on the chair and explains what he has done. This way of working continues until each participant has the opportunity to sit and talk. Then there is a series of discussions with everyone:
· How did you feel sitting up and sharing your achievements?
·  How was it when you listened to others?
·  Do you think everyone felt the same when he sat down and spoke?

3. Topic and objectives (2 min)

We all have ideals, we dream of a job that will bring us satisfaction and success. The theme of today's work is What do I know about crafts? and we will talk about what occupation, profession, trade, labor market jobs are and we will identify occupations that we would like to pursue in the future.

4. The actual development of the activity:

a. Job List Activity (15 min)
The trainer divides them into groups of 5. Each group will have the task of listing as many trades / occupations as possible. Finally, each group leader presents his list and a common list is made on the blackboard. The trainer explains the meaning of the terms "occupation", "profession", "trade", if there are misunderstandings, confusion.
· Profession is the specialization in a certain field of activity through studies followed at different schools and courses. After completing a high school, a vocational school, a college, a doctorate, postgraduate courses, a person has a profession.
· Occupation is the activity that a person carries out in an economic and social unit, generating income and which is a source of existence.
· Message represents all the knowledge gained during school or practice; they allow the possessor to perform certain material processing operations in order to obtain new products or to provide certain services.

b. What qualities recommend me? (15 min)
The trainer introduces the activity by saying that at the base of the choices we make in the career are personal skills (what can best do), preferences, passions (what do I like to do?), Interests (what do I like?), Values what's important to me?).
He asks each participant to draw a straight palm on a sheet. In the middle of my hand, I am asked to write the profession I think they would like to have. Each finger will have a personal quality that recommends it for the chosen profession. When the works are ready, they are exposed and each observes the work of their colleagues. Those who wish to present their own work, assessing how to accomplish the task, its difficulty, the matching / matching of personal abilities with the chosen occupations. Participants formulate conclusions on the relevance of the choice of occupation to the knowledge of personal skills.

5. Activity Aknowledgement (5 min)
Participants are invited to complete the following evaluation sheet:
During this activity I felt:
Happy   
Bored 
Disappointed 
Curious
Career decision is the process of selecting a career alternative from the set of variants available at a time. Deciding on a specific profession will be followed by admission and attending faculty courses that form specialists in the field.
What is my decision-making style and how to use it in my career?

• Job search which involves exercising the skills of using the personal and professional marketing elements: the CV, the letter of intent, the application file and the selection interview.
· How can I turn my plan into reality?
· How do I prepare for employment?
· Hiring is next and at the top of the pyramid is located the development of the quarry.

Therefore, the pyramid base comprises the activities intended to occupy the main place in the career orientation, while the tip is the target of the orientation process. During the guidance and counseling activities we will focus on the first 4 levels of the pyramid.

Conclusions: "In order to reach the desired destination, you need to know precisely the coordinates of the place you are in. If they are confused, you will not even find the way with the map in hand. The mechanism is similar when developing a successful career: you can not do it without knowing yourself well, not knowing where you are from, and what baggage you are taking with you. Once you have identified your personal characteristics that influence your career planning, you will be able to define your destination so that you can propel them in the chosen direction instead of being blocked by them. "


Activity Assessment (3 min):

- An activity evaluation questionnaire is distributed to the participants. Each participant will characterize in a word the activity carried out, will specify what he meant during the activity but did not have the opportunity and the one he remembers from someone else during his / her activity.
A jobseeker can use one or more search methods:

Creative Personal Marketing Methods:
Think you're a product and you have to sell yourself. You can do anything or you can sell very expensive. You will need to know a few marketing techniques that will make you "sellable". That's what you want, right?
One method is to make a professional resume and go directly to managers who have the power to hire you (requires rigorous information). Present yourself and offer solutions to the problems you have. More likely you will start a probationary period.
Traditional methods of finding work:
1. Staff placement services provided by the State through the National Employment Agency 2. Career counseling centers
3. Private selection / placement agencies
4. Job advertisements in newspapers / magazines
5. Web sites specialized in personnel placement (the best known in Romania at this moment is www.bestjobs.ro)
6. Participation in Job Fair / Scholarships.

Europass Curriculum Vitae presents several advantages:
· It is a standardized document at European level, used by millions of people and requested by numerous public or private institutions to participate in competitions or interviews or to hire;
· The sections are supplemented by standardized self-assessment grids (eg language competence based on the Common European Framework of Reference for Languages);
· The sections on competences (whether they are obtained in formal education or in a non-formal context). For example, data on organizational, social, technical skills can be entered.
· CV can be completed or updated online by consulting the website http://www.europass-ro.ro, section "Create". Thus, the user has - at each stage of completing the CV - access to explanations, recommendations and examples. In addition, online completion ensures the preservation of the standard Europass CV format.
The first page of your resume should contain enough details for a recruiting consultant or potential employer to contact you easily. 
References to CV successes should be short, arranged in a list, as concise as possible, and should include a statement of the actions taken and the result obtained. If some information clearly demonstrates compatibility with the position you apply and increases your chance of being on the short list of candidates, include this information in the first part of your CV.
Keep in mind that a PRINTED CV IS YET NEEDED, BUT ONLINE ONLY IS ESSENTIAL. The employer will look through the database before posting a job announcement. That's why your resume should be visible and contain the key terms for the field in which you work or where you want to work. Change it whenever you think you can bring extra information or discover new keywords used in your industry. 

[bookmark: _Toc31809759]1.4.1. Soft Skills for your Career 

In general, jobs require experience and certain abilities from those who work in it.
To work in any occupation you will need the also called soft skills.
Why Do You Need Soft Skills? 
Every single occupation you can think of demands that you have specific character traits, whether you're a doctor who needs to be an excellent communicator in order to convey information to her patients, a janitor who must have good interpersonal skills so that he can get along with his co-workers or an actor who must be persistent in spite of facing rejection over and over. An important thing to note is that soft skills are transferable between occupations. While you may have to go back to school to learn new technical skills if you change careers, you can always take your soft skills with you since they are valued in a variety of fields. In addition to what is required by your occupation, employers also expect you to have certain character traits. Just look at any job announcement and you will see a laundry list of qualifications that includes not only the technical skills you need to do the job but qualities like "excellent communication skills," "strong organizational skill," "team player," and "strong listening ability" listed there as well. Even if you have the technical skills required for a job if you can't demonstrate that you have the specified traits you probably won't get the job.
Make sure your resume contains points meant to demonstrate the desired soft skills and that you also find ways to discuss them during your job interview.
What Are Soft Skills? 
Soft skills are the personal characteristics each of us have. They make up our personality, concemtrating on our abilities, habits and our interactions with other people. They are harder to reach than the technical skills, and the difference between them it’s that cannot learn soft skills by engaging in a training program. You can, on the other side get them through educational, work and life experiences but it will take an important amount of effort from your side. 
Types of soft skills :
[bookmark: _Toc31809760]1.4.1.1.Verbal Communication 
People with good verbal communication skills have the ability to manage information by speaking.
Verbal communication is an exchange of information between several individuals or groups trough speaking.It’s one way to interract with our bosses, employees, co-workers, and customers or clients at work. Also we can use active listening, nonverbal communication using body language and facial expressions, and  writting.
If your verbal communication skills are weak, the intended recipients of your messages won't be able to understand them and, subsequently, won't be able to respond appropriately. While these failures do not rest solely with the speaker—poor listening skills or the misreading of non-verbal cues may also be to blame—they begin with him or her.
How to Improve Your Verbal Communication 
Improving your verbal communication skills will help you avoid misunderstandings in your work field. You may follow these following steps below in order to be prepared properly for the interview:
1. Be Prepared: Before you even start having a conversation, first establish your main ideas. Then decide on the best way to say them out loud. For example, is it about a face to face interview or will it be trough phone?
2. Choose Your Words Carefully: Use understandable words: If he or she doesn't understand your words, your message will be lost.
3. Speak Clearly: Be aware of your volume and speaking rate. Speaking too softly will make it difficult for anyone to hear you, but shouting isn’t a good idea either. Speak slowly enough to be understood, but not so slowly that you bore the listener. 
4. Use the Proper Tone: Your voice always reveals your true feelings and attitude. For example, if you're angry or sad, these things will reflect in your tone. Try to control this out, in order not the reveal more  than you want and distracting the listener from your message's intent.
5. Make Eye Contact: The person to whom you are speaking will be a able a lot  better to connect with you if you mantain eye-contact during the conversation.
6. Check In With the Listener Periodically: Get feedback to make sure the person with whom you are speaking understands you. He or she must "get" what you are trying to comunicate. While you are speaking, observe his or her facial expressions and body language, or simply ask for verbal confirmation.
7. Avoid Distractions: Background noise will distract your listener and make it hard for him or her to hear what you are saying, never mind, understand it. Find a quiet place to talk. If you are speaking to someone by phone, go to a quiet area and make sure he or she is in one as well. If that isn't possible at the moment, arrange to talk when it is.

[bookmark: _Toc31809761]1.4.1.2.Interpersonal Skills 
Having good interpersonal skills means that one has not only the ability to communicate with others but is willing to listen to people without judging them, share ideas and pitch in when co-workers need help.
What Interpersonal Skills Do You Need at Work? 
Interpersonal skills are a set of soft skills that make it easier for us to communicate with other human beings. They are often called "people skills." Basically their foundation are verbal and comunication and listening skills, but the ability to manage information in a most clear way and understand what others are telling you are not enough.  
Social skills also belong to this skill set. This includes being able to understand body language, negotiate, persuade, instruct and coordinate your actions with those of other people. You must be able to sympathize and empathize, but also be aware if something you want to say will unnecessarily offend  someone.

How Can You Develop This Skill? 
You may think you only need interpersonal skills if your job is about helping other persons, persuading them to do or buy something, or be a manager for them. As long as you interact with people in any capacity- that could mean simply working side-by-side with them—you need these interpersonal skills. They can help you succeed in your career ,whatever domain that may be in. 
They will help you get along with our coworkers and bosses, serve your clients and customers (or patients), function as members of teams, take direction from your superiors and lead your subordinates. You must be willing to listen to people without judgement, work with people from diverse backgrounds, share ideas with colleagues and offer your help when others need it.
Not everyone is born with good interpersonal skills. Fortunately, you can do things into getting yours improved. Put yourself in situations where you have to interact with other people. The more you do that, the better you will become at it. You can join school organizations if you are a student or community organizations if you've already graduated. Practice listening and talking to others, and observe their responses. Volunteer to help on projects. Do an internship or get a part-time job while you are still in school.
[bookmark: _Toc31809762]1.4.1.3.Writing 
Good writing skills allow you to express youself better, but also relate information trough written word. Writing beautiful prose and poetry is a talent. The effective writting, however, is a skill that can be learned.
Organize Your Writing
Whether you are composing a memo to your co-worker or a report for your boss, you should decide what information you want to reach out. Below you’ll find some tips on how to do this:
· List each item you need to discuss in your memo or report.
· Put them in order - from most to least important.
· Write a brief summary of your entire memo - this will be your first paragraph.
    Expand on each item listed in step 1.
    If any action needs to be taken by the recipient, state that in your closing paragraph.
Write for your audience. You want to be understood by a specific amount of people. Use simple language. You should not try to impress your reader with your huge vocabulary. Chances are you will frustrate your reader instead. 
Stay away from jargon your reader may not understand. If your work is very technical, but the person you are writing to is not well versed in that field, stick to words that person will understand. 
A cliche a day keeps the reader away — or at least it does not make him or her remember what you are saying. You want your writing to be memorable. Because we hear cliches often, we become desensitized to them. When possible, use the active voice. The active voice makes your sentence stronger and usually shorter. Let's try these examples. Passive voice: "Sales increased due to the networking I did." Active voice: "My networking increased sales."
Don't be redundant. 
And of course, pay attention to grammar. A good dictionary should be nearby, along with a thesaurus. A thesaurus will allow you to keep your writing fresh by helping you find a variety of words to use. Many of these resources are available online.
Proofreading is one of the most important things you can do. Since you probably do most of your writing on a computer, you have access to automated spelling and grammar checkers. Beware though—some words, used in the wrong context may be missed by computerized spell checkers. For example the sentence "To employees attended too meetings two learn about the xxx software," would pass through the spell check without any misspellings being detected. Have someone else proofread your document, if possible.
If time allows, put your composition away, and proofread it later, or even better, the next day.
[bookmark: _Toc31809763]1.4.1.4.Problem Solving and Critical Thinking 
Problem-solving is the ability to identify a problem and then figure out some proper solutions. Critical thinking skills also allow you to evaluate each possible solution, using logic and pertinent arguments, to determine which one could be the most successful.
· Problem solving is an essential soft skill . It is the ability to identify the difficulties or complications, find out possible solutions, implement them, and finally follow up in order to make sure they were successful. People who work in some careers are required to be particularly strong problem solvers, but employers are able to rate workers with this skill regardless of their occupation.
· Problem solvers immediately realize when something has gone wrong. The best of them can get to anticipate a complication before it even exists. To notice that something is amiss requires a keen sense of what is going on around you. For example, only when you know what sales are supposed to be, can you notice if they suddenly drop. The sooner you realize there is a problem, the faster you can begin looking out for a solution in order to fix it. 
· When you first detect a problem, begin to analyze it. Assess its significance and how harmful it can get to be. For example, go back to the issue of employee call-outs. Does it seem to be something temporary, perhaps caused by the flu going around the office, or have you noticed a steady rise in absenteeism over several weeks? Could there be other reasons workers are calling out?
· After your analysis, decide how quickly you will need to address the situation to keep it from becoming a more serious threat. Should other problems be a priority over this one or should this situation be dealt with immediately? Not every dilemma can be resolved—you will have to recognize when something falls into the category of "unfixable" so that you can let it go and move onto matters that you can control.
Coming Up With, Evaluating, and Implementing Solutions 
· Once you have determined that it is necessary to solve the problem at hand, your next step includes to come up with possible solutions. Looking at how you've successfully solved similar problems in the past can help you come up with a plan. There's no need to start from scratch when you count on previous experience. If this is an entirely new challenge—something with which you've never dealt before—don't be afraid to ask for suggestions from colleagues who may have confront themselves with similar problems. Since every situation is different, it wouldn't hurt to come up with some alternative solutions as well.
· Use your critical thinking skills to evaluate each of your options to decide which one will have the best results. Next, implement your chosen solution. There's still one more step. Follow up to see if your plan worked. If it didn't, figure out why and then try one of the alternatives.
· Critical thinking involves first identifying the problem you want to solve or the goal you want to reach. Next, you will determine several possible solutions or actions you can take.
· After comparing and contrasting your alternatives, you will have to figure out which one is the most likely to be successful. You should note that not all problems can be solved and not all goals achieved, but critical thinking will increase the probability that the actions you implement will get the desired results.
Tips to Help You Develop This Skill 
· You may think you don't have time to approach this decision slowly and with measurement. After all, if you are like a lot of people, time is not your best friend, and you may want quick and easy answers. However, rushing through your to-do list isn't the best course of action, and it is less productive than using critical thinking skills. There are ways you can develop them.
· If you are still in school, sign up for classes that force you to think critically. For example, take a science class. Assignments will require you to test hypotheses before coming to conclusions. 
· Art classes also require you to use this skill. To complete projects you have to choose between media and techniques that will best let you achieve your artistic vision. 
· You may also consider joining a debate club. Examining issues, adopting stances on them, and then arguing your point will allow you to develop critical thinking skills.
· You aren't out of luck if your school years are behind you. Practice your critical thinking while doing everyday things. Before voting, for instance, learn about each of the candidates. When deciding where to have dinner, weigh your alternatives regarding the type of food, healthfulness, and cost. If you are making a purchase, read reviews of different brands.
[bookmark: _Toc31809764]1.4.1.5.Active Listening 
Good listeners make an effort into understanding what others have to say, making interruptions only when they feel it’s appropriate to ask questions, which are meant to clarify the information being shared.
How Good Listening Skills Can Improve Your Performance at Work 
Good listening skills will help you become a more productive worker. They will help you in : 
· better understanding of the assignments and what your boss expects of you;
· building rapports with coworkers, bosses, and clients since everyone likes to be understood;
· showing others your support;
· working better in a team-based environment;
· resolving problems with customers, co-workers, and bosses;
· answering questions; and
· uncovering the true meaning of what others are saying.
How to Be an Active Listener and Look Like One 
Many people aren't born with good listening skills. Even those who are great listeners sometimes engage in behaviors that make them appear not to be paying attention. The following tips will help you learn how to be an active listener, as well as look like one:
· Maintain Eye Contact: When you are looking someone in the eye, there’s no other way but paying attention to what they’re saying. And there will be no question about whether you are doing so.
· Don't Interrupt the Speaker: Save your questions and comments until the speaker finishes talking and you can properly understand the final meaning of his or her words.
· Sit Still: Fidgeting makes you look bored.
· Nod Your Head: This indicates to the speaker that you are taking in the information he or she is laying out.
· Be Attentive to Non-Verbal Cues: Paying attention to what the speaker doesn't say is as important as being attentive to his or her words. Look for non-verbal indicatives such as facial expressions and posture to get the full gist of what information the speaker is conveying.
· Lean Toward the Speaker: You will appear to be, and actually will be, engaged.
Repeat Instructions and Ask Appropriate Questions: Once the speaker has finished talking, repeat his or her instructions to confirm that you understand them. This is also a good time to ask questions if you have any.
Barriers to Listening 
If you follow those tips, you should become a better listener, but several barriers might get in the way, including:
· your own biases or prejudices;
· failure to understand the speaker because of a foreign accent;
· inability to hear because of background noise;
· worry, fear, or anger; 
· a short attention span.
If you encounter one or more of these roadblocks, you should try your best to overcome them. For example, ask someone with a thick accent to speak more slowly. Move to a quieter place when background noise is interfering with your ability to take in what the speaker is saying. It will be harder to conquer your biases or prejudices than to deal with the other barriers, but being aware of them is a good place to start.
[bookmark: _Toc31809765]1.4.1.6.Active Learning
Active learners are willing and able to acquire knowledge and then apply it to their jobs.
Principles of Active Learning
1. Purposive: the relevance of the task to the students' concerns.
2. Reflective: students' reflection on the meaning of what is learned.
3. Negotiated: negotiation of goals and methods of learning between students and teachers.
4. Critical: students appreciate different ways and means of learning the content.
5. Complex: students compare learning tasks with complexities existing in real life and making reflective analysis.
6. Situation-driven: the need of the situation is considered in order to establish learning tasks.
7. Engaged: real life tasks are reflected in the activities conducted for learning.
Active learning requires appropriate learning environments through the implementation of correct strategy. Characteristics of learning environment are: 
1. Aligned with constructivist strategies and evolved from traditional philosophies.
2. Promoting research based learning through investigation and contains authentic scholarly content.
3. Encouraging leadership skills of the students through self-development activities.
4. Creating atmosphere suitable for collaborative learning for building knowledgeable learning communities.
5. Cultivating a dynamic environment through interdisciplinary learning and generating high-profile activities for a better learning experience.
6. Integration of prior with new knowledge to incur a rich structure of knowledge among the students.
Task-based performance enhancement by giving the students a realistic practical sense of the subject matter learnt in the classroom.
[bookmark: _Toc31809766]1.4.1.7.Organizational Skills 
Those who have strong organizational skills know how to take a systematic approach to every task.
Organizational skills allow you to put your thoughts in order, and also structure your time and tasks.They will give you to opportunity to apply a systematic approach for every undertaking. Being well-organized will improve your performance in your work field. It will let you multitask, avoid serious mistakes , and meet deadlines. 
Tips to Help You Develop Organizational Skills 
Not everyone is born with this essential soft skill . Some people, by nature, are incredibly well-organized, but others are not. If you are disorganized, do you have to just live with the chaos? Fortunately, you do not. There are things you can do that will help you develop better organizational skills.
· Assign Everything to Its Own Place: To avoid the waste of time seek often-used supplies, keep each item in a specific location. For example keep printer paper in the cabinet under the printer, your stapler in the top desk drawer, and paper clips in a dispenser on the desk. Return everything to its assigned location when done using it.
· Follow the "Touch it Once" Rule: When sorting through your inbox (both the physical one on your desk and the email one), make a decision about what to do with each item on the spot. Either discard it or deal with it. Try not to set it aside for later.
· Get Rid of the Unnecessary: It is much easier to stay organized when you are not surrounded by drafts you don’t need. Keep your desk and office neat.
· Write To Do Lists  Before you begin a project, write down all the steps for which you are responsible and you need to follow up in the nearby future. Put the tasks in order of priority. Ask yourself which ones you need to complete before you can go on to the next one. You can simply use paper and pen or you can take advantage of one of the many list- making apps  for smartphones, tablets, and computers.
· Use a Calendar  : Note all deadlines on a calendar. If you use one on your mobile device or computer, you can set up reminders that will alert you to an approaching deadline.
· Set a Routine and Stick to It: Even if you have flexibility in your schedule, plan to begin and finish working at a specific time each day. Allocate time periods to work on particular tasks. Make a point of scheduling regular breaks throughout the day.
· Time Management : Those who are good at managing their time know how to schedule their tasks in order to complete projects according to deadlines. They are good at prioritizing their work.
· Team Player: Those who are team players are cooperative and can be leaders or participants, as necessitated by the situation at hand. They are willing to share responsibility with other team members, whether that means taking credit for successes or responsibility for failures.
· Professionalism : This characteristic is hard to define, but it becomes very  obvious when someone is not good in it. It's probably the one trait that every employer desires, regardless of what you do or where you work. Professionalism encompasses many things including showing up on time, being polite, being generally pleasant and helpful, dressing appropriately and taking responsibility for your own actions.
· Reading Comprehension: Individuals with strong reading comprehension skills have little difficulty understanding the content of written materials.
Flexibility and Adaptability: People who are flexible and adaptable react well to changes in their jobs and work environments. They have a positive can-do attitude about anything that gets thrown their way.
[bookmark: _Toc31809767]1.4.1.8.Portfolio
A collection of binder inserts to keep a record of knowledge gained and skills developed through essential skills training and learning activities. Use it to build a collection of learning materials (e.g. tips sheets, practice exercises) and samples from on-the-job experiences (e.g. email, time sheet, a safety information sheet).
Tip sheets and practice and learning exercises 
A booklet that provides learners with practical tips and activities to improve their essential skills. This tool is available for the following essential skills:
· Computer use tip sheet 
· Document use tip sheet 
· Oral communication tip sheet 
· Working with others tip sheet 
· Reading tip sheet 
· Writing tip sheet 
· Thinking tip sheet
· Vocabulary building workbook 
PORTFOLIO – CV model
Personal information

Complete the information below: 
Name: 
Position: 
Organization: 
Email: 
Telephone: 

Essential skills portfolio
Your portfolio is a personal career development tool to help you track your essential skills. It allows you to record your skill strengths and identify areas for further improvement. It is intended to be reviewed and updated regularly.
Essential skills are the skills that people need for work, learning and life. They provide the foundation for learning all other skills. The essential skills are:
· Reading
· Document use
· Writing
· Numeracy
· Oral communication
· Thinking
· Working with others
· Computer use
· Continuous learning
Instructions
1. Carefully read the statements under each essential skill.
2. If you have clearly demonstrated the ability described in a statement, place a checkmark in the corresponding box.
3. If you are completing your portfolio with assistance, ask your supervisor, coach, mentor or counselor to place a checkmark next to the statements that they feel you have clearly demonstrated.
4. Personalize your portfolio by creating statements that are specific to your job under job-specific statements.
5. Repeat steps 2-3 using your personalized statements.
6. Record any formal training or achievements related to the skill under Training, certifications and/or accomplishments.
7. List any skill areas requiring improvement under Areas for further development.
8. In each section, insert any relevant work samples, certificates, awards or letters that demonstrate your ability to use each skill.

Essential skills portfolio
Tips and best practices
Reading
· The portfolio can be completed independently or with the help of a supervisor, coach, mentor or counselor. Use their advice to help you develop learning goals.
· Think of specific examples where you have demonstrated the general statements under each essential skill.
· Ask the supervisor for learning or training suggestions (e.g. on-the-job experience, learning resources for self-study).
· Use this portfolio as your personal resource for all materials related to the development of your essential skills.
	Reading 

	General statements
	Employee
	Supervisor
	Date

	I am confident in my/your ability to:

	Refer to written materials when searching for information.
	 
	 
	 

	Read and understand simple texts, such as product labels, emails or memos.
	 
	 
	 

	Read and understand written instructions, such as work orders.
	 
	 
	 

	Skim lengthier texts for overall meaning and key ideas.
	 
	 
	 

	Identify relevant and irrelevant information in texts.
	 
	 
	 

	Find key pieces of information in complex or formal documents, such as service contracts.
	 
	 
	 

	Analyze and integrate information from several sources.
	 
	 
	 

	Refer to manuals for information on how to complete work tasks.
	 
	 
	 

	Read and understand complex texts, such as company policies or training manuals.
	 
	 
	 

	Job-specific statements

Create personalized statements that are specific to your job.
	 
	 
	 

	I am confident in my/your ability to:

	Training, certifications and/or accomplishments
	 
	 
	 

	Areas for further development
	 
	 
	 

	
	 
	 
	 


· Keep track of your achievements using this portfolio. For example, if you master the use of a particularly complex form, include it as a sample in the document use section.
· Concentrate on the development of just one or two skills at a time.
· If you are currently unemployed, think of your skills experience in broad terms. List tasks or competencies you demonstrated through volunteer activities, previous work experiences or everyday activities.
Reading refers to understanding materials written in sentences or paragraphs (e.g. letters, manuals).
Typical applications
Scan text for information or overall meaning.
Read text to understand, learn, critique or evaluate.
Analyze information from multiple sources or from complex and lengthy texts.
Workplace examples
· Hotel room attendants read notes from guests to process special requests.
· Customs brokers read memos and notices issued by governments or port authorities.
· Carpenters read and interpret building codes and standards to comply with provincial regulations.
Document use
Document use refers to using and understanding labels, graphs, signs and other similar materials.
Typical applications
Read signs, labels or lists.
Interpret information on graphs or charts.
Create or complete tables.
Interpret schematic drawings.
Workplace examples
· Postal clerks read addresses on mailing labels.
· Cashiers consult work schedules and enter the times they begin and end their daily shifts.
· Machine operators interpret schematic drawings when assembling or repairing equipment.

	Document use 

	General statements
	Employee
	Supervisor
	Date

	I am confident in my/your ability to:

	Find information in a document.
	 
	 
	 

	Enter information into simple forms or charts, such as checklists or overtime forms.
	 
	 
	 

	Enter information into complex forms or charts, such as annual budgets or production schedules.
	 
	 
	 

	Understand simple charts, graphs or drawings, such as phone lists or hazardous materials labels.
	 
	 
	 

	Understand complex charts, graphs or drawings, such as maps or product specifications.
	 
	 
	 

	Compare information from a variety of charts and/or graphs.
	 
	 
	 

	Integrate and analyze information from a variety of charts and/or graphs.
	 
	 
	 

	Create charts or graphs, such as work schedules or production reports.
	 
	 
	 

	Create sketches or drawings by hand or with software, such as scale drawings.
	 
	 
	 

	Job-specific statements

Create personalized statements that are specific to your job.
	 
	 
	 

	
I am confident in my/your ability to:

	Training, certifications and/or accomplishments
	 
	 
	 

	Areas for further development
	 
	 
	 

	 
	 
	 
	 


Numeracy
Numeracy refers to using and understanding numbers.
Typical applications
· Make calculations.
· Take measurements.
· Perform scheduling, budgeting or accounting activities.
· Analyze data.
Make estimations.
Workplace examples
· Bartenders calculate bills and make change for cash payments.
· Child caregivers measure cooking ingredients when they are required to double or halve recipes.
· Flight engineers analyze engine performance data for signs of problems.
	Numeracy 

	General statements
	Employee
	Supervisor
	Date

	I am confident in my/your ability to:

	Perform simple calculations, such as addition or subtraction.
	 
	 
	 

	Perform more complex calculations, such as multiplication or division.
	 
	 
	 

	Perform complex or multi-step operations, such as calculating averages or percentages.
	 
	 
	 

	Convert numbers from one unit of measurement to another such as inches to feet or Canadian dollars to U.S. dollars.
	 
	 
	 

	Perform financial transactions, such as settling cash payments or preparing bills.
	 
	 
	 

	Measure quantities or dimensions, such as the area of a room.
	 
	 
	 

	Analyze or compare numerical data to identify trends or compile statistics.
	 
	 
	 

	Plan or monitor schedules and/or budgets.
	 
	 
	 

	Make estimations when values are unknown, such as the amount of time required to complete a task.
	 
	 
	 

	Job-specific statements

Create personalized statements that are specific to your job.
	 
	 
	 

	I am confident in my/your ability to:

	Training, certifications and/or accomplishments
	 
	 
	 

	Areas for further development
	 
	 
	 


Writing
Writing refers to writing text or typing on a computer.
Typical applications
· Write text to organize or record information.
· Write text to inform or persuade.
· Write text to request information or justify a request.
· Write an analysis or a comparison.
Workplace examples
· Nurses’ aides write entries about patient care in medical files.
· Computer salespeople write letters to clients with hardware & software recommendations.
· Small business owners write detailed proposals to obtain funding from investors.
	Writing 

	General statements
	Employee
	Supervisor
	Date

	I am confident in my/your ability to:

	Write brief text that is less than a paragraph, such as log entries or reminder notes.
	 
	 
	 

	Write text that is a paragraph or longer, such as memos or letters.
	 
	 
	 

	Write text using correct grammar and spelling.
	 
	 
	 

	Write with a clear purpose, such as to inform or to request information.
	 
	 
	 

	Write informal text intended for familiar audiences, such as notes to coworkers.
	 
	 
	 

	Write formal text using a structured format, such as letters to customers or suppliers.
	 
	 
	 

	Write text using an appropriate tone for the occasion, such as a compassionate or an apologetic tone.
	 
	 
	 

	Write text that requires original content that varies from one instance to the next, such as a business plan or a proposal.
	 
	 
	 

	Influence the actions or ideas of others through writing.
	 
	 
	 

	Job-specific statements

Create personalized statements that are specific to your job.
	 
	 
	 

	I am confident in my/your ability to:

	Training, certifications and/or accomplishments
	 
	 
	 

	Areas for further development
	 
	 
	 

	 
	 
	 
	 


Oral communication
Oral communication refers to using speech to share thoughts and information.
Typical applications
· Provide or obtain information.
· Greet, reassure or persuade people.
· Resolve conflicts.
· Facilitate discussions.
Workplace examples
· Retail sales associates greet clients and respond to questions about products and hours of operation.
· Dental assistants exchange ideas about patient treatment plans with coworkers.
· Correctional service officers persuade inmates to enter rehabilitation programs.
	Oral communication 

	General statements
	Employee
	Supervisor
	Date

	I am confident in my/your ability to:

	Use various types of oral communication, such as in person or by telephone.
	 
	 
	 

	Use proper grammar and pronunciation when speaking.
	 
	 
	 

	Adapt tone, vocabulary and body language to different situations or audiences.
	 
	 
	 

	Communicate information clearly and concisely, such as leaving detailed telephone messages.
	 
	 
	 

	Understand information that is presented orally, such as detailed work instructions.
	 
	 
	 

	Communicate comfortably with a variety of audiences, such as customers or supervisors.
	 
	 
	 

	Provide sufficient context to limit the need for clarification or more information.
	 
	 
	 

	Seek information by asking clear questions.
	 
	 
	 

	Express personal opinions and participate in group discussions.
	 
	 
	 

	Job-specific statements

Create personalized statements that are specific to your job.
	 
	 
	 

	I am confident in my/your ability to:

	Training, certifications and/or accomplishments
	 
	 
	 

	Areas for further development
	 
	 
	 


Working with others
Working with others refers to interacting with others to complete tasks.
Typical applications
· Work independently, alongside others.
· Work jointly with a partner or helper.
· Work as a member of a team.
· Participate in supervisory or leadership activities.
Workplace examples
· Home-based workers research and provide website data to distant employers.
· Paramedics work with a partner to diagnose and treat patients.
· Pipefitters coordinate work tasks and perform quality control with welders, pipe insulators, crane operators, and apprentices.
	Working with others 

	General statements
	Employee
	Supervisor
	Date

	I am confident in my/your ability to:

	Share information with others willingly.
	 
	 
	 

	Take time to help others with their work.
	 
	 
	 

	Work cooperatively in a group to achieve common goals.
	 
	 
	 

	Complete assigned tasks when working with others.
	 
	 
	 

	Demonstrate respect for the ideas and expertise of others.
	 
	 
	 

	Resolve conflicts when working with others.
	 
	 
	 

	Take on a leadership role, such as mentor or advisor.
	 
	 
	 

	Ask for help when required.
	 
	 
	 

	Work independently when required.
	 
	 
	 

	Job-specific statements

Create personalized statements that are specific to your job.
	 
	 
	 

	I am confident in my/your ability to:

	Training, certifications and/or accomplishments
	 
	 
	 

	Areas for further development
	 
	 
	 


Thinking
Thinking refers to reviewing information to make decisions.
Typical applications
· Identify and resolve problems.
· Make decisions.
· Find information.
· Plan and organize job tasks.
· Use critical thinking.
· Use memory.
Workplace examples
· Teachers make decisions about planned activities based on an assessment of weather conditions.
· Tool makers discover that product specifications are incorrect and request revisions.
· Health practitioners determine how to respond when patients’ conditions suddenly worsen.
	Thinking 

	General statements
	Employee
	Supervisor
	Date

	I am confident in my/your ability to:

	Recognize and identify problems.
	 
	 
	 

	Identify several reasonable options to address a problem.
	 
	 
	 

	Evaluate options and choose the best course of action when confronted with a problem or a decision.
	 
	 
	 

	Assess the effectiveness of a solution and make adjustments if needed.
	 
	 
	 

	Make reasonable assumptions when information is unavailable.
	 
	 
	 

	Find and apply relevant information required to complete a work task.
	 
	 
	 

	Organize work tasks effectively, according to level of priority.
	 
	 
	 

	Memorize information required for different job tasks.
	 
	 
	 

	Use previous experiences to help solve new problems or make decisions.
	 
	 
	 

	Job-specific statements

Create personalized statements that are specific to your job.
	 
	 
	 

	I am confident in my/your ability to:

	Training, certifications and/or accomplishments
	 
	 
	 

	Areas for further development
	 
	 
	 


Computer use
Computer use refers to using computers and other technical tools (e.g. fax machines).
Typical applications
· Operate point-of-sale systems.
· Use word processing software.
· Send and receive emails.
· Create and modify spreadsheets.
· Navigate the Internet.
Workplace examples
· Filing clerks complete data entry by responding to prompts on a computer screen.
· Car rental agents use email to transfer files to coworkers or clients.
· Loan officers create spreadsheets to track sales of financial products.
	Computer use 

	General statements
	Employee
	Supervisor
	Date

	I am confident in my/your ability to:

	Use different forms of technology, such as photocopiers, cash registers or two-way radios.
	 
	 
	 

	Perform basic interactions with a computer, such as logging on or printing a file.
	 
	 
	 

	Use word processing software to perform tasks such as producing or formatting text.
	 
	 
	 

	Use spreadsheet software to perform tasks such as entering or organizing data.
	 
	 
	 

	Use databases to perform tasks such as finding or verifying information.
	 
	 
	 

	Use a variety of email functions, such as sending attachments or emailing a group of people.
	 
	 
	 

	Use company-specific software, such as financial or design software.
	 
	 
	 

	Use the Internet to perform tasks such as searching for information.
	 
	 
	 

	Use computer skills to increase the efficiency and/or the quality of work.
	 
	 
	 

	Job-specific statements

Create personalized statements that are specific to your job.
	 
	 
	 

	I am confident in my/your ability to:

	Training, certifications and/or accomplishments
	 
	 
	 

	Areas for further development
	 
	 
	 


Continuous learning
Continuous learning refers to participating in an ongoing process of gaining skills and knowledge (e.g. workplace training).
Typical applications
· Learn on-the-job.
· Learn through formal training.
· Learn through self-study.
· Know how to learn.
· Understand one’s own learning style.
· Know how to gain access to a variety of resources and learning opportunities.
Workplace examples
· Retail sales associates complete mandatory training to upgrade their product knowledge.
· Image consultants read trade magazines, industry journals, and supplier catalogues to keep up-to-date on new products.
· Automotive service technicians participate in on-the-job training and work discussion groups to adapt to frequent changes in technology.
	Continuous learning 

	General statements
	Employee
	Supervisor
	Date

	I am confident in my/your ability to:

	Develop a learning plan with guidance.
	 
	 
	 

	Seek learning opportunities, materials and/or resources.
	 
	 
	 

	Learn from past experiences and apply lessons learned to new situations.
	 
	 
	 

	Try new ways of doing things.
	 
	 
	 

	Learn from the expertise of others.
	 
	 
	 

	Actively participate in training.
	 
	 
	 

	Apply new skills and knowledge.
	 
	 
	 

	Ensure skills remain up-to-date.
	 
	 
	 

	Recognize individual learning styles, such as learning by seeing, hearing or doing.
	 
	 
	 

	Job-specific statements

Create personalized statements that are specific to your job.
	 
	 
	 

	I am confident in my/your ability to:

	Training, certifications and/or accomplishments
	 
	 
	 

	Areas for further development
	 
	 
	 




Working with a partner or a team
· Maintain open lines of communication with team members by freely sharing information.
· Exchange contact information with your colleagues and create a team contact list. 
· Contribute to group decisions by stating your ideas and points of view. 
· Make decisions co-operatively within the team. 
· Contribute to the team by completing the tasks assigned to you on time. 
· Get acquainted with new team members by introducing yourself and sharing an interesting fact about your job. 
· Build a good rapport with your colleagues by participating in group activities (e.g. after work social events). 
· Acknowledge and understand your own strengths and weaknesses. 
· Acknowledge and use the skill strengths, ideas, and opinions of other team members. 
· Encourage your team members to share ideas by asking questions and listening attentively. 
· Always consider the feedback and advice given by other team members. 
· Phrase your suggestions as questions (e.g. instead of saying “I think we should…” say “What about doing…”). 
· Let your colleagues know when they are doing a good job. 
· Respect the feelings, views and values of other team members. 
· Support and encourage fellow team members by helping those who need assistance. 
· Do not avoid conflict. Address issues or problems when they happen. 
Working independently
· Set realistic daily/weekly goals and evaluate your success at the end of the day/week.
· Create a daily/weekly to-do list to help prioritize and organize your tasks. 
· Divide large projects into smaller and more manageable tasks. 
· Minimize interruptions by scheduling a specific time to work on a project/task. 
· Manage your time carefully so that you have time to respond to unexpected requests. 
· Regularly review the progress you have made in your work. Make adjustments to your to-do list or schedule if necessary. 
· Write your daily/weekly accomplishments in a log and share them with your supervisor. 
· Provide regular progress reports to your supervisor so that he/she is aware of the work you do. 
· Take initiative by doing what needs to be done before being asked. 
· Understand the big picture by asking colleagues how the work you do affects their work. 
· Connect with people who share your interests by networking at seminars, joining associations and/or volunteering. 
· Ask for help and/or advice when you have questions. 

Working in a leadership role
· Set clear roles and responsibilities for each team member.
· Establish team goals that are clear, understood, and accepted by everyone. 
· Discuss and establish team procedures (e.g. for team meetings). 
· Hold regular team meetings to get updates on each team member’s progress. 
· Help others by sharing your experiences and offering guidance or advice. 
· Lead by setting a good example for the people around you. 
· Let people know when they are doing a good job. 
· Recognize the accomplishments of those around you. 
· Give constructive feedback to help others improve their work. 
· Be objective when giving feedback or input. 
· Support others by listening to their concerns and feelings. 
· Include everyone in group discussions by encouraging others to share their ideas. 
· Do not judge others’ ideas or suggestions when hearing them for the first time. 
· Consider all options when making a decision. 
· Take the time to explain something when a colleague doesn’t understand. 
· Demonstrate passion and enthusiasm for the work you do. 
· Encourage group interactions and maintain a positive atmosphere. 
Working with others practice and learning exercises
Practice your working with others skills by completing the following exercises. Use the Working with Others Tip Sheet to help you as you work through the exercises. A learning plan template is also included to help guide your skills development.
1. Giving feedback 
Think about a time when you provided feedback on someone else’s work. Did you…
Practice exercises
· Limit your feedback to 2 or 3 key points?
· Recognize the strengths of the work before addressing areas for improvement? 
· Offer specific suggestions for improving the work? 
· Take responsibility for your feedback (e.g. begin sentences with “I think” or “In my opinion”)? 
· Choose an appropriate time and location to deliver the feedback? 
· Explain what could be learned from this experience? 
· Follow up after the feedback session to demonstrate support and offer additional help? 
Use the table below to record what you did well and what you could improve the next time you provide feedback.
	Giving feedback 

	What I did well
	What I could do better next time

	e.g. I offered very specific suggestions on how to improve the work.                    
	e.g. I did not choose the best location to deliver the feedback. Next time, I will choose a more private location. 


2. Receiving feedback 
Think about a time when someone gave you feedback on your work. Did you…
· Actively listen to the feedback provided and try to understand the other person’s point of view?
· Take notes so that you could review and apply the suggested changes? 
· Avoid taking the feedback personally? 
· Focus on what could be learned by this experience and how things could be done differently in the future? 
· Ask for clarification if/when you did not understand a comment? 
· Thank your colleague(s) for taking the time to provide you with feedback? 
Use the table below to record what you did well and what you could improve the next time you receive feedback.
	Receiving feedback 

	What I did well
	What I could do better next time

	e.g. I asked my colleague to explain some of his feedback when I did not understand what he was saying.                  
	e.g. I did not write down all the feedback I was given, and now I forget what changes need to be made. Next time, I will write down all of the suggestions provided to me. 

	 
	 


3.  Personality types 
Review the 4 personality types shown below:
	Personality types 

	Type “A” personality 
· Independent
· Direct and to the point
· Not afraid of change
· Takes charge
	Type “B” personality 
· Often the center of attention
· Very expressive and fun-loving
· Wants to be liked by others
· Supportive, yet direct

	Type “C” personality 
· Very analytical
· Detail-oriented
· Researches everything before making a decision
· Thoughtful and usually very sensitive 
	Type “D” personality 
· Does not like change
· Motivated by security and benefits
· Very punctual and consistent
· The one others turn to when they have a problem


What personality type most reflects you? _____________ (insert type).
What personality type least reflects you? _____________ (insert type).
If you work in a team, try to also identify the personality types of your team members. This exercise will help you gain a better understanding of your colleagues’ perspectives and how they may react in different situations.
Additional learning exercises
· Create a to-do list for the week ahead. Be sure to describe the task, assign a due date, and note any specific pieces of information you will need to complete the task.
· Get together with your co-workers (on a break or during lunch time) to discuss the different personality types of those on your team. Identify ways that different personalities complement each other and can work together. 
· Organize a team building or icebreaker activity with your coworkers (on a break or during lunch time). Make sure that everyone is involved. 
· Ask your manager if you can facilitate your next team meeting. Think about: 
· What items should be on the agenda?
· Who will speak about each item? 
· What are the desired outcomes for the meeting? 
· How much time should be spent discussing each item? 
How you will create: My learning plan
Complete this worksheet to help guide your skills development. Set a target date to reach your goals and use this date to track your progress.
My learning goal is to improve my working with others skills by:  ... (insert date).
Tips or practice exercises I can use to improve my working with others skills include:
.....................................................................................................................................
Additional resources (e.g. books, courses, workshops, co-workers and/or supervisors, etc.) to help improve my working with others skills include:
.....................................................................................................................................
Additional learning activities (e.g. job shadowing, new work responsibilities, volunteering in my community, etc.) to help improve my working with others skills include:
.....................................................................................................................................
Examples that show I have improved my working with others skills include:
.....................................................................................................................................
Passport 
A tracking resource that lets learners record their skill strengths and identify areas that may need improvement. It is intended to be updated and reviewed regularly.
1.5. [bookmark: _Toc31809768] The interview 
What Is The Interviewer Trying to Learn About You? 
During a job interview, the employer will confirm that you do in fact meet all the job requirements. Believe it or not, some people - not you - lie on their resumes and the interviewer will ask questions to make sure the job candidate has been honest thus far.
Once he or she confirms that you have in fact told the truth, and you are as skilled as your resume implies, the interviewer will want to know what kind of employee you will be. Will you be a hard worker? Are you enthusiastic? Are you likable? One of the most important things the employer will try to determine is whether you will be you be a good fit. A worker who isn't can disrupt a workplace, and nobody wants that.
What Is Your Role In the Interview? 
You have two goals when you go on a job interview. Your first one is to make them want you. You have to convince the employer that you will be an excellent addition to the staff. You want him or her to already view you doing the job for which you are a candidate right now. You probably have, at least, some competition out there. You will have to prove yourself to be the best person for the job.
Your second goal is to make sure the job is a good fit for you and that you will be satisfied and successful if you get it. Learn about the employer's expectations. Try to get a feeling about what it will be like working there. Get a glimpse of your potential coworkers. Do they look happy? Ask questions about the job, but avoiding asking about salary and benefits unless you get an offer of employment.

Types of Job Interviews 
1. The Screening Interview: Your first interview with a particular company or organization is usually a screening interview. If it's a larger company, you will speak with someone from the human resources (HR) department in person, by phone, or via video chat. He or she will make sure your resume is accurate by verifying all the received  information. If you pass this step, you will move onto the next one.
2. The Selection Interview: The selection interview has the tendance of making candidates nervous. The hiring manager typically conducts it, sometimes along with members of his or her staff, to determine if you will be a good fit for the job. The employer knows you have the necessary qualifications, but not whether you will be a good fit based on your personality. Someone who can't interact well with management and coworkers may affect the functioning of an entire department. Ultimately, this can affect the company's bottom line. More than one job candidate for a single opening may appear to fit in. You may be invited back for several interviews with different people before a final decision is made.
3. The Group Interview: During a group interview, the interviewer questions several job candidates at once. Since any group naturally stratifies into leaders and followers, he or she can quickly discover into which category each candidate falls. In addition to finding out whether you are a leader or a follower, the interviewer can also learn whether you are a "team player." You should act naturally. Acting like a leader if you are not one may get you a job that is inappropriate for you.
4. The Panel Interview: In a panel interview, several people interview the candidate at once. Although it can be quite intimidating, attempt to remain calm. Try to establish rapport with all members of the panel. Make eye contact with each one as you answer his or her questions.
5. The Stress Interview: The stress interview is not a very nice way to be introduced to the company that may end up being your future employer. Unfortunately, some organizations use this technique to eliminate candidates who cannot handle working under stress. The interviewer may try to artificially introduce stress into the interview by asking questions so quickly that the candidate doesn't have time to answer each one or by responding to answers with silence. Keep your cool. Later, try to figure out if this tactic was called for—for example when you are interviewing for a very stressful job—or whether the interviewer was just acting mean. The answer can help you decide if you want the job after all.
6. The Behavioral Interview: During a behavioral interview, the interviewer's goal is to get the job candidate to demonstrate he or she has the knowledge, skills, and abilities required for the position. You will be required to give examples of when and how you have used these competencies.
[bookmark: _Toc31809769]1.5.1.Preparing for the Interview 
You should always research a prospective employer before the big day. What you learn will allow you to answer questions intelligently. You may even uncover something that can help you decide whether you would accept a job offer.
Gathering employer information is not a simple task. In order to effectively answer questions in a job interview, you are going to have to know yourself very well. You may think you know everything you need to know, but when you have to start talking about yourself ,you, like most people, may find it a little difficult.
Start by making a list of  your attributes. Think about what you can bring to the employer. If you're having trouble with this, ask former coworkers or others with whom you've worked closely to list which of your work-related traits they most admired.
Once you come up with a list of attributes, try to find some faults. You won't, obviously, spontaneously announce them to a prospective employer, but if you are asked about your flaws you will be ready. For example, if the interviewer asks "what is something that has been a problem for you at work?" you will be able to choose something that isn’t very nocive or it can be turned around into a positive atribution.

Practice 
It's very important not to sound overly stressed for a job interview, but that does not mean you shouldn't be prepared. You want to answer questions confidently and provide information about yourself that will help you get the job. Figure out how you will answer any questions the interviewer fires at you. Having a basic idea of what you want to say will keep you from sounding hesitant by pausing too long or using filler words like "uh" and "um" before you manage to reply. Make sure you know exactly what points you want to check, but in the same time vary your responses each time you practice so you don't sound like you've memorized them.
How you answer questions is as important as your words. Interviewers pay close attention to things like eye contact and body language. You want to convey an image of someone who is self-assured. The only way to do this is to practice. Many people find it helpful to record themselves answering questions on video. Study your posture, the way you make eye contact, and your body language. If you don't have a video camera, a mirror will do. Have a friend conduct mock job interviews with you. The more you repeat a scenario, the more comfortable you will begin to feel with it.

What to Wear 
It would be nice to say that how you look has nothing to do with the results of your job interview, but unfortunately, it’s not the case. Appearance counts whether we like it or not. Knowing what to wear in a job interview won't get you the job if you aren't the best candidate, but wearing the wrong thing may count against you. 
Dress appropriately for the job and the company for which you are interviewing. Wear a suit if that is the industry standard in your field or even if the dress is slightly less formal than that. Don't wear a suit, however, if people tend to dress very casually in your field of work. For example, if you wear a suit to an interview when everyone else, including the interviewer, is wearing jeans, you will seem completely out of picture. Even in that case, you should get a little more dressed up than you would for just another day at the office. If you are unsure about what typical attire is at a particular workplace, stake out the employer's front entrance a few days before your interview to see what people are wearing.
Good grooming is essential. Your hair should be neat and stylish and your nails should be well manicured. Avoid excessively long nails. You don't want to look like you can't handle tasks that may require manual dexterity. Polish should be a neutral color. Also,avoid strong fragrances and heavy makeup.
How to Conduct Yourself on a Job Interview 
If the interviewer gets to know the "real you" he or she can decide whether you will get well with his or her other employers. The first thing you have to do is establish rapport. It begins the instant you walk in the door. Let the interviewer set the tone. For example, wait for him or her to extend his hand for a handshake, but be ready to offer your hand immediately. Some experts suggest talking at the same rate and tone as the interviewer. For example, if the interviewer is speaking softly, so should you.
Body language gives away about you, so much more than what you say. Making eye contact is very important but make sure it looks natural. Also, a smiling, relaxed face is very inviting. Hands resting casually in your lap rather than arms folded across your chest indicates that you are open and not guarded. If you normally move your hands around a lot when you speak, tone it down some. You don't want to look too stiff, but you don't want to look like you're a bundle of nervous energy.
When answering questions, speak slowly and clearly. Take small pauses before you begin if you feel it can help you. Your answers will seem less memorized and it will give you a chance to keep your thoughts together. Keep in mind that a very brief pause may seem like an eternity to you, but not to the interviewer.

Do You Have Any Questions? 
When, as things are drawing to a close and the interviewer asks "do you have any questions," be ready with some. As much as possible, your questions should let the employer picture you in the role for which you are a candidate. You can ask, for example, what a typical day at work is like or about any special projects you would be involved in.
Ask questions that will allow you to learn more about the employer, but don't ask about anything you should have been able to uncover through your research. You don't want to look like you didn't do your homework. Asking these types of questions will not only let the interviewer know you are interested in working there, but you can use what you learn to help you make a decision about accepting a job offer. Don't ask about salary, benefits, or vacations, as those all imply "what will you, the employer, do for me?"

How to Handle Tricky Questions 
You've probably heard references to illegal interview questions. It's important to remember that the questions themselves aren't illegal, but using a job candidate's answers to make a hiring decision could be. Employers shouldn't ask these types of questions, but it is up to you to decide if to answer them or not.
Although they should be, some interviewers are not aware of the legal issues involved. Simply say that the answer to the question is unrelated to your ability to do the job.
The interviewer may ask you what your desired salary is. It's a good idea to master salary negotiation skills before you begin. Find out what typical salaries are in your field. Always provide a range, although not an exact amount. This will help you from getting priced out of a job. You don't want the employer to think they can't afford you, or that you are a cheap commodity either.
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What Is The Interviewer Trying to Learn About You? 
During a job interview, the employer will confirm that you do in fact meet all the job requirements. Believe it or not, some people - not you - lie on their resumes and the interviewer will ask questions to make sure the job candidate has been honest thus far.
Once he or she confirms that you have in fact told the truth, and you are as skilled as your resume implies, the interviewer will want to know what kind of employee you will be. Will you be a hard worker? Are you enthusiastic? Are you likable? One of the most important things the employer will try to determine is whether you will be you be a good fit. A worker who isn't can disrupt a workplace, and nobody wants that.

What Is Your Role In the Interview? 
You have two goals when you go on a job interview. Your first one is to make them want you. You have to convince the employer that you will be an excellent addition to the staff. You want him or her to already view you doing the job for which you are a candidate right now. You probably have, at least, some competition out there. You will have to prove yourself to be the best person for the job.
Your second goal is to make sure the job is a good fit for you and that you will be satisfied and successful if you get it. Learn about the employer's expectations. Try to get a feeling about what it will be like working there. Get a glimpse of your potential coworkers. Do they look happy? Ask questions about the job, but avoiding asking about salary and benefits unless you get an offer of employment.

Types of Job Interviews 
1. The Screening Interview: Your first interview with a particular company or organization is usually a screening interview. If it's a larger company, you will speak with someone from the human resources (HR) department in person, by phone, or via video chat. He or she will make sure your resume is accurate by verifying all the received  information. If you pass this step, you will move onto the next one.
2. The Selection Interview: The selection interview has the tendance of making candidates nervous. The hiring manager typically conducts it, sometimes along with members of his or her staff, to determine if you will be a good fit for the job. The employer knows you have the necessary qualifications, but not whether you will be a good fit based on your personality. Someone who can't interact well with management and coworkers may affect the functioning of an entire department. Ultimately, this can affect the company's bottom line. More than one job candidate for a single opening may appear to fit in. You may be invited back for several interviews with different people before a final decision is made.
3. The Group Interview: During a group interview, the interviewer questions several job candidates at once. Since any group naturally stratifies into leaders and followers, he or she can quickly discover into which category each candidate falls. In addition to finding out whether you are a leader or a follower, the interviewer can also learn whether you are a "team player." You should act naturally. Acting like a leader if you are not one may get you a job that is inappropriate for you.
4. The Panel Interview: In a panel interview, several people interview the candidate at once. Although it can be quite intimidating, attempt to remain calm. Try to establish rapport with all members of the panel. Make eye contact with each one as you answer his or her questions.
5. The Stress Interview: The stress interview is not a very nice way to be introduced to the company that may end up being your future employer. Unfortunately, some organizations use this technique to eliminate candidates who cannot handle working under stress. The interviewer may try to artificially introduce stress into the interview by asking questions so quickly that the candidate doesn't have time to answer each one or by responding to answers with silence. Keep your cool. Later, try to figure out if this tactic was called for—for example when you are interviewing for a very stressful job - or whether the interviewer was just acting mean. The answer can help you decide if you want the job after all.
6. The Behavioral Interview: During a behavioral interview, the interviewer's goal is to get the job candidate to demonstrate he or she has the knowledge, skills, and abilities required for the position. You will be required to give examples of when and how you have used these competencies.













[bookmark: _Toc31809771]SECTION 2 Knowledge for professional instructors in the labour market

How to Hire people with disabilities
Trainers are permanently seeking for solutions and improvements in work field, including : 
· Hiring practices
· Employee retention
· Creating a various number or hiring opportunities

· Difficulties an employer has to deal with when he/she hires a person with disabilities 

People with disabilities:

· Are a group of under-utilized, well educated and experienced potential employees

· Want to join/rejoin the labour force and
· Are eager to work
[bookmark: _Toc31809772]2.1.Employment Solutions

When you take in consideration hiring a person with disabilities , you may choose between various options:

The Traditional Method where the person with the disability takes on an established position in your organization. Training is modified to meet the individual’s specific learning needs.

Job Carving is another method where the person with the disability has a job that was specifically designed for them. For example duties that other employees do not have time to complete – returning phone calls, management of confidential documents etc.

Work From Home can be a great option for both the employer and the employee for specific types of jobs. For example follow-up quality control phone calls (for auto servicing & repair) works well as the employee can call from home in the evening when the customer is at home.

Job Coaching is when someone who doesn’t necessarily work for you, joins your work field and helps you training your new employee. Job Coaches have expertise in working with people with a variety of abilities. Job Coaching is usually for a specified period of time during your employee’s training period.
[bookmark: _Toc31809773]2.2. Disclosure

A job applicant is not required to disclose their disability to an employer during the hiring process unless the disability affects directly the dutties of the job to be acomplished. 


Disclosure is position and disability specific.




A job applicant may choose to disclose their disability even though it may not affect their ability to carry out the duties of the job. Some individuals prefer to “put all the cards on the table” only the moment they choose to do that may differ from one individual to another.

[bookmark: _Toc31809774]2.3.Privacy

Once you have hired an individual with a disability, your duty as an employer is to treat the employee right for privacy as you use with all your other employees.

Communication

Communication can be a concern for employers and co-workers when advertising, interviewing, hiring, training and working with someone with a disability. However, over a period of time, appropriate and acceptable language evolves and what may have been acceptable in 2000, may not be acceptable in 2019.
However, there are a few simple guidelines to follow:

The term “disabled is an adjective, NOT a noun. So, that means you will say “ a person with a disability” instead of a disabled person, “a person with a visual impairment” instead of “the blind”.
Speak to the person,
  NOT the disability
Always put the person first

If you are experiencing difficulties in understanding what a person with a disability is saying, be sure to ask them to repeat what they are saying: “Can you please repeat what you said” or “I’m having difficulty understand what you’re saying, can you tell me more slowly this time?”

If you are unsure about what language to use when communicating, it is more than acceptable to ask the person!
[bookmark: _Toc31809775]	2.4.The Job Description

One of the keys to successful hiring, is the development of a job description
· Employers want to hire the right person for the right job, whether it is someone with a disability or not. Once the employer has an accurate job description developed, he or she is able to advertise for specific skills.

· To be successful in hiring a person with a disability, an accurate job description is extremely helpful. Developing a written job description helps the interviewer as it provides a template for comparing the skills and abilities of each applicant.

· If you do not have job descriptions for your organization, it can be helpful to look at the National Occupation Classifications (NOC) 

Job Descriptions should answer key questions:

What are the main duties of the job?
· General routines and episodic routines
· Duties to be completed daily, weekly, monthly basis? What skills, abilities and education are required?
· Is past experience critical or will training on the job being offered? Who will supervise the employee?

  Who will the employee work with?

[bookmark: _Toc31809776]	2.5.Advertising

To ensure that you are going to reach the group of people that you want to hire, advertise in multiple places:   Ex, in Romania https://www.ejobs.ro/
Make your advertising disability-friendly.
· Is you advertising using disability-friendly language?

· Make sure that your company advertising materials refflect in your work field (photos and illustrations).

· For specific job advertising – does your advertisement indicate “equal opportunity employer?” or “our company is committed to diversity in our workforce”?	

Remember to create skills advertising you are looking for as well as diversity!
Don’t let your fears of the unknown present a barrier to the opportunity to hire a skilled employee!
[image: ]
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[bookmark: _Toc31809777]2.6.Interviewing

Pre-Interview

Prior to the interview, the job applicant may request an accommodation during the interview. An accommodation can be anything from a wheelchair accessible interview venue to requesting an oral exam instead of written (for those with a learning disability) or requesting a certain time for the interview, or a telephone interview etc.

Ensure that your interview space is disability friendly by:

· Asking the applicant you are interviewing if they will require any accesibilizations for the interview.

· Ensuring your interview room is wheelchair accessible. Ensuring you have an accessible washroom.

· Being aware that the individual may need to arrange transportation and/or support staff.

· If possible, ensuring that the applicant knows the duration of the interview.

The job interview will tend to go on naturally when all involved are comfortable. Ensure you spend enough time preparing for the interview to facilitate this.

Use a quiet environment for your interviews. Noisy environments can be especially distracting if the interviewee has a sensory disability.

Base your job requirements on a valid job description that outlines the job’s specific tasks.

Always ask similar questions of all interviewees regardless of whether they have a disability or not.

· In an interview situation, it is not permissible to ask - the type and/or severity of the disability

· In an interview situation it is permissible to ask 

· If the person has a disability that will affect their ability to complete all tasks of the job.

·   If the person answers "yes" then it is allowable to ask which duties would be affected and what accommmodations may be required to allow the person to perform their job.








	
[bookmark: _Toc31809778]2.7.Mentoring and it’s Benefits

	Employer
	Mentor
	Mentoree (New Employee)

	Improved recruitment and
	Improved supervisory
	Enhanced self esteem

	retention tool
	Skills
	and self-confidence

	Improved supervisory
	Increased self-esteem
	Assists to build strong

	skills, work habits and
	
	relationships with co-

	productivity
	Creation of a network of
	workers and peers

	
	Volunteers
	

	Promotes professional
	
	The new Employee has a

	development within the
	A sense of
	“go-to” person on-site –

	company
	accomplishment and an
	increase in job retention

	
	avenue to contribute to
	

	An opportunity to create a
	the organization or
	Improved inter-personal

	positive attitude in the
	Company
	skills

	work culture
	
	

	
	An opportunity to share
	

	An opportunity to
	their skills and expertise
	

	positively impact the
	
	

	workforce
	
	


[bookmark: _Toc31809779]2.8.Job Accommodations

The term “Job Accommodations” sounds much more mysterious than it really is.

Simply put, all employees have the legal right to a safe and healthy work environment and employers accommodate workers with or without disabilities everyday. Many employers view job accommodations as an avenue to build a loyal and productive workforce.
Accommodations that employers utilize include:
· Adjusted work schedule to accommodate family and other responsibilities 
· Ergonomic work stations, keyboards and trays

· Ergonomic chairs specific to each employee
· Assistive technology eg. Book holder, large print resources, voice activated software

Some examples of common workplace situations where accommodation may be appropriate and relatively easy include:
Telephones
· Provide hands-free option to promote facility of use
· Provide voice amplifiers to facilitate the conversations
· Provide large button keypads, which are highly visible and easy to use


Computers
· Provide document holders to make typing easier

· Provide accessibility software for keyboard or mouse, to promote ease of access to computers
· Provide large print software, which is highly visible and easy to read
Furniture

· Arrange office furniture to compensate for right or left side dexterity; this also promotes ease of access and reach
· Install carpets or non-slip strips to promote ease of movement

· Adjust the height of shared items such as photocopiers, printers & fax machines to promote ease of access and reach
Meetings/Interviews

· Change the venue if necessary to promote ease of access -- certain venues are more accessible than others
Accessibility of common spaces

· Ensure workspaces, hallways and common areas are wide enough to promote ease of access and movement

· Install access ramps where necessary to promote ease of access and movement
· Ensure that washroom facilities are accessible
Presentations

· Use visual aids such as overhead projectors and presentation software to ensure that information is highly visible, easily accessible and easily understandable

· Procure presentation software that is physically easy to use, and highly visual
Job-related stress

· Firstly, take time to communicate with the employee regarding the sources of the stress and work with them to problem solve

· Additionally, you may make provisions such as flexible working hours or working at home to relieve some pressure
Fire alarm
· Install a visual signal to complement auditory alarm
Air quality
· Install air filters to restrict or limit respiratory or skin irritants  











[bookmark: _Toc31809780]SECTION 3 Knowledge for professional instructors in the labor market –Tools

3.1.Training Tools
The 3 most useful tools you will find as an employer are Learning Objectives, Task Analysis and Job Analysis. These tools are not only helpful in training your employee with disabilities, but can also be utilized as a training tool for all new employees. Utilizing the Job Analysis tool can also aid in the development of comprehensive job descriptions for your organization or business.

3.1.1. Job Analysis
A Job Analysis is an in-depth dissection of the entire job for which you are hiring. It takes the big picture of the position and breaks it into core routines and episodic routines. It also takes a look at the worksite and expectations from the employer.

JOB ANALYSIS (Systematic Training)
	
	
	  Cover Sheet

	
	Company:
	Phone Number:

	
	Address:
	Contact Person:

	
	
	Title:

	
	Job Title
	Trainer:

	
	Employee:
	Phone Number:

	
	Job Summary:
	
	



	
	General Work Routines
	Episodic Work Routines

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	




	
	
	Job-Related Routines
	Accommodations Required
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	




9 Essential Skills

	The Essential Skill
	Description
	Level required

	Reading Text
	In the workplace you read text such as:
	

	
	notes, letters, journals, reports and/or forms.
	

	Document Use
	In the workplace you use documents such
	

	
	as: charts, tables, sketches, blueprints,
	

	
	codebooks, diagrams and/or maps.
	

	Numeracy
	In the workplace you use forms of numeracy
	

	
	such as: estimating, calculating and/or
	

	
	measuring.
	

	Writing
	In the workplace you write: notes, letters,
	

	
	memos, directions, logs, reports and/or
	

	
	minutes.
	

	Oral Communication
	In the workplace you use oral
	

	
	communication to: take messages, seek
	

	
	information, facilitate groups, exchange
	

	
	opinions, negotiate, comfort, persuade
	

	
	and/or instruct.
	

	Working with Others
	In the workplace you work: independently,
	

	
	with partners, as a team and/or as a
	

	
	supervisor.
	

	Computer Use
	In the workplace you operate computerized
	

	
	equipment, use word processing, send emails,
	

	
	create and/or modify spreadsheets.
	

	Continuous Learning
	In the workplace you engage in continuous
	

	
	learning through regular work activities, in the
	

	
	workplace and/or in off-site training.
	

	Thinking Skills
	In the workplace thinking skills include: problem
	

	
	solving, decision making, organizing, use of
	

	
	memory and/or finding information.
	




                                             Work Site Considerations


Special Clothing, Uniforms, Safety Equipment Required:

Tools to be Used:

Equipment to be Operated:

Materials to be Handled:

Special Terms Used on work field:


                                             Training Considerations


Role of Trainer at Work Site; ( list site-specific requirements):

Availability of Co-workers/Supervisors as Trainers:

Description of Training Available from Employer:

Potential for Use of Adaptations, Modifications in Work Site:

Willingness of Co-workers/Supervisors to Provide Support and Assistance:


Employer’s Concern for Quality:


Employer’s Concern for Productivity:


Flexibility/Rigidity Observed:


Employee Social Groups and Non-work Activities:






Job Description

	
	
	Schedule:
	
	

	
	
	# of Days of Work Per
	
	

	
	
	Week

	
	
	

	
	
	Days:
	
	

	
	
	
	hrs
	
	-
	

	
	
	
	hrs
	
	-
	

	
	
	
	hrs
	
	-
	

	
	
	
	hrs
	
	-
	

	
	
	
	hrs
	
	-
	

	
	
	Sequential Chronology of Typical Work Day:
	
	

	
	
	(include all routines)
	
	

	
	
	
	
	
	
	
	




[bookmark: _Toc31809781]3.1.2.Training Objectives

Developing Training Objectives is helpful for the both employer and the new employee. It is always advisable to set-up for success from the beginning. The Training Objectives Worksheet gives a brief outline of the top 3 learning objectives that the employer and the employee have. It also covers other areas that will lead to success on the job such as: transportation to and from work; any issues that the employer needs to know to accommodate the disability etc. 

	
	Name
	Telephone:

	
	
	Mentor/Trainer:



Please list below the three training objectives you and your employer or trainer have agreed upon:
________________________________________________________

What days will you be training?

M T W T F S S

Do you have any health needs/issues that may affect your training or your training schedule?
________________________________________________________

How will you travel to the training site each day?
___________________________________________________________________


What type of support do you think you will need from your job coach/mentor/trainer?
___________________________________________________________________


Is there anything that your employer needs to be aware of to assist you while in training?
___________________________________________________________________

Is there any other information that is important that we know prior to starting training?
___________________________________________________________________

[bookmark: _Toc31809782]3.2.Job Retention

People with disabilities are like any other people in what they are looking for in their job and why they stay at particular workplaces.
People stay at their jobs because of a variety of things including:
Training and Development – this includes training opportunities for employees in order to acomplish new skills and further exercise the skills they already have.
· For people who live with a disability, this may include periodic re-training of the same tasks for further integration of the workplace routine.
Compensation and Benefits – this can include benefits packages, but equally important for people with disabilities, this includes:
· Flexible work schedules
· Job Sharing opportunities
· Disability friendly workplace and co-workers o Work place accommodations
Recognition and Rewards – customizing recognition and rewards for employees can be a valuable retention tool. Generally employees like to be rewarded for doing a good job – these rewards can come in terms of a new work challenge, more responsibility or can be something simple as a staff appreciation luncheon.
How do I prepare my staff to work with a person with a disability?
When you hire someone with a disability, introduce him or her exactly the same way you introduce anyone else. The person’s disability should not define who they are anymore than gender or race. Drawing attention to the person’s disability should be avoided, because if the person’s disability is properly accommodated, it is irrelevant to his or her function in the workplace.
[bookmark: _Toc31809783]3.3.Problem solving
This tool is designed to support practitioners who want to practice and improve their problem-solving skills. It includes various problem-solving techniques, activities and worksheets that can help individuals develop their skills.
Overview
Problem solving is one of the most important skills for success in the workplace and at home. The ability to identify a problem, evaluate all of the relevant factors and develop a good solution is essential. Whether you are experiencing conflict with a co-worker, dealing with multiple tasks that need to be prioritized, or trying to track a shipment that hasn't arrived, problem solving is a part of everyday life. This tool is designed to help you practice and improve your problem-solving skills. It has four sections:
Section 1: Problem-solving techniques — Learn about five different problem-solving techniques that can be used in different situations (e.g. in groups or when solving problems on your own).
Section 2: Problem-solving worksheet — Use this worksheet to work your way through the problem-solving process.
Section 3: Problem-solving activities — Practice the different problem-solving techniques by completing various activities.
Section 4: Problem-solving log — Log your problem-solving experiences in order to keep track of your accomplishments and learn from your mistakes.
This tool is also customizable! You can use the problem-solving techniques and worksheet to solve a problem you are facing at work or at home.
Problem-solving techniques - Examples
Five problem-solving techniques are described in this section. Read each one carefully and, when faced with a problem, choose one that you feel comfortable with and that best suits the situation.
· The five whys technique 
· The PROACT technique 
· The creative technique 
· The collaboration technique 
· The Plan, Do, Check, Act technique 
The following techniques can be used when problem solving in groups or on your own. 
Five Whys Technique[footnoteRef:2] [2:  Senge, P. (1999). The Fifth Discipline, Fieldbook. New York: Doubleday 
] 

The Five Whys Technique can be used to identify the root cause(s) of a problem. Often, what appears to be a problem is actually a symptom (sign, indication) of a bigger issue that needs to be resolved. You can use this technique to help determine the reason the problem exists by asking "why" certain things have occurred. Generally, you should be able to reach the root cause(s) after asking a series of five whys; however, the number can vary depending on the situation. For example:
Symptom: A client is filing a complaint with our company.
Why?
We didn't complete a project on time.
Why?
The necessary resources were not available to do the project.
Why?
It took too long to hire a project manager; therefore, the necessary resources were not organized properly.
Why?
A lack of information about hiring a project manager was given to human resources.
Why?
Root cause: There is no formal process for submitting job postings to human resources.
Once you have determined the root cause(s) of the problem, take the appropriate steps to resolve the issue.
The PROACT Technique encourages a thorough problem-solving approach. The problem is examined in detail and potential solutions are carefully reviewed before any decisions are made. Answer the questions in each of the steps to work towards a solution.
	PROACT technique 

	PR - Problem
	Define and examine the problem: 
What are the symptoms of the problem?
What is the root cause - the real problem?
How big is the problem? Is it severe or minor?
Who is involved in the problem?
What are the effects of the problem?
How much is it costing you (financially, emotionally, etc.) to have the problem?
Why is solving the problem important?
What information do you need to gather in order to solve the problem?

	O - Objectives
	Determine your objectives: 
What do you want to accomplish?
How will you know if the problem is solved?

	A - Alternatives
	Identify the alternatives (options): 
What can you do to address the problem? Identify at least three options.

	C - Consequences
	Consider the consequences of each option: 
How well does each option satisfy your objectives?
What are the advantages and disadvantages of each option?

	T - Trade-offs
	Think about the trade-offs associated with the options: 
What criteria are most important in this situation? What are your priorities?
What will be given up or gained by choosing one option versus another?


When you have completed the steps, choose a solution and take action.
The following techniques can be used when problem solving in a group setting.
It can be helpful to include a variety of people and ideas in the problem-solving process. The creative technique uses group work and brainstorming to develop solutions.
	Creative technique 

	Orientation
	· Prepare to work together. Agree on acceptable behaviour, rules for discussion, time commitments, etc.
· List the symptoms of the problem.

	Preparation and analysis
	· Discuss the symptoms and why they exist.
· Determine the root cause of the problem — the real problem.

	Brainstorm
	· List as many potential solutions to the problem as possible. At this point, all ideas should be considered valid.

	Incubation
	· Before choosing a solution, abandon the problem for several days (if possible). Allow enough time to adopt a fresh perspective, but not long enough to forget earlier work.

	Synthesis and evaluation
	· Establish the criteria for a good solution.
· Look at all of the potential solutions. Try to combine the best features of each to create a solution with the greatest number of positive outcomes and the smallest number of negative outcomes.


The collaboration technique also involves group work, but is more focused on dealing with sensitive issues that involve a variety of people and perspectives. It encourages respect and understanding for everyone involved in a situation.
	Collaboration technique 

	Problem identification
	· In a group, identify the symptoms of the problem.
· Determine the root cause of the problem — the real problem.

	Perspectives
	· Create a list of the people, groups and/or organizations impacted by the problem.
· Consider how each of them is affected by the problem. (Note: Include anyone who is affected by the situation directly or indirectly. It might be necessary to make some assumptions for this step, stressing the importance of involving as many opinions and perspectives as possible in this process.)

	Challenges and opportunities
	· With the different people, groups and/or organizations in mind, consider the individual or organizational challenges and constraints within which the problem must be solved (e.g. company policy). How will these affect the problem-solving process?
· Consider the learning and growth opportunities presented by the problem for everyone involved. What can be learned? What progress can be made by solving the problem?

	Strategies
	· Brainstorm possible solutions. Think of everyone involved and remember that any solution could affect everyone differently.
· Listen to and respect each other's ideas. Record every idea, no matter how unreasonable it may sound to individuals in the group.

	Solutions
	· Using the brainstormed ideas, come up with at least two or three specific solutions. They can focus on the individual or the underlying issues at a group or organizational level.
· Develop a formal plan of action. Keep in mind the different people and perspectives involved.

	Expected outcomes
	· List the outcomes you expect as a result of the solutions you identified.
· Revisit the Perspectives step to ensure the solutions are fair and respectful to everyone involved.


The following technique encourages a preventative approach to problem solving.
The PDCA- Plan, Do, Check, Act technique is focused on continuous improvement. Rather than solving a problem after it has happened, this technique anticipates how a situation or process can be improved so that problems can be avoided.
	Plan, Do, Check, Act (PDCA) technique 

	Plan
	· Identify a process or situation that needs to be improved.
· Develop an action plan (solutions) to address it

	Do
	· Carry out the action plan.

	Check
	· Study the results of carrying out the action plan. What did you learn? Were improvements made?

	Act
	· Make a decision. If the action plan was successful, use it to plan future improvements. If it was not successful, repeat the cycle and develop a new approach.





Figure 1 - Plan - Do - Check - Act 
[image: Plan-do-check-act process]
Text description of Plan-do-check-act process" This is an image that shows a continuous framework which consists of a series of inter-connected and inter-related steps. There are four steps: Plan, Do, Check, and Act. 
Problem-solving worksheet
This worksheet will help guide you through the problem-solving process. Complete each step to help you work towards a solution. Insert steps from the different problem-solving techniques as required. Keep the worksheet handy and use it when you need to solve a problem.
Step 1: What is the problem? 
· What are the symptoms of the problem?
· What is the root cause of the problem — the real problem? 
______________________________________________________

______________________________________________________

Step 2: What are the potential solutions: 
· Are there any factors that you need to consider when choosing a solution? (E.g. policies, procedures, etc.)
· What are the advantages and disadvantages of each possible solution?
· What are the consequences of each possible solution?
______________________________________________________

_____________________________________________________

Step 3: What is the best solution? 
· Which solution is the best overall? Why?
· Choose a solution and act on it!
______________________________________________________

_____________________________________________________

Step 4: Is the problem solved? 
· Did the chosen solution solve the problem? If not, return to Step 1 to review the problem again. Try using a different approach.
______________________________________________________
Problem-solving activities
The following activities are designed to help you practice and improve your problem solving skills. They focus on different situations and can be solved using the problem solving techniques and worksheet provided.
Instructions:
1. Choose one of the activities provided or develop your own.
2. Select the problem-solving technique(s) that you think is best suited to the situation.
3. Use the chosen technique(s) and Problem-Solving Worksheet to complete the exercise.
Helpful problem-solving tips: 
· Make sure that you understand the problem. Don't rush into the problem-solving process before you understand the different aspects of the issue. Take your time!
· There could be many possible solutions to one problem. Choose one that you feel most comfortable with and that you think properly addresses the problem. If you are not sure about your decision, ask a co-worker, supervisor or a friend for feedback.
· It's okay to make mistakes. Don't get frustrated if the problem-solving process does not go smoothly. Stay positive and learn from your mistakes.
· Keep track of your problem-solving experiences. You may face similar problems in the future and could use lessons learned to avoid or resolve them (see Problem-Solving Log).
Activity 1 
Scenario 
A cashier is working the night shift at a 24-hour grocery store. He notices that a customer is acting suspiciously and has a large bulge under her coat. The cashier thinks the customer is shoplifting. The cashier's responsibilities include loss prevention.
Activity 
Pretend that you are the cashier. Solve the problem using the techniques and worksheet provided.
Things to consider 
· Are there existing policies or procedures to consider?
· Do you approach the customer? If so, how?
· What if the customer becomes aggressive?
Tips 
· This activity can be used to practice problem solving in any customer service or loss-prevention setting. It can also be used to develop your conflict resolution skills.
· This activity can be done by role-playing with co-workers or friends (e.g. one person is the cashier and one is the customer).
Activity 2 
Scenario 
An early childhood educator is employed at a nursery school. One of the children often becomes upset and aggressive towards the other children when her parents leave the school. This often leads to the other children becoming upset as well. School policy states that no child can emotionally or physically harm another child. The educator consults with the parents about the issue.
Activity 
Pretend that you are the educator or parent of the child. Solve the problem using the techniques and worksheet provided.
Things to consider 
· Are there existing policies or procedures to follow?
· How do you ensure that everyone's (i.e. children, parents and educator) interests are taken into consideration?
Tip 
· This activity can be done by role-playing with co-workers or friends (e.g. one person is the educator and one is the parent).
Activity 3 
Scenario 
A front desk clerk is working at a large hotel. At 10 PM, she receives a complaint from a hotel guest that some of the guests staying on the same floor are having a party and are very loud. He asks that the issue be resolved as soon as possible. Hotel policy states that excessive noise will not be tolerated after 9:30 PM.
Activity 
Pretend that you are the front desk clerk. Solve the problem using the techniques and worksheet provided.
Things to consider 
· Are there existing policies or procedures to consider?
· Do you approach the guests that are causing noise? If so, how?
· How do you ensure that everyone involved is satisfied?
Tips 
· This activity can be used to practice problem solving in any customer service setting. It can also be used to develop your conflict resolution skills.
· This activity can be done by role-playing with co-workers or friends (e.g. one person is the clerk and one is the guest).
Activity 4 
Scenario  - A production clerk is working at a small car manufacturing plant. He is responsible for inspecting parts and deciding if they meet the quality standards. The clerk receives a large batch of parts and sees that the production quality is questionable. Ordering new parts could cost the plant time and money, but using poor quality parts could cause problems in the future. Due to the fast-paced production schedule, the clerk must quickly decide what to do with the questionable parts. The company has an excellent reputation for meeting high quality standards.
Activity - Pretend that you are the production clerk. Solve the problem using the techniques and worksheet provided.
Things to consider 
· Are there existing policies or procedures to consider?
· Who should you approach about the issue?
· Are the parts made in-house, or are they from a supplier?
Tips 
· This activity can be used to practice problem solving in any fast-paced setting.
· This activity can be done by role-playing with co-workers or friends (e.g. one person is the production clerk and one is the supplier or supervisor).
Activity 5 
Scenario 
A server is working at a busy restaurant. She is serving eight tables and is rushing to keep up. One of the customers calls her over to say he is not happy with the quality of the service and, therefore, refuses to pay the bill. The server is trying to deal with the customer, while continuing to serve the other patrons. The restaurant is committed to ensuring that, generally, customers leave satisfied with their experience.
Activity 
Pretend that you are the server. Solve the problem using the techniques and worksheet provided.
Things to consider 
· Are there existing policies or procedures to consider?
· Who should you approach about the issue?
· What if the customer becomes angry? What if other customers become frustrated?
Tips 
This activity can be used to practice problem solving in any customer service setting. It can also be used to develop your conflict resolution skills.
This activity can be done by role-playing with co-workers or friends (e.g. one person is the server and one is the customer).
Problem-solving log
This log will help you keep track of your problem-solving experiences. Use it to monitor your progress with problem solving or to solve future problems by looking back on how you successfully dealt with similar situations.
Date:

Problem:

Challenges:

Chosen solution(s):

Result(s):

Lessons learned:
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[bookmark: _Toc31809785]4.1.Questionnaire for Preparing a CV
Start building a CV:
1.   Start with your name, e-mail adress , phone number, fax numbers and/or email addresses where employers may contact you. If you consider it necessary, include your website.
It is very important that your e-mail address is a professional one and not a cute one. 
It is recommended that it be a first name or initial and last name at gmail or yahoo. 
Two tips: 
· Make sure the phone number you’ve given is identified and will be answered if you receive a call and,
· Be sure to check your professional e-mail daily, once you send out a CV.
2.   What is the purpose of your CV (a position with a different employer, a position with the same employer, an internship, acceptance to an educational program)? What is your objective?
Your objective can be either specific like “To become the best fifth grade teacher at
XYZ School” which is the position you are applying for, or it can be broad like “To fully engage students in their learning in ways that help them become enthusiastic life-long learners.” It can also have a couple of parts like: “To use my background and training into the usage of students, communicate with parents and administrators, and to involve students with the greater community in applying their learning.”
It is important to keep a current CV on file at your current job to show what you have acomplished there.
3.   What specific position are you seeking?
This is not a broad category (what sort of job), but a specific job title. If you are seeking for various jobs, you will need a different CV for each. 
4.   What are your skills?
Your personal skills are the capabilities that allow you to transfer from one position to another. Many starter teachers are afraid to enumerate them, but summer jobs, internships, or student teaching, should make you able to identify your transferable skills.
5.   What positions have you acomplished ? For each position write the dates you were in that position(the period|) , the specific tasks you accomplished (not things you did, but accomplishments), and whether these tasks are at the basis of the current job you are seeking.
Do not reconsiderate all the unrelevant things you did, but the ones that refflect directly to what you currently want to do.
6.   For each task or accomplishment, enumerate words best describe the work you did.
For example, use words like manage (instead of responsible for), develop, negotiate (instead of arrange), or conceptualize.
[image: ]

7.   For each previous job, show you contribution to the success of the company or department.
Please use specific numbers or percentages. For example, raised class test score from 65% to 87% in four years.
8.   Which would you say stands stronger, your skills and accomplishments or your background experience?  
This will help determine what CV format you use.
9.   Are you in between jobs or re-entering the work labor?
If you are entering teaching field after working in another one, you will have to  motivate your choice and why are you making it.
10. Have you had professional increasement during your career?
Give examples of what you have done for professional progress,it’s evolution and how was it built. If you are at the starters, give an example of what you want to do for your professional development. 
11. Are there any circumstances which might affect your CV?
For example, have you been fired, do you have gaps in employment, is this a major career change, do you have a criminal record, or are there immigration issues/eligibility to work problems? All these matters will have to be enumerated in a cover letter or in your interview, and also minimized in your CV— an idea would be , doing a CV that is not chronological.
12. List your education, with the most recent on top. From which schools did you receive your diplomas or certificates and what exactly were your majors? Also, in which years did you graduate?
List the highest level of education first (post-doctorate or Ph.D., then MA or MS or MD, the BA or BS, then Associate, then high school or GED)
List your references. You will need a variety. Start writting a list of people you know who would serve you as reference for the work you have acomplished, places you have volunteered, classes where you have done well, classrooms you have taught lessons in, or clubs where you’ve been a member of.  



[bookmark: _Toc31809786]4.2. Action Verbs

Following is a list of words to use in your CV . For your past jobs, use verbs in the past tense. Also, feel free add up your own favorites to this list.

	Management skills 
	Communication skills 
	Research skills 
	Technical skills 
	Teaching 
skills 

	administered 
	addressed 
	clarified 
	assembled 
	adapted 

	analyzed 
	arbitrated 
	collected 
	built 
	advised 

	assigned 
	arranged 
	critiqued 
	calculated 
	clarified 

	attained 
	authored 
	diagnosed 
	computed 
	coached 

	chaired 
	corresponded 
	evaluated 
	designed 
	communicated 

	contracted 
	developed 
	examined 
	devised 
	coordinated 

	consolidated 
	directed 
	extracted 
	engineered 
	developed 

	coordinated 
	drafted 
	identified 
	fabricated 
	enabled 

	delegated 
	edited 
	inspected 
	maintained 
	encouraged 

	developed 
	enlisted 
	interpreted 
	operated 
	evaluated 

	directed 
	formulated 
	interviewed 
	overhauled 
	explained 

	evaluated 
	influenced 
	investigated 
	programmed 
	facilitated 

	executed 
	interpreted 
	organized 
	remodeled 
	guided 

	improved 
	lectured 
	reviewed 
	repair 
	informed 

	increased 
	mediated 
	summarized 
	solved 
	initiated 

	organized 
	moderated 
	surveyed 
	trained 
	instructed 

	oversaw 
	motivated 
	systematized 
	upgraded 
	persuaded 

	planned 
	negotiated 
	 
	set goals

	prioritized 
	persuaded 
	
	stimulated

	produced 
	promoted 

	recommended 
	publicized 

	reviewed 
	reconciled 

	scheduled 
	recruited 

	strengthened 
	spoke 

	supervised 
	translated 

	
	wrote



[bookmark: page31]











	Financial skills 
	Creative skills 
	Helping skills 
	Clerical or detailed skills 
	More Verbs for Accomplishments 

	administered 
	acted 
	assessed 
	approved 
	achieved 

	allocated 
	conceptualized 
	assisted 
	arranged 
	expanded 

	analyzed 
	created 
	clarified 
	catalogued 
	improved 

	appraised 
	designed 
	coached 
	classified 
	pioneered 

	audited 
	developed 
	counseled 
	collected 
	reduced (losses) 

	balanced 
	directed 
	demonstrated 
	compiled 
	resolved (problems) 

	budgeted 
	established 
	diagnosed 
	dispatched 
	restored 

	calculated 
	fashioned 
	educated 
	executed 
	spearheaded 

	computed 
	founded 
	expedited 
	generated 
	transformed 

	developed 
	illustrated 
	facilitated 
	implemented 

	forecasted 
	instituted 
	familiarized 
	inspected 

	managed 
	integrated 
	guided 
	monitored 

	marketed 
	introduced 
	referred 
	operated 

	planned 
	invented 
	rehabilitated 
	organized 

	projected 
	originated 
	represented 
	prepared 

	researched 
	performed 
	
	organized 

	
	planned
	
	prepared

	
	revitalized
	
	processed

	
	shaped
	
	purchased

	
	
	
	recorded 

	
	
	
	retrieved 

	
	
	
	screened 

	
	
	
	specified 

	
	
	
	systematized 

	
	
	
	tabulated 

	
	
	
	validated 
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