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Introduction 
Welcome to the Online REC Toolkit: An e-book for pracitioners! 

 

The REC Consortium is pleased to make this e-book available to VET practitioners, cultural 

mediators, counsellors, trainers and guidance experts working with refugees and migrants. 

For two years, the REC team has been working on the development of the REC tools aiming 

to improve refugee support towards skill recognition and market integration. 

 

The REC toolkit contains three major parts: 

A. The REC Project Implementation Summary – including a brief overview of the project. 

B. The REC Toolbox – containing all available handouts and worksheets developed during 

the project. 

C. The REC Userguide – an introductory orientation guide for service practitioners in the 

themes of cultural awareness, cultural adjustment and the basics of a workshop. 

 

While the majority of the content is mostly relevant to individuals who are the supporting 

professionals, there is valuable information throughout the e-book that applies to all interested 

audiences.  

 

  

 The interactive blue links will take you back and forward into sections of the REC 

toolkit. 

 

 The button Back to the contents ↑ will take you back to the table of contents at the 

beginning of the toolkit. 

 The blue arrow will take you back to the beginning of the chapter you are on. 

  

↑ 
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A. The REC Project Implementation 

The Research Methodology 

The first step of the REC project was the research methodology carried out by all partners.  

 

The methodological framework followed was divided into 3 separate steps as follows: 

1.      Desk and field analyses (partners’ survey-Quantitative Desk Research)–statistics and 

current situation about employment scenarios and the labour market needs, adult education 

and processes of validation of non-formal and informal learning 

2.      In-depth interviews – at least one in-depth interview with a professional counsellor or 

trainer 

3.      Focus Groups – to test and discuss the procedures and tools identified for the emergence 
and validation of skills. 
 

 

What are the research target-groups? 

1.      VET practitioners (intercultural mediators, counsellors, trainers and guidance experts 

2.      Migrants, refugees, and environments where they may be employed. 
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Α Short Summary of REC 

REC project intends to explore a specific theme: whether and how it is possible to recognize 
the non-formal and informal skills of migrant people. The national qualifications frameworks 
are linked to the European qualifications framework, (European Qualifications Framework-
EQF), a system that allows to compare the professional qualifications of citizens of European 
countries. The EQF adopts a system based on learning outcomes, defined as a statement of 
what a learner knows, understands and is able to do on completion of a learning process. The 
EQF therefore emphasizes the results of learning rather than focusing on inputs such as length 
of study. This system represented an innovation with respect to the traditional approach in 
many national systems, in which qualifications were defined on the basis of the knowledge to 
be transmitted (input) and not of the learning outcomes achieved. 

 
What is the European Qualifications Framework (EQF)? 
 

The Recommendation of 23 April 2008 sanctioned the 
creation of the European Qualifications Framework for 

Lifelong Learning (EQF - European Qualifications 
Framework). 

The importance to Europe of skilled and 
knowledgeable citizens extends beyond formal 
education to learning acquired in non-formal or 
informal ways. 
 
It is a common reference tool for Member States 
that allows the various levels of learning and 
qualifications issued by different countries to be 
translated and compared while simultaneously 
respecting the specificities of national education 

and training systems.  
The aim is to improve the transparency, 

comparability, and transferability of qualifications, 
enabling the achievement of wider objectives such as the 

promotion of lifelong learning, the increase in employability, 
mobility and social integration of workers and students. 

The EQF is constituted as a neutral reference system based on 
learning outcomes that integrates knowledge with the skills and 

competences acquired in all the experiential contexts of a person. It consists 
of a grid of eight levels to which the qualifications issued by EU countries must refer. 

 ↑ 
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Matching skills, attitudes, and jobs: practitioners’ insight 

The clear result that emerges from the interviews of operators who in various capacities work 
with and for migrants shows that they rarely choose to focus on a job that corresponds to their 

aspirations and their desires at first instance. 
 

According to practitioners’ experience, 
there’s often a lack of correspondence 

between skills and abilities of the 
individuals with respect to those 

necessary for the job they actually carry 
out: in these cases, we talk about skill 

mismatch.  
  
 
Why is this skill mismatch important? 

 
Migrant workers are vulnerable to skills mismatch for several reasons. Some of the skills and 
knowledge of migrants may not be recognized in the host country, for example due to barriers 
in transferability of qualifications.  High overeducation among migrants is often linked with 
problems in getting recognition of their degrees, lack of network connections or labour market 
experience necessary to find well-matched jobs, low skills in the language of the host country 
and, finally, labour market discrimination against foreigners. Work experience acquired abroad 
may be discounted while limitations in language skills may hamper the full use of other skills.  
 
The job migrants find in the country of arrival is often not the one they would look for in their 
country of origin. Based on their attitudes, qualifications and professional experiences, the 
migrants with whom the operators of the partner organizations interfaced would aspire more 
to educational and teaching activities, intercultural mediation activities, professional activities 
in catering and in manufacturing sectors, or technical professions related to higher educational 
qualifications, professional and university skills acquired in the country of origin. Their need to 
become professional comes above all from being able to be better guaranteed in a labor 
market in which the competition at the numerical level in the offer of non-specialized labor 
exposes them to precarious and non-protecting working situations.  
  
What are the needs and gaps in skills’ recognition? 
The validation system, little known even to operators working in the field of guidance and job 
placement, is linked to the few validation centers which, besides having high-cost practices 
(this service is often too expensive for a migrant target), are often difficult to reach.  
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The difficulties occur because: 
• The recognition centres have different systems in non-homogeneous scenarios; 

different territories have different opportunities to provide these validating and training 
services. 

• The slowness and the complexity of the administrative procedures do not respond to 
the urgent need to find a job of newly arrived migrants; too much evidence is required, 
not taking into account that migrants often do not bring any of this documentation with 
them in their journey. 

• There is lack of local centers whose sole mission is to validate skills to develop more 
specific offers, such as those targeting only migrant people 

• There is a need for personnel not only expert in skills assessment, but also in the labor 
market trends, and assess the most appropriate career opportunities. 

 
The lack of free educational offer for adults, the difficulty of access due to the failure to 
recognize incoming educational credits, and not the complexity of having to reconcile course’s 

schedules with working hours, with 
consequent rare possibility of attending long-
term courses. Lack of common 
methodologies and institutions for 
evaluation, transfer, validation and 
recognition of learning outcomes, as well as 
the rarity of flexible training solutions, delay 
a full integration of the labor market and a 
development of human capital throughout 
the entire period life, hindering the 
development of professional paths and the 
enhancement of the skills acquired in 
different contexts.  

Back to the contents ↑   
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B. The REC Toolbox 
The following section is containing the REC grids and instructions on how to effectively use 
the material developed in the project. 
 

 
You can click on each tool to jump to its corresponding section in this chapter,  

or you can click on this Appendix button to view all the tools at the end of the toolkit. 
 

 

 

Dictionary of Transversal Skills 

 

Self-Description 

 

Grid for The Units of Competences 

 

Guidelines of the “Interview Questionnaire” 

 

Questionnaire for The Evaluation 

 

Assessment Grid 2: Practitioners’ Feedback 
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Dictionary of Transversal Competencies  

 
This tool contains a list of transversal skills: 
Empathy, problem solving, flexibility, teamwork, 
conflict management, effective communication. 
All these characteristics, and many others, are 
called transversal competences, skills that 
determine the way a person relates to others in 
a work or social context.  
This dictionary is a tool to be used in a 
complementary way with the grid of 
competences developed with REC project, to 
illustrate and “classify” transversal 
competences referring to the different levels of 
acquisition, with positioning and self-positioning 
tests for the person in charge. 
The grid must be filled in by the beneficiary with 
the support of the mediator / social operator / 

practitioner, who must introduce him/her conducting interviews to support him/her in the 
realisation of his/her competences, abilities and the value of his/her experiences.  
The document can be used in a variety of contexts, starting from the guidance and job 
placement desk. It can be a springboard to introduce beneficiaries to their competences and 
skills, in a more or less articulated way.  Of course, interviews can be conducted online, 
transposing the dictionary in a different form as needed, perhaps identifying only those skills 
already highlighted by the user. It can also be used as a tool to familiarise oneself with new 
words and notions. 
 
The REC Dictionary of Transversal Competencies is available in the 
Appendix for printing or digital use. 
 
 Click here to be directed to the REC Dictionary of Transversal 

Competencies. 

↑ 
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Self-description  

 
The REC Self-Description grid is a 
series is a table of adjectives and 
their definitions to choose from.  
 
It is an introduction to self-discovery 
and self-observation in order to 
explore one’s skills, talents and 
dreams. 
 
The grid is given to the participant to 
fill out with the help of the 
professional, and the results can be 
discussed further. 
 
 
 
 
 
 
 
 
 
 
 

 
The REC self-description grid is available in the Appendix for printing or digital use. 
 
 Click here to jump to the REC self-description grid. 

   

↑ 
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Grid for the Units of Competences 

 
The grid for the Units of competence is divided into 5 categories for self-observation and skill-
recognition: Professional activity (what I do / did), Knowledge (what I know), Know-how 
(skills/what I can do), Interpersonal Skills (personal characteristics), concrete indicators 
(evidences, examples).  

 
An example of this grid has already been created for the occupation of family assistant, 

along with a longer grid of skills that are required for the job, and a scale that the participant 
can fill out in order to be assessed for this profession. 

 
 
 
 
The REC grid for the units of competences is available in the Appendix for printing or 
digital use. 
 
 Click here to jump to the REC grid for the units of competences. 

 

↑ 
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Guidelines  

 
 
The guidelines of the interview 
questionnaire are meant to 
guide the professional / 
practitioner into easing their way 
into the interview with the 
participants.  
 
It consists of the interview 
questionnaire itself, 
introduction, and 
recommendations to the 
practitioner. 
 
 
 
 
 
 
 

 
 
 
 
 
The REC guidelines of the interview questionnaire are available in the Appendix for 
printing or digital use. 
 
 Click here to jump to the REC guidelines of the interview 

questionnaire. 
  

↑ 
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Questionnaire for the evaluation of the experimentation of the REC Model  

 
This questionnaire was created with 
the purpose of collecting the main 
issues emerging from the local 
experimentation in all partners’ 
countries. The results obtained, of a 
territorial and national nature, will 
provide an in-depth analysis of the 
REC model. This questionnaire is 
composed of some questions to be 
filled in after the local testing in each 
partner country, to gather useful 
information and with the idea of 
giving you a hint when preparing the 
report of the activity. 
 
This questionnaire is to be used by 
the practitioner to collect all the 
important data after testing the REC 
toolkit. 
The document can be easily 
adapted to different contexts by 
changing the questions proposed. 

 
 
The REC questionnaire for the evaluation of the experimentation of the REC Model is 
available in the Appendix for printing or digital use. 
 
 Click here to jump to the REC questionnaire for the evaluation. 

↑ 
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Assessment grid 2: Practitioners’ Feedback  

 
This questionnaire is part of the 
Guidelines, created as a set of 
standardised questionnaires and 
tools to be used when 
implementing the local 
experimentations. 
The main purpose of this 
questionnaire is to collect the 
feedback from refugees, 
migrants, asylum-seekers, as 
well as the practitioners who 
tested the REC toolkit. It is 
composed of a set of easy 
questions to get a clear overview 
of people testing/practitioner 
thoughts and opinions. 
The document can be easily 
adapted to different contexts by 
changing the questions 
proposed. 

 
 
 
The REC Assessment grid 2 for the practitioners’ feedback is available in the Annexes 
for printing or digital use. 
 
 Click here to jump to the REC Assessment grid 2. 
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C. The REC Userguide  
 
The following section includes the userguide with instructions on how the aforementioned 
REC material can be used, how the training can be organized, the operative guidelines for 
empowering the practitioners working in the field of migration in order for them to equip 
migrants / refugees with the necessary tools for the recognition and validation of non-formal 
skills owned. 
 
To improve understanding and delivery of orientation and training, this guide was created for 
service providers who work with refugees overseas or domestically. It can be used by 
Practitioners (or case workers/managers) who deliver training and orientation, supervisors or 
training coordinators, others who deliver orientation, such as volunteers, interns, other 
resettlement support staff, other service providers, and community members, others who 
deliver counselling, such as volunteers, interns, other resettlement support staff, other service 
providers, and community members. 
 

The Objective 

 
This guide can help practitioners improve their ability to conduct effective needs 

assessments. Work with a variety of people, including those with special needs.  
 

The goal of this guide is to give new and experienced practitioners, as well as 
supervisors, a comprehensive tool for improving the design and delivery of 

refugee and immigrant counselling, training or orientation. 
 

During orientation, incorporate a variety of training methods. Train practitioners and 
collaborate with partners on the design and delivery of orientations. This guide is not intended 
to be used as a stand-alone tool to prepare practitioners; rather, it should be used as a 
supplement to supervisors and practitioners' existing strategies and tools. The purpose of this 
guide is to assist practitioners determine what is successful in their training programs, fill in 
the gaps in their orientation programs, if any exist. And enhance and expand on what's already 
working in training sessions and programs. 
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Exploring This Guide 

This e-book contains helpful material on teaching strategies and preparation. It also contains 
how-to guide, and techniques for dealing with typical training issues. It is based on the 
methodology of the Refugee Training and Orientation - A Guide for Service Providers / 
Publications / Resource Library / COR Center - Cultural Orientation Resource (COR) Center, 
2021 
 
Getting Oriented, offers an overview of the 
methodology, theory, and method of 
refugee orientation and training, as well as 
an explanation of the experience, skills, and 
attitudes system. The theory and methods of 
adult and learner-centered teaching are 
discussed in this chapter. It also emphasizes 
the value of cultural sensitivity and cross-
cultural contact. 
 
Planning a Training Program explains how 
to prepare, develop, and schedule the 
meetings for the REC training. It covers 
required evaluations, identifying priorities 
and strategies, outlining a meeting, setting 
up rooms, and logistics coordination. 
 
Methods, Materials, Tips, and Tools for 
Training Delivery and Assessment is a 
how-to section that contains a variety of 
techniques and approaches those trainers 
and practitioner can use to design and 
facilitate training sessions. It contains 
material about how to create healthy work 
experiences, constructive communication, 
resource identification, and a 
comprehensive set of teaching and 
facilitation techniques. This chapter also 
provides tips on how to evaluate learners 
and how to communicate best with various 
categories of participants, co-trainers, and 
interpreters.  
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Getting Oriented 

Providers of training or counselling for refugees and immigrants play a variety of roles, 
including communicators, managers, designers, instructors, facilitators, problem solvers, 
logisticians, counselors, evaluators, and even interpreters. By focusing on the knowledge, 
skills, and attitudes (KSAs) that participants should work toward on their paths to self-
sufficiency, practitioners are able to balance and prioritize their multiple responsibilities. 
Supervisors and practitioners can develop effective training programs with the REC material 
that meet program goals while also promoting ongoing learning and professional development 
by building on the foundations of KSAs, established adult learning principles, and deep cultural 
awareness. The foundations of refugee orientation and training are examined in this chapter. 
 
Getting to know your target groups: 

Migrant workers 
The outcomes for migrant workers in destination countries' labor markets are influenced by a 
number of factors. The skill levels and educational backgrounds of migrant workers are 
important factors in determining their migration experience. Many jobs are out of reach due to 
these factors, as well as others such as language barriers and a lack of local work experience. 
One important factor is that migrant workers are frequently unaware of the employment 
services available in their home countries and of the local labor market conditions. As a result, 
they may have difficulty navigating services and pathways between them, and they may be 
forced to rely on social networks, which are less likely to provide access to labor mobility. 
Temporary and circular migrant workers typically arrive in host countries with a pre-arranged 
work agreement in place, so they may not require specific job-search assistance from 
employment agencies in their destination countries. These migrant workers, on the other hand, 
require assistance in navigating legal procedures to enter their destination countries and 
resolving any other issues they may encounter while abroad. 
Permanent immigrants, on the other hand, may require assistance if they become 
unemployed, seek a job change, or pledge for recognition of skills acquired in their home 
country (through formal, non-formal, or informal learning), which is an important aspect of 
migrants' social integration. 
Because migrant workers may face social and labor market disadvantages, it is critical to 
identify risk factors early on in order to provide effective job assistance. Multi-component 
interventions that combine language training with work experience programs and job-search 
assistance, as well as raising employer awareness, could be more cost-effective than single 
measures. 
For a variety of reasons, migrant workers are vulnerable to skill mismatch. Some of the skills 
and knowledge acquired by migrants may not be recognized in the host country, for example, 
due to barriers to qualification transferability. Work experience gained abroad may be 
discounted, and language barriers may prevent the full application of other skills. ↑ 
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Discrimination may also make it difficult for job seekers with a migrant background to find 
suitable employment. Furthermore, immigrant self-selection as well as migration integration 
policies have an impact on labor market outcomes, including job and skill matching. (Migration 
and Home Affairs. 2021). 
 

Refugees 
In terms of their status, refugees are distinguished from other migrant groups by the fact that 
they are recognized as in need of international protection. Furthermore, when it comes to 
transitioning into employment, they face more obstacles (including legal ones) than other 
migrants. There are also situations where refugees may be treated differently than other 
migrants, such as in Jordan, where the influx of Syrians has forced other migrant groups, such 
as Egyptians, out of work in certain sectors. One of the reasons for this is that they are 
frequently unable to provide proper documentation of their educational, training, or skill levels. 
One way to overcome these barriers is to recognize prior learning; for example, as a result of 
the COVID-19 situation, refugee health workers are now able to work as medical professionals 
in their host countries throughout the European Union and beyond. 
 
If refugees lack language skills or have low educational attainment or transferable job 
qualifications, integrating into the labor market is more difficult. The length of the asylum 
process, which places refugees in a temporary, insecure residence status, adds to the burden. 
These impediments keep refugees from fully integrating into the labor market. It's worth noting 
that until they're recognized as refugees, they're classified as asylum seekers, a group that is 
frequently denied employment. It's also worth noting that in some countries, refugees aren't 
permitted to work. Less developed social networks, housing regulations, health conditions and 
transportation trauma, as well as cultural barriers, are all challenges that are linked to labor 
market outcomes. 1 
 

Understanding body language, the process of cultural adjustment, and 
appropriate interactions with colleagues and supervisors in the workplace 
 are all cultural aspects of resettlement that are typically highlighted during 

cultural orientation. 
 

 
 
1 Ilo.org. 2021. X How to Facilitate the Recognition of Skills of Migrant Workers. [online] Available at: 
<https://www.ilo.org/wcmsp5/groups/public/---ed_protect/---protrav/---
migrant/documents/publication/wcms_748721.pdf> [Accessed 5 October 2021].  

↑ 
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Practitioner / Trainer 
In this guide and in the REC project in general, the term practitioner is used to refer to all 
career orientation providers. While some employees may not consider themselves to be 
trainers, the term is used to emphasize the educational value of the services they provide. 
 

Participant 
Any individual who is receiving and participating in orientation or training is referred to as a 
participant. Unless otherwise stated, all resources in this guide are designed for adult learners, 
and the term participant refers to adult participants. 
 

Session 
A training session is defined in this guide as a single 
training session that takes place over the course of one day 

or a portion of a day. It could last 30 minutes, an hour, or 
even an entire day. A training session could include 
breaks throughout the day and cover one or more 
topics. A session could be held in a classroom, in a 
small group with a single family, or even one-on-one. a 
plan A training program, for the purposes of this guide, 
is a collection of training sessions that complete a 
training cycle. For example, an agency might offer an 8-
week training program once a week. The training 
program could then be restarted for a new group of 

people. (Workshops and Courses, 2021) 
 

 
 

  

Back to the contents ↑   
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The Basis of a Workshop: Knowledge, Skills, and Attitudes 

This guide follows a framework for orienting, and preparing refugees for their new lives through 
skill-recognition, which is based on the knowledge, skills, attitudes, beliefs, and behavioral 
changes that lead to self-sufficiency and a successful resettlement. Similarly, program 
supervisors and practitioners/trainers improve their knowledge, skills, and attitudes in order to 
be more effective. This section looks at trainers' and participants' knowledge, skills, and 
attitudes. 

Knowledge Skills Attitudes 

• The majority of the time, 

information is factual. 

• Concrete. 

• Learned during cultural 

orientation 

• Acquired while learning 

the basics of 

resettlement in the host 

country. 

• Information on common 

behaviors and attitudes 

in the host country, for 

example common 

behaviors and attitudes 

in the host country 

• To do something, you'll 

need mental, manual, or 

verbal abilities. 

• Allow someone to 

complete a task 

• Consider the following 

scenario: During 

orientation, participants 

may learn how to strike 

a balance between their 

home culture and that of 

the host country. 

 

• Thoughts and beliefs 

that are frequently 

unquestioned 

• When attitudes are 

addressed, a participant 

may be able to consider 

or adopt new values or 

perspectives. 

• Example: Recognizing 

that balancing different 

cultures can be difficult 

and time-consuming. 

 
People rarely learn in discrete categories; rather, the three components are frequently 
blended, even if one area of learning may predominate at any given time. When a person 
learns about cultural differences in the host country, for example, they expand their knowledge 
on the subject. Simultaneously, they improve skills such as tolerance for people from other 
cultures and the development of new attitudes toward cultural differences. 
 
Given the limited amount of time practitioners have with co-participants, knowledge is 
obviously the easiest of these three to address; however, lessons can and should address all 
three. It's critical to have realistic expectations about what can be accomplished in terms of 
skills and attitudes in situations where relationships are new, trust is being built, and time is 
limited.  ↑ 
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Knowledge, Skills, and Attitudes for Practitioners 

 
Knowledge, skills, and attitudes are the foundations 

of effective training and orientation. Effective 
practitioners have knowledge, skills, and 

attitudes about training and the topics they 
teach, and the training programs and 
sessions they deliver should include 
knowledge, skills, and attitudes for 
participants who are focused on the topic 
and content. 
 
Question to self: Who can you turn to 

if you have questions about program 
standards and content as a new 

practitioner? 
 

Practitioners must have a broad understanding of 
core content in order to respond to questions that may arise. 

If a practitioner does not know the answer to a question, it is critical that the practitioner states 
that he or she does not know the answer but will look into it and report back. Practitioners 
should not give false information or make up answers for the sake of the participants' well-
being and understanding. It is the responsibility of a practitioner to conduct research, find 
answers, and follow up with participants to ensure that they are receiving accurate information. 

 
Do you want to learn more about what a practitioner can do when dealing with 
a sensitive subject?  

 
The following are examples of appropriate knowledge, skills, and attitudes that an effective 
practitioner should possess: 
 

Knowledge 
 Approaches, theories, and best practices of skills recognition 

 Orientation in a cultural or community setting 

 What is included in the resettlement process, and who is involved? 

 Working with people from various backgrounds: approaches and techniques 

 When to use different techniques and with whom: facilitation strategies and appropriate 

training or interviewing techniques 
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 Assessments of sessions and learning 

 

Skills 
 Body language, voice, tone, and word choice all contribute to effective communication. 

 The ability to quickly learn 

 Using a variety of techniques to engage participants 

 Ability to make sound decisions and act professionally 

 Working with an interpreter requires knowing when to leave time for interpretation, how 

to break down information, and other skills. 

 Understanding, administering, and analyzing assessments 

 Organize your time. 

 Curriculum or lesson planning experience 

 

Attitudes and qualities 
 Motivated and enthusiastic about the job 

 Willingness to work as part of a group 

 Desire to learn 

 Adaptability 

 Energy 

 Unafraid of making or admitting errors 

 In order to grow as a practitioner, she/he must be self-reflective. 

 Compassionate 

 
Practitioners who work with refugees in career counseling and orientation have a unique set 
of skills, knowledge, and attitudes that are necessary when working with refugee and 
immigrant populations. 
 
The following are some of them: 
 Knowledge of the host country's context, resettlement programs, and local 

programs, for example. 
 Cross-cultural communication is when you communicate with people from different 

cultures. 
 Personal insight gained from interacting with or living in other cultures, which aids 

practitioners in understanding some of the challenges that refugees and immigrants 
may face during resettlement. 
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 Respect for people from various backgrounds, as well as a desire to assist others in 
the resettlement and integration process. 

 
 

 
Activity: As a practitioner/trainer, what are some examples of your knowledge, 
skills, and attitudes? Fill in the blanks on the chart. An example is given. 

 

Examples of 
knowledge 

Examples of skills Examples of 
attitudes 

I'm familiar with the 
backgrounds and needs of 
participants who attended 
the sessions. 

I am willing to make 
mistakes and am open to 
constructively discussing 
challenges with others. 

I'm passionate about 
making the sessions as 
effective as possible for our 
participants, and I'm 
committed to doing so. 

   

   

   

 
 
In a session of the program, an effective practitioner should address knowledge, skills, 
and attitudes. 

 
Consider people's backgrounds and cultures. 
First and foremost, practitioners should think about how participants' cultures, backgrounds, 
and personal identities will affect their reactions to training and orientation, as well as 
resettlement. For example, a practitioner might want to learn how participants feel about 
educators, active classroom participation, and the relationship between age and learning. 
Understanding these and other issues can assist practitioners in avoiding potential pitfalls and 
maximizing participant strengths. 
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Use a variety of methods and visual aids to get the message across. 
Second, adults learn best when they are actively engaged in their studies and their 
backgrounds, needs, interests, and learning preferences are considered. Training for refugees 
and immigrants is seen as a form of cross-cultural learning in which new knowledge, skills, 
and attitudes are discussed and compared to those that are already familiar. Practitioners are 
encouraged to use a variety of methods and visual aids because participants bring a variety 
of educational backgrounds and learning preferences to orientation. 
 
Evaluate learning on a regular basis and determine the needs of participants. 
Third, throughout the orientation sessions or programs, the practitioner should continue to 
assess the participants' needs and evaluate what they have learned or already know. 
 
Practitioners who have a thorough understanding of their participants, the core content, the 
context in which they work, and the various types of learning and competencies that lead to 
successful transitions are ready to start planning sessions using the KSA framework. (Chapter 
12. Providing Training and Technical Assistance | Section 4. Conducting a Workshop | Main 
Section | Community Tool Box, 2021) 

 
What kinds of knowledge, skills, and attitudes might you include in a training 
session on the following topics? You'll be given an example. 

 
 
Both new and experienced practitioners should be aware of the following facts about their 
work: 
 
 The program's content and objectives 
 Agendas and training materials currently in use 
 Supervisory, team, practitioner, and participant expectations and responsibilities 
 The practitioner's job description 
 Capacity: to the abilities and commitment of employees, volunteers, and others. 
 Language, culture, age, educational background, diverse needs, sensitive issues, and 

so on are all factors in the group. 
 Timetables and schedules 
 Participants' transportation options and the dependability of these options 
 Materials, websites, partners, space, information, interpreters, and childcare are all 

examples of accessible resources. 

Cultural Awareness and Cross-Cultural Communication 

Cultural awareness is a necessary practitioner skill and an important component of effective 
refugee and immigrant training. A practitioners job is to make sure that everyone understands 
and benefits from the information and skills that are being introduced and discussed, as well 
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as to provide guidance on how to develop attitudes toward these new experiences. These 
people, on the other hand, come from different cultures and backgrounds, and as a result, they 
see things differently. Practitioners who can design and deliver training using their own 
understanding of cultural dimensions and effective intercultural communication skills are far 
more effective. How a practitioner views the world, training, and participants is influenced by 
the cultural lens through which he or she views learning, classroom dynamics, and practitioner 
roles. Practitioners can improve the delivery of all topics by developing and drawing on their 
cultural awareness and competence, allowing participants to better understand and apply the 
knowledge, skills, and attitudes addressed in the training. Practitioners also help participants 
understand their own world views, learning approaches, and adaptation by introducing various 
aspects of cultural awareness during orientation.  
 
Practitioners must first be able to define culture before they can develop cultural awareness. 
Practitioners should then become more aware of their own culture, including who they are and 
what they believe. Finally, a practitioner is prepared to begin studying a new culture. 
 
The steps in learning about a new culture: 

 
Effective training for refugees and immigrants considers at least two cultures at 

the same time, if not more: the participants' culture and the culture of the 
resettlement country. As a result, practitioners must become acquainted with 

the cultures of those who will be participating in the training. 
 

Step 1: Understanding of Culture 
Culture refers to the shared knowledge, beliefs, values, and history that underpin behavior 
patterns within a group of people. Culture can be defined as the way a group of people 
communicate, worship, take care of their health, study, make decisions, socialize, and 
economically and emotionally care for themselves and their families. 
Ideas, values, and beliefs are at the root of these practices. Members of a group begin 
learning about these ways of behaving and thinking as soon as they are born, and this social 
learning continues throughout one's life as society evolves. 
 

Understanding 
of Culture

Cultural 
Awareness of 

Self
Learn About a 

New Culture
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Step 2: Cultural Awareness of self 
To become more culturally aware, the first step is to recognize one's own cultural perceptions 
and beliefs. 
Another useful tool for personal reflection is the Identity Wheel, adapted into the following 
poster. Label each segment of the wheel using the scale shown below to complete the wheel 
(adapted from Goodman and Schapiro, 1997). You may use more than one number to label a 
segment. 

 
 

Is there anything else you'd add to the identity poster to further describe 
yourself? 

Practitioners must be aware of their own cultural norms and beliefs, as well as 
respect others' norms and beliefs. 
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Step 3: Learning About a New Culture 
 

Culture is frequently referred to as an 
iceberg in the field of intercultural 
communication.  
(Source) Only a small part of the 
iceberg is visible at first. Despite the 
fact that the iceberg's greater mass 
is below the surface and unseen by 
most observers, we know it exists. 
Observable cultural habits or 
features are seen in the portion of 
the iceberg that is visible above 
water, as seen in the diagram 
above. The more visible aspects of 
culture and traditions are built on 
and evolve from a group's much 
deeper cultural beliefs and values. A 
newcomer who spends time in an 
unfamiliar culture learns more about 

the culture's unseen aspects over time 
as a result of their experiences within it. 

To the iceberg above, add five items that 
represent the culture you come from. Make sure they're in the right spot: It should be placed 
above water if it is something that a newcomer can see. If it's something that's hidden or would 
take a newcomer a long time to figure out, it should be written below the water's surface. 
What is an example of something that could be written deep beneath the water's surface? 
What is the reason for this? 
 
Demonstrating Respect and Understanding 
Avoiding misconceptions, bias and stereotypes, is the most difficult aspect of learning about 
people from other countries. 
When people make exaggerated assumptions about categories of identity (culture, ethnicity, 
nationality, gender, etc.) based on only a few representative members of the community, this 
is known as stereotyping. It's common to want to categorize and simplify things, but these 
overgeneralizations neglect individual differences and can lead to erroneous conclusions, 
bigotry, and even discrimination. A cultural generalization, on the other hand, is a 
representation of the majority of people in a cultural group's shared beliefs or patterns of 
behavior.  
The table below lists some myths and cultural generalizations, as well as their characteristics. 

https://twitter.com/flashacademy_hq/status/630822227718475780?lang=el
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Stereotypes Cultural generalizations 

Assumptions held unconsciously General characterizations 

Categorizing Shape expectations 

Mentally organizing people Guide our anticipation and attitudes 

Simplistic Are helpful in analyzing cultural patterns 

Culturally learned through family and 
media 

Used as a way to make non-judgemental 
comparisons 

 
Professionals must remember that they are still working with people, many of whom come 
from quite diverse locations and experiences, as they learn about a group of participants and 
identify things they have in common. There are differences among persons who belong to the 
same cultural group. (House, 2021) 
 
Stereotypes must be avoided by both practitioners and beneficiaries. While there 
are numerous generalizations that may be used, each individual is unique. Many refugees 
have been through horrific situations before coming to the United States. Others who have 
suffered trauma (including refugees) may not be able to sympathize with the experiences of 
individual refugees. Practitioners will be able to better modify sessions to meet participant 
needs and views if they understand more about them. 
 
Asking people to speak just for themselves and not for others is a smart method to recognise 
individuals and prevent stereotypes. Practitioners may ask a participant who arrived to the 
United States as a refugee to speak about her or his personal experiences if it is suitable. 
Individuals should be made aware that they are not being expected to speak on behalf of their 
whole ethnic, cultural, linguistic, or religious group, but rather to speak about their own 
personal experiences.   
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Providing Effective Counselling by Using Cultural Awareness 

Orientation practitioners help participants gain specific information, skills, and attitudes about 
culture, cultural adjustment, and intercultural communication. A practitioner who understands 
cultural aspects and a participant's culture can predict how a participant's impressions of life 
in the United States will affect how she or he reacts to service providers and training topics. A 
participant who feels uncomfortable asking questions at a training session or speaking with 
her or his child's teacher about school achievement, for example, may have grown up in a 
society where questioning authority figures is frowned upon. Practitioners can use their own 
cultural expertise to assist trainees better grasp cultural values and dimensions, make 
adjustments, and form stronger bonds. 
  
When working with refugees or immigrants, it is critical to exhibit cultural understanding, 
especially when first entering their house. For example, it could be acceptable to take off your 
shoes, let the oldest person in first, or say a prayer. Practitioners not only show respect for the 
participants by following these practices, but they also provide chances for conversation 
regarding customs, diversity in the United States, cultural norms, contrasts and similarities, 
behavior changes, and cultural adjustment. 
  
In many areas of training and orientation, as well as other aspects of integration, a lack of 
cultural understanding can cause issues. Differing worldviews, communication methods, 
conceptions of equality, notions of acceptable risk, and self-fulfilment are all common cultural 
conflicts. 

  
Each culture has its own set of expectations and standards. Practitioners (and 
others) will gain these skills through time by working with and engaging with 

individuals from other cultures, as well as listening to and observing others. When 
learning about a foreign culture, keep the following points in mind: 
 Is it okay to ask this? 
 Is it suitable to ask in mixed company? 
 May I get this information without asking directly? 
 Does this information have to come straight from the individual, or can I get it from 

someone else? 
  

Dealing with Cultural Adjustment 

When it comes to teaching and counselling refugees and immigrants, practitioners should 
include cultural adjustment in every topic and conversation. Cultural adjustment is a big 
element of relocation and integration. 
As a result, cultural adjustment and cultural shock should be given as session themes, and 
the concepts should be interwoven throughout the training session and program. 
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Practitioners can utilize the following ways to include cultural adjustment into other session 
topics: 
 In a particular subject, ask participants to compare and contrast their prior and present 

experiences (for example, how they went to and from the market in their home country 
and how they do so today). 

 Ask participants to explore how they may conduct things differently in their home 
country compared in the host country (for example, child discipline methods) 

 Discuss with participants the process of cultural adjustment, how it may influence them, 
and how they might feel about it. 

  
Regardless of how cultural adjustment is addressed, practitioners should keep 

in mind that any training provided to refugees and immigrants, whether 
intentional or not, will include cultural adjustment since integration is 

inextricably linked to the process of cultural adjustment. 
 

The U-curve of cultural adjustment 
The U-curve of cultural adjustment is one of the most frequent methods to depict the process 
of cultural adjustment. Sverre Lysgaard, a Norwegian sociologist, presented this theory in 
1955 to characterize the basic stages of cultural adjustment and graphically illustrate different 
degrees of adjustment over time.2 
The U-curve of cultural adjustment is made up of four different stages that occur frequently 
when entering a new culture, whether on vacation or while relocating. (A "W-curve" implies 
that people will go through a similar adaptation process when they return to their home culture, 
which is commonly referred to as "re-entry shock.") The following four stages of adjustment 
are described by Lysgaard's hypothesis: 
 
The U-curve, in a nutshell, depicts the highs and lows of adapting to a new environment: the 
visitor begins at the top of the U, when everything is thrilling and new. They probably find a 
cause to photograph road signs, every meal they consume, and every structure they pass by 
at this point. For whatever reason, they believe that the coffee in their host nation tastes 
completely different from the coffee they drink at home. They'll want to listen to every local say 
even the littlest things simply to get a sense of their accent. 
 

 
 
2 Morissey, E., 2021. The U-Curve of Cross-Cultural Adjustment. [online] Arcadia Abroad. Available at: 

<https://studyabroad.arcadia.edu/blogs/student-bloggers/post/the-u-curve-of-cross-cultural-

adjustment/> [Accessed 5 October 2021]. 
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Soon after this initial stage, they'll 
experience culture shock. This is the 
point at which they notice their host 
country's coffee lacks something that 
their home coffee does. They'll begin 
to want meals from home. Because 
their buddies aren't around to enjoy 
this experience with them, they could 
be in pain. While this was exhilarating 
at first, they may begin to desire the 
comforts of home as they get lonely, 
disoriented, and angry with how 
radically different their host nation is. 
 
In the third stage, they'll gradually 
learn to accept the new culture they're 
in and make their way up the U-shape. 
They could start to feel like a "local" if 
they frequent a certain coffee shop 
(can they tell coffee was a big part of 
their trip to Edinburgh?) as well as 
setting up a regular study area on 
campus This level is distinguished by 
the fact that they begin to understand the “why” behind a culture. They'll begin to comprehend 
and see things from a local's viewpoint. 
 
The third stage of the U is continued in the final stage, which is more of a straight line than a 
continuous upward curve of a U. They'll get to a point where they're comfortable and confident 
navigating their host nation, and they'll start calling it "home." (Morissey, 2021) 
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A Final Note  
 

The REC userguide was designed to assist practitioners with the usage of tools for validation 
as well as instructions on how to utilize the REC material listed in the Appendix. It provides 
suggestions for how training may be arranged, as well as operational recommendations for 
enabling practitioners to provide migrants and refugees with the tools they need to recognize 
and validate their non-formal abilities. 
 
This e-book was designed for service providers who deal with refugees internationally or 
locally. Practitioners (or case workers/managers) who deliver training and orientation, 
supervisors or training coordinators, and those who deliver orientation, such as volunteers, 
interns, other resettlement support staff, other service providers, and community members, 
can all benefit from it. 
 
Counselling and skill-recognition programs offer the foundations for refugees and immigrants 
to begin their adjustment processes and journeys toward self-sufficiency. This e-book contains 
several suggestions that we hope will prompt program staff and practitioners to rethink the 
aims of their training and how they might enhance orientation and counseling sessions. 

  

Back to the contents ↑   



Errore. Per applicare Heading 2 al testo da visualizzare in questo punto, utilizzare la 
scheda Home. 

35 

Appendix 

Handouts and Worksheets 
 
 

Annex 1 - TRANSVERSAL SKILLS 
 
 

 
 

IMPLEMENTATION 
SKILLS 

RESULTS ORIENTATION 
ACCURACY 

AUTONOMY 
PROACTIVITY 

PROBLEM SOLVING 
TIME MANAGEMENT 

CREATIVITY 
 
 

COMMUNICATIVE 
and  RELATIONAL 

SKILLS 

INTERPERSONAL COMMUNICATION 
TEAM WORK 

EMOTIONAL SELF-CONTROL 
ASSERTIVENESS 

RELATIONAL COMPETENCES 
PUBLIC SPEAKING 
PERSUASIVENESS 

 
 

EFFICACY 
COMPETENCES 

FLEXIBILITY 
SELF-AWARENESS 

SELF-EFFICACY 
RESISTANCE TO STRESS 

OPENNESS TO CHANGES 
ORGANISATIONAL AWARENESS 

SENSE OF BELONGING TO THE ORGANIZATION 
 
 
 

MANAGEMENT 
SKILLS 

LEADERSHIP (OF THE GROUP) 
DEVELOPMENT OF OTHERS 

DELEGATION 
STRATEGIC VISION 
DECISION-MAKING 

NEGOTIATION 
CONFLICT MANAGEMENT 

PLANNING AND MONITORING 

Back to the contents ↑   
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IMPLEMENTATION SKILLS 

 
Behavioural modalities that characterize the predisposition of the person to 
act in the organizational reality, in order to organize, execute and carry out 

effectively their activities. 
 
 
 
 
 

RESULTS ORIENTATION 
ACCURACY 

AUTONOMY 
PROACTIVITY 

PROBLEM SOLVING 
TIME MANAGEMENT 

CREATIVITY 



Implementation Skills 
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RESULTS ORIENTATION 
 

Ability to meet the work objectives, having clear priorities and being able to make concrete 
and effective decisions at the right time. 

Impulse to improve and meet a standard of excellence, which gives rise to a continuous 
improvement of the performance. 

 
 
 

 
HIGH 

I have a high impulse to meet high objectives and working standards.  
Pragmatic, in carrying out my work, I am accurate and organized: I proceed with 
order and method, defining priorities and making effective decisions at 
appropriate time. I am oriented to always improve his performance. 

MEDIUM 
HIGH 

 

 
MEDIUM 

Quite accurate and organized, I have a good impulse to satisfy my own 
objectives and standards. I tend to carry out the tasks assigned to me defining 
priorities and making decisions at the right time. 

MEDIUM 
LOW 

 

 
LOW 

Not very accurate and organized, I give little importance to order and precision, I 
tend to provide poor quality results. I also encounter difficulties in promptly 
finding solutions to problems and making decisions. 
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ACCURACY 
 

Attention to order and quality: the need to reduce uncertainty in the surrounding work 
environment, by regularly carrying out work audits to prevent errors and to ensure compliance 

with a good level of final results. 
 
 
 

 
HIGH 

I carry out a high quality work applying the procedures in a rigorous way and 
correctly using the available tools. I constantly monitor  my own activities and I 
keep track of the progress of my activities. I check project with respect to critical 
issues and deadlines. 

    MEDIUM HIGH  

 
MEDIUM 

In general, I carry out work of intermediate quality, which may require 
intervention by others. I check quite regularly the progress of the work and 
projects against critical issues or deadlines. 

    MEDIUM LOW  

 
LOW 

I work in an approximate way: I can only sometimes apply the procedures correctly 
and use the tools available.  I rarely checks the quality of my work and the progress 
of projects against critical points or deadlines. 
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AUTONOMY 

 
Ability to give oneself working methods and to organise and conduct one's own work 
independently. Being able to self-activate without the need for external stimuli or controls. 
 
 
 
 

 
HIGH 

I identify on my own the times and methods with which to effectively manage my 
own work activity. I carry out my work independently and self-sufficiently, 
organizing  my own activities and self-regulating myself. 

MEDIUM HIGH  

 

MEDIUM 

I do not always identify on my own the times and methods with which to manage 
a task. I carry out the looking for the support of others, after external input 
and/or reassurance. 

MEDIUM LOW  

 
LOW 

I am often unable to give myself the time and means to carry out the activities 
that are assigned to me. I carry out my work by constantly looking for input 
and/or external reassurances. 
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PROACTIVITY 

 
 
Ability to seek opportunities, take the initiative in improving current circumstances or creating 

new ones and persevere in trying to bring about significant change. To act on one's own 
inspiration, to carry out tasks before they are required, to invent new ways of doing things 

and to conclude tasks or processes differently. 
 
 

 
 

HIGH 
I look for stimuli, opportunities for improvement and improvement of my work 
and organization, I often spontaneously propose ideas, observations, 
interpretations and solutions, even innovative. I act by involving myself and the 
others in extra efforts. 

MEDIUM HIGH  

 
MEDIUM 

Sometimes I present my ideas, observations, interpretations, solutions or 
questions to understand the organizational reality and events. I activate myself, 
sometimes taking on extra assignments. 

MEDIUM LOW  

 
LOW 

I tend not to expose myself, not proposing my own ideas, observations, 
interpretations, solutions or questions to understand the organizational reality 
and events. I tend to avoid facing situations and taking advantage of opportunities; 
I do not actively seek stimuli that allow the improvement of my work and 
organization. 
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PROBLEM SOLVING 
 
 

Ability to identify and understand the essential aspects of problems in order to be able to 
define priorities, assess significant facts, develop possible solutions using both experience 

and creativity, so as to arrive in a reasonable time to an effective solution. 
 
 
 

 
HIGH 

I quickly identify the problem and places within a specific framework of 
reference; I am also able to identify the most effective solution, correctly defining 
the priorities for action and structuring the actions to be taken. 

MEDIUM HIGH  

 
MEDIUM 

Respecting the deadlines, I am able to grasp the problematic nature of the context 
and to analyze its characterizing elements, but the solutions identified are 
sometimes poorly structured and not always suitable. 
 

MEDIUM LOW  

 
LOW 

Often I have difficulty in identifying with precision the nucleus of the problem, 
failing in the analysis of the aspects that characterize it and proposing solutions in 
extended times. Consequently, I do not find an effective and functional solution. 
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TIME MANAGEMENT 

 
 
Ability to use time efficiently and effectively, identifying priorities in terms of importance and 
urgency. Ability to establish working times consistent with the objectives to be achieved and 

the resources available. 
 
 
 

 
 

HIGH 
Assign to myself and to my collaborators (if required by the role) in an effective 
and efficient way the working time on the basis of priorities and objectives to be 
achieved. I can draw up a long-term action plan, respecting deadlines. 

MEDIUM HIGH  

 
MEDIUM 

I have a discreet ability to manage my work and my employees (if required by the 
role) over a medium-term period of time. I do not always correctly identify 
priorities and therefore I find it difficult to meet deadlines. 

MEDIUM LOW  

 
LOW 

I have obvious difficulties in managing my own work time and that of my 
collaborators (if required by role). I tend not to identify priorities and not to 
respect deadlines, even short-term ones. 
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CREATIVITY 

 
 

Ability to analyse and combine existing information in order to generate new information. 
Ability to imagine and propose original ideas and different from those already in use, from 

which to derive application elements even unconventional. 
 
 

 
 

HIGH 
I have an excellent ability to analyze the available information and  I can 
spontaneously and enthusiastically propose news and unconventional ideas, 
different from those already in use and planned up to that time. 
 

MEDIUM HIGH  

 
MEDIUM 

I have a good capacity to analyse the available information and sometimes I can 
spontaneously propose unconventional ideas, different from those already in use 
and foreseen up to that moment. 

MEDIUM LOW  

 
LOW 

I have little capacity to analyse the available information, I almost never know how 
to propose alternative and unconventional ideas, tending to propose those already 
in use and consolidated. 
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COMMUNICATIVE/RELATIONAL SKILLS 

 
Ability to communicate effectively and to establish positive relationships and 

collaborate with different interlocutors, by understanding the specific 
characteristics of the other, the context and the relationship in which a 

communication takes place. 
 
 
 
 

INTERPERSONAL COMMUNICATION  
TEAM WORK 

EMOTIONAL SELF-CONTROL 
ASSERTIVENESS 

RELATIONAL COMPETENCES  
PUBLIC SPEAKING 
PERSUASIVENESS  

INTERPERSONAL COMMUNICATION  



Communicative/Relational 
Skills 
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INTERPERSONAL COMMUNICATION 

 
Ability to use verbal language and non-verbal expression (gestures, tone of voice, etc.) 
effectively in relation to the different purposes of communication and depending on the 

context. 
Ability to inform and present facts and one's own point of view, to gather information, to 

convince, to motivate and to interest. 
 

 
 

 
 
 

HIGH 

I have a fluid and articulated communicative style even in new and complex 
contexts. I understand the positions of the other and easily manages the 
contradictory. I actively listen: I ask questions, rephrase appropriately and manage 
both verbal and non-verbal aspects of the message with mastery.  
I reformulate my thinking based on feedback received. 
 

MEDIUM 

HIGH 

 

 
 

MEDIUM 

I express a communication that is not always effective in terms of content, with 
relevant arguments and expressed in a fairly clear way, with the right balance of 
analysis and synthesis. I use adequate methods to solicit and manage 
communication exchanges with the interlocutors in habitual and non-complex 
contexts. I have a discreet ability to express my opinion on the positions of others, 
sometimes accompanying it in a non-verbal manner consistent with what it says. 

MEDIUM  

   LOW 

 

 
 

LOW 

If I can, I tend to avoid situations of communicative exchange: in fact, in 
discussions I remain on the sidelines or stop speaking if interrupted; when I 
intervene, I do so in a confused and disorderly manner, with incomplete 
communications in content and unclear for the receiver. Often I tend to manifest 
a communication that is not that's inconsistent with what I’m saying. 
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TEAM WORK 

 
 

Ability to work together and cooperate towards common goals. Ability to recognise and value the 
resources of others within the group.  Ability to functionally adapt to the needs of the group, 

actively participating and tuning in to the group. 
 
 

 
 
 

HIGH 

He cooperates with the group, sharing information and resources, and promoting a 
harmonious and cooperative environment.  He is able to actively involve all members 
of the group to achieve common goals. Can adapt to the needs of the context, 
modulating his contribution effectively. 

MEDIUM 
HIGH 

 

 
 

MEDIUM 

Sufficiently able to cooperate with others to achieve the common goals of the group. 
He is willing to activate a collaborative team spirit among the members of the group 
but does not always succeed in his intent. He is able to make different contributions 
but he is not always able to adapt them to the needs of the group. 

MEDIUM 
LOW 

 

 
 

LOW 

Manifest difficulty in working in a group, participating with detachment in the 
activities. Does not promote a positive atmosphere by hindering dialogue. Does not 
always perceive the sense of belonging to the group and is recognized in it. He has 
difficulties to differentiate their contributions according to the situation. 
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EMOTIONAL SELF-CONTROL 

 
Ability to effectively handle positive and negative emotions in different situations. Ability to 

master impulses and react in a balanced way even in stressful situations. 
 
 
 
 
 
 

 
 

HIGH 

He is thoughtful and patient, self-reliant and respectful of others. He delivers quality 
performance with serenity and calm, even in stressful moments. He can handle his 
own emotional reactions. 
 

MEDIUM 
HIGH 

 

 
 

MEDIUM 

He is quite tolerant of others and has a good ability to manage her emotions. 
Sometimes he is able to regulate himself in the expression of his own emotions. 

MEDIUM 
LOW 

 

 
 

LOW 

He appears impulsive and not very tolerant towards others. He often lets himself 
be overwhelmed by his own moods and emotions. 
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ASSERTIVENESS 
 
 
Ability to assert one's points of view without overriding others or being overridden, respecting 
individuality and showing openness and willingness to review, if necessary, one's positions. 

 
 
 
 

 
 

HIGH 

He is open to confrontation with other people and to understanding the points of 
view of others. He has the ability to assert  his views without prevailing or being 
prevailed. Manifests his agreement and disagreement with the opinions of 
others, expressing himself with sincerity, conviction and conciseness and 
understanding the point of view of the other. 

MEDIUM HIGH  

 
 

 MEDIUM 

He is aware of the legitimacy of his own opinions, which do not necessarily 
coincide with those of others, but he is not always able to express them 
effectively. In a relational context, he sometimes proves to be accommodating if 
he believes that they can trigger a conflict or, alternatively, if he cannot find a 
space for confrontation with the other, he is overwhelming. 

MEDIUM 

LOW 
 

 
 

LOW 

He tends to show difficulties in expressing his point of view and defending it; he 
tends too much to be compliant and to behave in a submissive and easily 
influenced way. Alternatively, he tends to impose his ideas in an authoritarian 
way or with little willingness to confront. Interpersonal relationships are 
experienced with anxiety and aggression. 



Communicative/Relational 
Skills 
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RELATIONAL COMPETENCES 
 
Ability to listen carefully and understand each other's point of view and to respond to feelings 

and moods, even if not manifested or partially expressed. Ability to build relationships with 
ease based on mutual respect and considering one's own needs and those of others. 

 
 
 
 

 
 

HIGH 

He tends to establish good relationships with others based on mutual respect and 
friendliness; he knows how to listen to people, perceiving their feelings and 
moods. He makes people feel easily at ease and knows how to meet the needs of 
others, even sacrificing his own when necessary. 

MEDIUM HIGH  

 
 

MEDIUM 

He knows how to listen to others and is quite willing to accept what others hear 
and manifest. He tends to act towards others with a certain attention and 
availability, managing relationships in a balanced way; he is not always willing to 
sacrifice his own needs to meet those of the other. 

MEDIUM 
LOW 

 

 
 

LOW 

He has difficulty listening to others and fully understanding their moods, often 
showing a lack of communication and helpfulness. He gives priority to his own 
priorities and interests, and because of this inclination he can run the risk of 
developing difficult relationships. 



Communicative/Relational 
Skills 
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PUBLIC SPEAKING 

 
 

Ability to give a speech in front of numerous and diversified interlocutors, organizing 
adequately the proposed arguments, transmitting with security and effectiveness its own 

ideas and giving a sense of trust and authoritativeness. 
 

 
 
 

HIGH 

A charismatic and enthralling speaker, he is able to give a speech in front of many 
different interlocutors, convincingly and persuasively transmitting his ideas. He 
adopts a register that is consistent with the context and comprehensible to 
others. He is at ease in front of his audience, with whom he interacts by 
transmitting and managed to actively involve him. 

MEDIUM HIGH  

 
 

MEDIUM 

He can make a speech in front of different interlocutors, organizing the proposed 
arguments in an appropriate way and transmitting the message in an unclear way. 
He doesn't always seem serene and relaxed in front of his audience, with whom 
he sometimes has difficulty in tuning in. 

MEDIUM 

LOW 
 

 
 

LOW 

As he speaks to a variety of people, he can get anxious and feel overwhelmed by 
his emotions. He is insecure and poorly understood in communication, presenting 
arguments in a disorderly and inconsistent way. He does not interact with its 
audience, with whom he has difficulty establishing a bond. 



Communicative/Relational 
Skills 
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PERSUASIVENESS 

 
Ability to have a specific influence or effect on others, so as to persuade them or induce 

them to adhere to their ideas. 
 
 
 
 
 

 
 

HIGH 

He shows patience, tenacity and determination in negotiations and knows how 
to calibrate his initiatives well according to the interlocutors and situations.  
To achieve the desired effect, he applies multiple strategies of influence, 
sometimes forming coalitions and alliances with other people and experts to 
promote wide-ranging actions of support to their ideas. He allows information 
and news to be filtered or intercepted to obtain specific effects, thus succeeding 
in structuring situations to encourage desired behavior. 

MEDIUM HIGH  

 
 

MEDIUM 

He shows a discreet ability in the choice and modulation of the communicative 
style and arguments in order to influence others, sometimes failing in his intent. 
He does not always adopt the most effective strategy and/or he knows 
move to create alliances/coalitions. 

MEDIUM 
LOW 

 

 
 

LOW 

He has little skill and patience in dialectical confrontation and is incapable of 
adopting the best strategies to succeed in having the desired effect on the 
behavior of others. He does not show sufficient speed and sharpness of reflexes in 
grasping the weak points of the interlocutor's argument, thus wasting the 
opportunity to successfully assert his point of view. 
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EFFICACY COMPETENCES 

 
The ability of the individual to effectively regulate his own conduct in relation to 

the context and others. They include the ability to manage emotions, self-
assessment of oneself, inner resources and limitations, and the ability to cope 

with new situations. 
 
 
 
 

FLEXIBILITY 
SELF-AWARENESS 

SELF-EFFICACY 
RESISTANCE TO STRESS 
OPENNESS TO CHANGES 

ORGANISATIONAL AWARENESS 
SENSE OF BELONGING TO THE ORGANIZATION 



Efficacy Competences  
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FLEXIBILITY 

 
Ability to adapt to the context and to different situational demands: it implies knowing how to 

deal with situations, problematic or not, in order to achieve the expected results. 
 
 
 

 
 
 

HIGH 

He responds to the demands of the context, adapting his behavior and changing 
it over time. This is supported by an open-mindedness that allows the person to 
understand the environment and act accordingly in a functional way.  
Therefore, he is willing to give up old assumptions to take advantage of the 
opportunities that the context offers. 

MEDIUM HIGH  

 
MEDIUM 

He is flexible enough to change its behaviour by implementing actions other than 
those previously thought of, depending on the evolution of the situations. 

MEDIUM LOW  

 
LOW 

Not very inclined to adapt to the context and to respond in a manner consonant 
with the requests. He prefers to act in known and routine contexts, characterized 
by well-defined procedures. 
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SELF-AWARENESS 

 
Ability to recognise one's own abilities, limits and emotions and their effects on one's own 

behaviour, performance and ability to make decisions. 
 
 

 
 
 

HIGH 

He frequently reflects on himself and is aware of his own emotions. He has a 
realistic perception of his own abilities and of his own areas of criticality and 
improvement. In general, he recognizes the impact that behaviours can have on 
himself and on people. 

MEDIUM 
HIGH 

 

 
MEDIUM 

In general, he has a good knowledge of his own potential and areas for 
improvement. He has a tendency to reflect on himself and on his own emotions 
but he is not always able to predict the effects of his own behaviour on himself 
and about other people. 

MEDIUM 
LOW 

 

 
LOW 

He does not show a deep knowledge of his own emotions and is sometimes 
unaware of the consequences of his own behaviour on himself and on other 
people. He has little knowledge of his own strengths and weaknesses. 
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SELF-EFFICACY 

 
To be confident of one's own abilities, necessary to arrive at the best possible conclusion to 

a given task. 
 
 
 

 
 

HIGH 

Confident of himself, of his actions and abilities, he has a high self-esteem, a self-
motivation oriented to excellence that allows him to carry out his activity 
effectively, even in the presence of uncertainties and pressures. He is able to cope 
with different situations and does not give up in the face of difficulties. 
He does not generalize defeats and victories, attributing them to the right causes. 

MEDIUM 
HIGH 

 

 
MEDIUM 

Pretty confident. He has a reasonable self-motivation and self-esteem in relation 
to the performance of his activities. He is quite confident in the ability to cope 
with situations and solve critical issues. 

MEDIUM 
LOW 

 

 
LOW 

He has little self-esteem and is perceived as little able to solve the problems he 
encounters in the performance of his activities. He has a low self-motivation and 
has a tendency to surrender easily at the first difficulties. 
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RESISTANCE TO STRESS 

 
 
Ability to manage situations related to their role characterized by a significant level of stress, 

putting in place resources that still allow to achieve an effective performance. 
 

 

 
 
 

HIGH 

He has a high capacity to handle situations characterised by a high level of stress 
by implementing successful actions in adequate time. He is able to cope with 
unforeseen and has a good tolerance in critical situations and / or little clear. 
 

MEDIUM 
HIGH 

 

 
MEDIUM 

He is usually able to handle stressful situations, or situations characterized by 
uncertainty and ambiguity. He has sometimes difficulties to identify action 
strategies and/or to to implement them in an effective manner and on time. 

MEDIUM 
LOW 

 

 
LOW 

Often, he has difficulties in dealing with stressful situations, often letting himself 
be overwhelmed by the same. He is not able to identify and choose the best 
strategy to manage the situation. 



Efficacy Competences  

 
57  

 
 
 

 
OPENNESS TO CHANGES 

 
Ability to trigger, manage and respond to change. To be open to receiving new information, 
renouncing old assumptions and changing the way you work in the face of new situations. 

 
 
 

 
 
 

HIGH 

He is inclined towards innovation, he is able to face new situations with 
enthusiasm and he knows how to recognise the need for change.  
He tends to stimulate others to change as well, passing on to them the 
importance of change. 

MEDIUM HIGH  

 
MEDIUM 

He is able to cope with change in a serene way; however, he may not always be 
able to recognize the benefits of the changes themselves, to which he is  
sufficiently committed. 

MEDIUM LOW  

 
LOW 

Conservative, he prefers to operate in protected environments over which he can 
easily have control. He is very difficult to face new contexts with serenity and to 
accept changes promptly. 
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ORGANISATIONAL AWARENESS 

 
Ability to realistically perceive the implicit mechanisms that govern the organization, easily 
recognizing the essential social networks and the underlying social and political dynamics. 

 
 

 
 

 
 

HIGH 

Can correctly interpret the fundamental power relations of the organization, 
identifying in a realistic way the essential social networks and the underlying 
social dynamics and unofficial power centers. He has a keen perception of the 
informal structure of the organization, which allows him to accurately interpret 
situations and thoroughly understand organizational problems. 

MEDIUM HIGH  

 
MEDIUM 

He is generally able to interpret in an appropriate way the informal procedures of 
the organization and the fundamentals that govern power relations, even those 
of a more implicit nature. 

MEDIUM LOW  

 
LOW 

He has little ability to interpret the dynamics of organization, formal and 
informal, not being aware of the essential social mechanisms and networks on 
which the organisation is based. 
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SENSE OF BELONGING TO THE ORGANIZATION 

 
Feeling part of an organizational whole; reasoning in terms of "we" and recognizing the 
organisation as part of one's professional identity (recognising oneself in the identity of the 
organisation). 
 
 

 
 

 
 

HIGH 

He identifies himself with the organization and is loyal to the company for which 
he shows a high level of trust. Highly motivated in his work, he knows the 
company's values and fully shares them. He is willing to engage in extra efforts, 
which involve a strong emotional investment, as well as energy and resources.  
 

MEDIUM HIGH  

 
MEDIUM 

He identifies only in part with the organization for which he shows a fair amount 
of trust. On average, he is motivated to do his job, knows the company's values 
and shares them only in part, committing his energy and resources to achieving 
organizational goals, within the limits of his duties and role-related 
responsibilities. 

MEDIUM 

LOW 
 

 
LOW 

Does not always identify with the organization and share limitedly corporate 
objectives, strategies and values. Poorly motivated, he expresses the minimum 
effort to carry out its activity. 
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MANAGEMENT SKILLS 

 
The ability to interact fluidly with others, acting as a point of reference and 

exerting influence skills aimed at achieving specific objectives or effects on the 
context and on others. 

 
 

LEADERSHIP (OF THE GROUP) 
DEVELOPMENT OF OTHERS 

DELEGATION 
STRATEGIC VISION 
DECISION-MAKING 

NEGOTIATION 
CONFLICT MANAGEMENT 

PLANNING AND MONITORING 



 

Management Skills 
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LEADERSHIP (OF THE GROUP) 

 
 

Ability to lead a group in a shared direction, with enthusiasm and energy, stimulating team 
motivation and supporting professional growth; ability to set goals, manage activities and time 

of themselves and others; ability to manage group dynamics, even conflicting ones. 
 

 
 

HIGH 

He is very effective in guiding and motivating individuals and groups. He infuses 
enthusiasm and energy, succeeding in pushing individuals or an entire group in a 
certain direction, valuing their growth. He sets an example for others, knows how 
to give support and manages the dynamics related to formal and informal 
hierarchies in constructive way. 
 

MEDIUM 

HIGH 

 

 
 
 

MEDIUM 

He is quite capable of guiding and motivating individuals and groups. He infuses 
a certain enthusiasm and energy, which in some situations can push the individual 
or group to achieve good performance. It does not always have the ability to 
direct people in the desired direction. 
He is a person who is quite oriented towards the development of others but 
sometimes he is not of the all effective in providing support.  

MEDIUM LOW  

 
LOW 

He is poorly effective and not very energetic in guiding people and groups, from 
which has difficulty being recognized. He tends to give little value to the people 
around him and shows little ability to inspire and motivate them. 
 



 

Management Skills 
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DEVELOPMENT OF OTHERS 

 
 
Ability to enhance, motivate and evaluate employees, identifying specific development levers 

consistent with the skills possessed and the training needs of each, thus promoting 
professional growth and the involvement of its employees. 

 
 
 
 

 
 

 

HIGH 

Within the group, he recognizes the skills and contribution of individuals to 
problem solving and fosters a climate of confrontation and trust. He carefully 
assesses the skills and attitudes of employees, plans the development of group 
members by promoting targeted growth experiences, and assigns activities while 
leaving them with the right degree of autonomy. He effectively uses feedback, 
both positive and negative, with its employees, and provides them with 
encouragement and support in times of difficulty. 

MEDIUM 

HIGH 

 

 

 

 

MEDIUM 

He is quite aware of the individual characteristics of his collaborators, even if 
sometimes he has difficulties in planning development actions and in allowing 
spaces of working autonomy with a view to promoting growth. Only in some cases 
does it provide effective feedback and it is not always possible to maintain a serene 
working environment. 

MEDIUM 

LOW 

 

 

LOW 

He is generally not able to recognize the characteristics of its employees and, 
consequently, to value them. He often finds it difficult to manage the work of 
others, considering autonomy as a tool for growth. He does not recognise the 
importance of motivation and feedback, to the detriment of the working group's 
climate.  



 

Management Skills 
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DELEGATION 

 
Ability to identify the appropriate people to whom to entrust activities and responsibilities, 

clearly communicating the objectives and margins of autonomy of the delegation. 
 Ability to effectively manage the relationship and motivation of the delegate, exercising 

supervision in a balanced manner and offering trust and support in critical and unforeseen 
situations. 

 
 
 
 

 
 

 
HIGH 

He is able to identify the people to whom to entrust activities and responsibilities, 
clearly communicating objectives and granting them adequate freedom of action. 
Can monitor the activity of others while maintaining the right balance without 
invade the autonomy of others. He motivates its delegates and offers trust and 
support in critical situations. 

MEDIUM HIGH  

 

 

 
MEDIUM 

He is not always able to assign activities to the right people, based on their skills, 
and it does not always communicate all the information clearly. He tends to 
delegate routine and not particularly relevant activities. In some cases he cannot 
respect the margins of assigned autonomy, exercising control disproportionate in 
excess or at fault. He does not always motivate his delegates and offers support. 

MEDIUM LOW  

 
LOW 

He tends not to assign activities to the right people, based on their skills, and 
communicates the necessary information with a lack of clarity. Tends to distribute 
activities ineffectively, exercising a style of authoritarian and excessively 
controlling, or showing a propensity to delegate in a controlled way. Does not 
recognize the value of motivation and support. 
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STRATEGIC VISION 

 
Ability to have an overall view of respective work and organization, knowing how to place the 

dynamics in the organizational context of reference.  
Ability to formulate hypotheses and future scenarios in order to anticipate the evolution of 
phenomena, identify and select changes by predicting the trends and evolutions of reality. 

 
 

 
 

 
HIGH 

He has an overall view of his work, processes and the different objectives to be 
achieved: he is activated in first person to have a realistic perception of the 
organizational structure, placing the dynamics in the context of reference and 
anticipating the repercussions, including those related to the long term. 

MEDIUM 

HIGH 

 

 

 

 
MEDIUM 

He has a summary vision of his work, processes and the different objectives to be 
achieved: he does not always activate himself to have a realistic perception of the 
organizational structure, and sometimes struggles to place the dynamics in the 
context of reference. In some cases, he is able to anticipate the relapses, limiting 
himself to the medium term. 

MEDIUM 

LOW 

 

 
LOW 

He has a limited vision of his own work and of the organizational structure and he 
has difficulties in activating himself in order to have a realistic perception of it. Very 
focused on the present, he is generally not able to anticipate future scenarios. 
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DECISION-MAKING 

 
Ability to choose independently between different alternatives and to make effective final 

decisions, through the analysis and synthesis of data and information, even in conditions of 
uncertainty and complexity. 

 
 
 

 
 

 
HIGH 

He is able to analyse the context, carefully evaluate and choose between various 
alternatives and to make effective decisions on the basis of the objectives to be 
achieved, even in complex and uncertain situations. He is able to prevent critical 
issues and anticipate the effects of its decisions on the context. He takes on the 
burden and commitment of making decisions that must be taken even if they do 
not fall within its sphere of responsibility. 

MEDIUM 

HIGH 

 

 

 

 
MEDIUM 

He is not always able to read and interpret the context.  Sometimes he can 
evaluate and choose between various alternatives and does not always make 
effective decisions in relation to the objectives to be achieved.  He generally 
makes decisions in routine and uncomplicated situations, with marginal 
repercussions.  Sometimes he tends not to take on the burden and commitment 
of making decisions, even if they fall within his sphere of responsibility.  

MEDIUM 

LOW 

 

 
LOW 

He often fails to read and interpret the context, misrepresenting the situations. 
He has difficulty in choosing alternatives, leaving the responsibility for making 
decisions to others. He generally focuses on simple situations, limiting himself to 
superficial evaluations and often his decisions can be late and ineffective. 



 

Management Skills 
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NEGOTIATION 

 
Ability to take advantage of existing negotiation margins to achieve a positive result, finding a 

balance between the personal objectives set and the limits imposed by the interlocutor. 
Ability to identify the possibilities of agreement between the parties, accepting new positions 

in order to conclude the negotiations in the best way. 
 
 
 
 

 
 
 

HIGH 

He has excellent persuasive skills: he has clear objectives and possible margins for 
negotiation, he adapts flexibly to the evolution of the comparison, as well as to 
any unforeseen and styles adopted by the interlocutor. To influence others, it 
uses complex strategies and tools of persuasion, even indirect, directing the 
requests of the interlocutor within the margins set. 

MEDIUM HIGH  

 
 
 

MEDIUM 

He has some persuasive capacity: he has quite clear his objectives but less the 
possible margins for negotiation. He is difficult to adapt to the unexpected 
evolution of the confrontation and to the styles adopted by the interlocutor. To 
influence others, he prefers to establish strategies based on concrete facts, such 
as facts, examples, practical demonstrations. 

MEDIUM LOW  

 
LOW 

He has ineffective persuasive capacities: he does not always have clear objectives 
and possible negotiation margins. He hardly ever adapts to the unexpected 
evolution of confrontation and to the styles adopted by the interlocutor, often 
letting himself be influenced by others. He tries to influence others, using mainly 
simple and inflexible strategies, which are unlikely to have the desired effect on 
the interlocutor. 
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CONFLICT MANAGEMENT 

 
 

Ability to identify the elements that can produce conflict and to ensure that they are 
prevented, avoiding tensions. In case of conflicts, it implies knowing how to deal with the 
conflict in a determined and constructive way, maintaining calm, balance and tolerance. 

 

 
 
 

 
 

HIGH 

He works to create a good relational climate, strengthening morale and 
cooperation and anticipating possible conflict situations. In situations of conflict, 
both individual and group, mitigate tensions. Productively brings out latent 
conflicts and gives feedback to unravel them. He builds agreements even in 
complex situations, acting directly or involving others in making extraordinary 
efforts to effectively resolve disputes. 

MEDIUM HIGH  

 
 
 

MEDIUM 

Generally works to create a good relational climate, sometimes succeeding in 
anticipating possible conflict situations. In situations of conflict, both individual 
and group, he is generally able to ease tensions, acting directly but sometimes 
failing to involve others in making efforts in this direction. 

MEDIUM LOW  

 
LOW 

He doesn't care about creating a peaceful relational climate. In situations of 
conflict, with strong interlocutors can be silent, not expressing their opinion, or, 
vice versa, become aggressive, raising the tones of voice, causing others or 
by closing the discussion. 
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PLANNING AND MONITORING 

 
 
Ability to correctly distribute tasks and responsibilities, to set priorities, to balance results and 

available resources, to articulate work times and actions in line with the objectives to be 
achieved, ensuring constant monitoring. 

 
 
 
 

 
 

 

HIGH 

He effectively plans its own work and that of his employees, setting challenging 
but achievable objectives in terms of available resources and time, and 
monitoring the progress of the plan. Can recognize priorities and anticipate and 
manage unforeseen events, re-planning activities if necessary.  
Establishes official monitoring and verification (meetings, reports, ...). 

MEDIUM HIGH  

 

 

 

MEDIUM 

He plans his own work and that of his employees discreetly, sets objectives but is 
not always able to balance workloads and timetables. Sometimes he does not 
recognize the importance of monitoring and therefore it is not always punctual in 
setting up official monitoring and verification moments (meetings, reports, ...).  
He is not always able to effectively manage priorities, emergencies and actions 
previously established. 

MEDIUM LOW  

 

LOW 

Often he does not effectively plan his own work and that of his employees, he 
works exclusively on urgency or on factors that do not take priority over the tasks. 
It proceeds in a disorderly and disorganised manner, assigning incorrect tasks and 
priorities to employees and concentrating exclusively on emergencies. It rarely 
creates formal monitoring and verification moments. 
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Annex 2 - SELF-DESCRIPTION 

Here is a list of adjectives or definitions (words to say how you are): Choose 4 right adjectives for you (write 
X in the box) If you don't know the meaning of some words well ask the consultant (tutor, teacher, teacher) 
without any problems 

  
I like to do the same thing all the time  

You can count on me  

Aggressive  

Cheerful  

Anxious (I worry a lot)  

Active (I don't like being without doing anything)  

Authoritative (when I speak, people will 
listen to and follow my advice) 

 

Solve the unexpected (when something new 
happens, which I don't know, I immediately 
understand what I have to do on the spot) 

 

Chatting (I like talking a lot)  

Collaborative (I like to do things together with 
other people) 

 

With manual skills (I can do many things 
with your hands) 

 

Brave (I'm hardly ever afraid)  
Creative - Rich in imagination (I have 
fantasy) 

 

Curious (I like to learn and discover 
new things) 

 

Defend your ideas (if I think one thing, I don't 
change my mind easily and tell others without 
problems) 

 

Available to listen to (I like to listen to other 
people's stories and thoughts) 

 

Voluntary - With a desire to do (I like to help 
others) 

 

Dreamer (I like to think)  

Funny (I like to joke)  

Nostalgic (I think a lot about the past, 
when I was young or younger) 

 

Independent - autonomous (I like and know 
how to do many things on my own) 

 

You have artistic skills (I can draw, paint, sew, 
dance, sing or play, etc.) 

 

 
 

Naive (many times people think I don't know 
life) 

 

Nervous - Irritable  

Observer/hour (I like to look carefully at what's 
going on around me) 

 

Patient (I can wait)  

Sensitive (I'm easily offended)  

You prefer to collaborate with others  

You prefer to do things alone  

Prudent (I am very careful about the 
dangers) 

 

Reserved (I don't talk much about myself)  

You are comfortable in new situations (I 
am quiet in new places, with new 
people) 

 

Confident (I usually know what I have to do or 
say at all times, and I'm not afraid if others don't 
agree with me) 

 

You disappoint easily (often I like things at 
the beginning, then after a short time I don't like 
them anymore) 

 

You like to help others  

You like to direct (command)  

Organized (I don't lose my things, I am careful 
where I put them and I always know where I am, I 
don't forget the things I have to do) 

 

You like to solve difficult tasks  

Shy (I'm a little afraid to talk to people I don't 
know or when there are so many people) 

 

Quiet   

Go directly to the target (I'm fast, I think 
what I want and then I do it now) 

 

 

Back to the contents ↑   
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A successful experience 
“WHEN SOMETHING I DID,a WENT WELL” 

 
I wanted… 

 

 

Then I… 

 

 

 

I managed to... 
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I AM… 
 

 
What I look like? 
 
Words / Image 

 

 
What animal could I be? 

Words / Image 

 

 
What plant could I be? 
 

Words / Image 

 

 
Which object/thing could I 
be? 
 
Words / Image 

 

 
Where do I want to be? 
 

Words / Image 
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Annex 3 - GRID FOR THE UNITS OF COMPETENCES 

 
 
 
 
 
 
  

PROFESSIONAL ECONOMIC SECTOR 
 

Care Jobs 

 
* pay attention to choose only creative commons images 

 

SUMMARY DESCRIPTION 

 

The family assistant is a figure with practical-operational characteristics, whose activity is aimed at providing assistance to self-sufficient and non self-sufficient people, 

in their basic needs, promoting their well-being and autonomy within the domestic-family climate.  

It is also able to relate with the network of territorial services, public and private, in order to ensure assistance and ensure opportunities for access to these services, 

to people who are not able to perform independently the related obligations.  

Back to the contents ↑   
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Professional 

Activity 
 

(what I do / did) 

Knowledge 
 

(what I know) 

Know-how 
 

(skills/what I can do) 
 

Interpersonal 
Skills 

 
(personal 

characteristics) 

Concrete Indicators 
 

(evidences, examples) 

 

Family Assistant 
EQF 43 

 
UNIT OF COMPETENCE: 

ABILITY TO PROVIDE 
CARE AND ASSISTANCE 

IN RESPECT OF THE 
NEEDS AND PSYCHO-

PHYSICAL CONDITION OF 
THE PERSON ASSISTED 

 
 

Techniques to 
support movements 
and movements, 
basic principles of 
rehabilitation therapy 
 
Elements of anatomy 
and physiology of the 
locomotor apparatus 
(skeletal and 
muscular) 
 
Risks associated 
with incorrect use of 
lifting and transfer 
techniques on 
wheelchairs 

- Properly apply wheelchair transfer 
techniques 
- Apply the technical procedures for 
the prevention of occupational risks 
- Apply techniques for the assumption 
of correct postures 
- To realize simple practices of 
mobilization and maintenance of 
motor skills, collaborating to the 
education to the movement 
- Supporting the person assisted to 
different degrees of disability in 
personal hygiene practices and in 
clothing 
- Properly apply techniques to support 
the movement and gait of users of 
different degrees of disability 
- Developing autonomy, overcoming 
resistance, reassuring, obtaining 
collaboration 
 

Reference to the 
“dictionary of 
transversal 

competences” 
Interpersonal 
communication 
Assertiveness  
Relational 
competences   
Emotional self-
control 
Persuasiveness  

 

 

Knowledge of the products in use to ensure the 
personal hygiene of the person 
Techniques for providing assistance and 
mobility to users with mobility difficulties 

 

 
 
3 http://www.regione.lazio.it/rl_formazione/?vw=professionidettaglio&id=673 

http://www.regione.lazio.it/rl_formazione/?vw=professionidettaglio&id=673
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Knowledge  
Knowledge is the set of knowledge, contents, information and notions acquired in the various contexts of life. 

It is the things that are known, even if not all of them are translated into practice or have a relevance in the workplace.  

(e.g.: technical, IT, teaching methods, legislative, administrative knowledge, etc.) 

 

Know-how 
Capabilities represent the way of doing things, with skill and dexterity, including through the use of tools and technologies or through the expression of 

one's own personal resources.  

(reading and translating an English text, writing correctly, drawing, problem solving, mediation, dialogue…) 

 

Interpersonal Skills  
Personal characteristics of various order and defined as gifts, resources, attitudes, etc...  

(be patient, punctual, precise, cordial, motivated...) 

 

Competence:  Ability to use knowledge, skills and personal, social and/or methodological abilities, in work or study situations and in professional 

and personal development. 

 
*competence is not limited to cognitive elements (involving the use of theory, concepts or tacit knowledge); it also encompasses functional aspects (including technical skills) as 

well as interpersonal attributes (e.g. social or organizational skills) and ethical values.4 

  

 
 
4 Cedefop; European Parliament and Council of the European Union, 2008. 
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We ask you to read each statement carefully and mark with a cross (x) the assessment you think most accurate in describing yourself and what you can do using 

the scale below. If you don't know... don't  leave it to chance! The aim is not to assess yourself but to identify those skills that need to be reinforced. 

 

Family Assistant 
 

UC: ABILITY TO PROVIDE CARE AND ASSISTANCE IN RESPECT OF 
THE NEEDS AND PSYCHO-PHYSICAL CONDITION OF THE PERSON 

ASSISTED 
 

 
1 

 
2 

 
3 

 
4 

 
5 

- - Properly apply wheelchair transfer techniques      

- - Apply the technical procedures for the prevention of 
professional risks 

     

- - Apply techniques for the assumption of correct postures      

- - To realize simple practices of mobilization and 
maintenance of motor skills, collaborating to the education 
to the movement 

     

- - Supporting the person assisted to different degrees of 
disability in personal hygiene practices and in clothing 

     

- - Properly apply techniques to support the movement and 
gait of users of different degrees of disability 

     

- - Developing autonomy, overcoming resistance, 
reassuring, obtaining collaboration 
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We ask you to read each statement carefully and mark with a cross (x) the assessment you think most accurate in describing yourself and what you can do using 

the scale below; then, ask one person (related to your work contest if is it possible) that knows you to do the same. The person involved should be objective. 
 

Family Assistant 
 

COMMUNICATIVE and RELATIONAL SKILLS 

Descriptors of Indicators* How do I see 
myself? 

How do 
others see 

me? 
- INTERPERSONAL COMMUNICATION 

Ability to use verbal language and non-verbal expression (gestures, 
tone of voice, etc.) effectively in relation to the different purposes 
of communication and depending on the context. Ability to inform 
and present facts and one's own point of view, to gather 
information, to convince, to motivate and to interest. 

 

I express a communication that is not always effective in 
terms of content, with relevant arguments and expressed in 
a fairly clear way, with the right balance of analysis and 
synthesis. I use adequate methods to solicit and manage 
communication exchanges with the interlocutors in habitual 
and noncomplex contexts. I have a discreet ability to 
express my opinion on the positions of others, sometimes 
accompanying it in a non-verbal manner consistent with 
what I say. 

5 5 

4 4 

3 3 

2 2 

1 1 

- ASSERTIVENESS  

Ability to assert one's points of view without overriding others or 
being overridden, respecting individuality and showing openness 
and willingness to review, if necessary, one's positions. 

 

I’m aware of the legitimacy of my own opinions, which do 
not necessarily coincide with those of others, but I am not 
always able to express them effectively. In a relational 
context, I sometimes prove to be accommodating if I 
believes that they can trigger a conflict or, alternatively, if I 
cannot find a space for confrontation with the other, I am 
overwhelming. 

5 5 

4 4 

3 3 

2 2 

1 1 
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- RELATIONAL COMPETENCES   

Ability to listen carefully and understand each other's point of view 
and to respond to feelings and moods, even if not manifested or 
partially expressed. Ability to build relationships with ease based 
on mutual respect and considering one's own needs and those of 
others. 

 

 

I know how to listen to other and I am quite willing to accept 
what others hear and manifest. I tend to act towards others 
with a certain attention and availability, managing 
relationships in a balanced way; I am not always willing to 
sacrifice my own needs to meet those of the other. 

5 5 

4 4 

3 3 

2 2 

1 1 

- EMOTIONAL SELF-CONTROL 

Ability to effectively handle positive and negative emotions in 
different situations. Ability to master impulses and react in a 
balanced way even in stressful situations. 

 
 
 
 

 

I’m quite tolerant of others and I have a good ability to 
manage my emotions. Sometimes I’m able to regulate 
myself in the expression of my own emotions. 

5 5 

4 4 

3 3 

2 2 

1 1 

- PERSUASIVENESS  

Ability to have a specific influence or effect on others, so as to 
persuade them or induce them to adhere to their ideas. 

 

I show a discreet ability in the choice and modulation of the 
communicative style and arguments in order to influence 
others, sometimes failing in my intent. I do not always adopt 
the most effective strategy and/or I move to create 
alliances/coalitions. 

5 5 

4 4 

3 3 

2 2 

1 1 
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Practitioner’s notes:  
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Annex 4 - GUIDELINES OF THE “INTERVIEW QUESTIONNAIRE” 
 

CONDUCTION:  
1st friendly welcome over tea or coffee. 

Will be needed:  

• At least 2 individual interviews  

• 1 group interview - PPT for the presentation of areas of employment- Skills validation process 

in your country. 

 

REMINDER OF THE CONTEXT OF THE MEETING:  
REC is a project to work to develop the non-formal and informal skills of people from migration. 

 

INTRODUCTION OF THE SUBJECT BY THE TRAINER:  
“You come from a migration background, we want to help you to present efficiently the experiences 

you have had previously, the abilities, skills, that you have or could deploy.  

Don't worry, this work we will do together is confidential and will remain your property, you are the 

"leader" of your journey, we want you to be able to talk about yourself, position yourself responsibly, 

consciously and on a reasoned way.  

At the same time, in order to position yourself still better, you will need to be informed to be informed 

of the current labour market, and in order to do so, we will discover together the sectors of activity 

defined as "in tension" within our region. 

This will allow you to project yourself in short, medium and long term stages.  

Finally, we'll introduce you to the validation processes for existing skills within our region so that you 

can potentially operate them throughout your journey”. 

 

Recommendations to the trainer:  
Reading tips related to "explicating interviews" will help you conduct your interview.  

The notes you take throughout these exchanges we allow you to fill in the questionnaire below or 

"memento" of information to be capitalized. 
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INTERVIEW QUESTIONNAIRE 

 

Date 
Operator___________________________________ 
 
Municipality of residence___________________ Telephone_______________________  
 
In which phase of legal documentation obtaining are you? 

_____________________________________________________________________________ 

 
Driving license (do you know what it means?):         yes □ no □  
(this question aims not only to make targeted proposals for work, but to assess the length of the paths to be taken. for example: you have 
already driven in your country but do not have a license? then you just have to recover the theoretical part? or do you need to take driving 
lessons? Etc.) 
 
Why did you choose to leave your country? (to understand if s/he is a transit migrant or not and to evaluate together 

what proposals to make to her/him. Is her/him a political refugee or economic migrant? Then we have different laws to be 

followed and opportunities to offer) 
 

 

 

How long have you been here? 

 

 

 

How did you reach this country? 

 

 

Are you alone in this country? 

______________________________________________________________________________ 

 

Are you registered at the employment center?         yes □ no □ 

 

Have you ever taken part to initiatives of active policies as for exemple trainership or internship? 
(the question aims at investigating  all possible training paths, not only formal, to enhance them. the person has taken part in 

internships or informal training activities? S/he has gained experience in the field of...) 

 

 

 

 
  



 
 
 
 
 

81 

EDUCATION 
 
How many years have you studied? 

________________________________________________________________________________ 
 
What studies have you done? 

______________________________________________________________________________ 

 

Educational qualifications (do you have it with you or did you stay in your country? - the objective of the question is to 

understand whether these qualifications have already been recognised in their entirety, or in part, or not at all...?) 
________________________________________________________________________________

_______________________________________________________________________________ 

 
Do you have computer skills? (with the laptop or telephone they show us what they can do, what app they 
have on the phone, what they can do with the PC) 
 
 
 
Have you ever taken part to any short training course, workshop or seminar? 

________________________________________________________________________________

____________________________________________________________________________ 

______________________________________________________________________________ 

 
JOB 
 
What jobs did you do? 
________________________________________________________________________________
____________________________________________________________________________ 
 
Which jobs did you like most? 
________________________________________________________________________________
____________________________________________________________________________ 
______________________________________________________________________________ 
 
What job would you like to do? 
________________________________________________________________________________
____________________________________________________________________________ 
 
What related competences/skills/abilities do you have? 
______________________________________________________________________________ 
______________________________________________________________________________ 
 
Do you have any certification in line with this job? 
______________________________________________________________________________ 
 
Have you ever heard about validation process? (if not, present the “0 tool” explaining the process; if yes 
ask him/her what competence he would like to have been recognized) 
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EXTRA-PROFESSIONAL INTERESTS 
 
What do you like to do? (this question can be asked by showing photos to the user, so that s/he can be guided by 
what inspires her/him and maybe start a storytelling that allows to investigate her/his skills and desires) 
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
____________________________________________________________________ 
 
Do you  attend groups or associations and what kind? 
________________________________________________________________________________
________________________________________________________________________________
__________________________________________________________________________ 
 
What do you do during the week? (not to check their daily routine but in their free time) 
________________________________________________________________________________
________________________________________________________________________________
__________________________________________________________________________ 
Have you ever volunteered or took part in beneficial initiatives? 
________________________________________________________________________________
________________________________________________________________________________
__________________________________________________________________________ 
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PROJECT GUIDELINES 
work sector: ………………………………………………………………………………… 

professional role:…………………………………………………………………………………. 

educational and professional experience required:  

……………………………………………………. 

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

 

self-employed/ dependent work: ………………………………………………………………… 

 

in/with what kind of organisation is this work possible? : 

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

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

 

what are the necessary steps to start it:……………………………………………………………… 

…………………………………………………………………………………………………………… 

 

monthly profitability: ……………………………………………………………………………… 

 

working alone or in groups: ……………………………………………………………………. 
 

has fixed/flexible schedules/shifts:  

………………………………………………………………………………………………………  

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

 

requires an economic investment:………………………………………………………… 

 

it can be done at the place of residence / requires a transfer 

…………………………………………………………………………………………………………  

 

the level of decision-making autonomy required 

 

 low   medium     high 
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necessary competences: 
 
skills:………………………………………………………………………………………………. 

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

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

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

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

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

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

 

knowledge: 

……………………………………………………………………………………………… 

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

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

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

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

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

 

personal characteristics 

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

…………………………………………………………………………………………………… 

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

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

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

:……………………………………………………………………………………………………….…

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

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

Once collected these information thinking about this track project I think the situation is..... 

 

Objective difficulties (related to the context or to the modalities of access to the job, etc.) 

……………………………………………………………………………………………………………

……………………………………………………………………………………………………………

…………………………………………………………………………………………………… 
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Subjective difficulties (related to my skills, attitudes and needs) 

……………………………………………………………………………………………………………

……………………………………………………………………………………………………………

…………………………………………………………………………………………………… 

What I can do to fill in my gaps 

……………………………………………………………………………………………………………

……………………………………………………………………………………………………………

…………………………………………………………………………………………………… 

My strengths 

……………………………………………………………………………………………………………

……………………………………………………………………………………………………………

…………………………………………………………………………………………………… 

 

What do I have (qualifications, contacts, certifications, etc.)? 

……………………………………………………………………………………………………………

……………………………………………………………………………………………………………

…………………………………………………………………………………………………… 

 

The strategy I intend to adopt includes….. 

1. ………………………………………………………………………………………………… 

2. ………………………………………………………………………………………………… 

3. ………………………………………………………………………………………………… 

4. ………………………………………………………………………………………………… 

Back to the contents ↑   
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Annex 5 - QUESTIONNAIRE FOR THE EVALUATION 

 OF THE EXPERIMENTATION OF THE REC MODEL 

 
HOSTING PARTNER  

HOSTING COUNTRY  

DATE(S)  

 
O2 – A3 = Realization of the experimentation of the REC Model:  
 
In the frame of the project “REC - Professional skills' development for recognition and validation 
of informal and non-formal competences learning of migrants and refugees & labor market 
inclusion”, this activity will activate a local experimentation in IT, BE, ES, FR, GR and DE, by 
involving at least 20 migrants / refugees in a training session carried out by the practitioners 
trained in the framework of O2-A1, with the crucial aim of testing new tools for helping them 
recognizing, validating and certifying their non-formal skills.  
 

− Target group (Age, job, or any other relevant information about the participants) 
 
− Which method/s did you test from REC model?  
 
− Could you please explain why did you select that method/s? 
 
− Did you apply any modification or translation? If so, could you explain why? 
 
− Please briefly explain the activity carried out 
 
− What was the methodology used for the implementation of the activity? 
 
− In your opinion, which were the main strengths and/or the most positive aspects of the 

activity? 
 
− To your mind, which aspects should be improved to your opinion? 
− In your opinion how was the level of involvement of the participants? 
 
− Main conclusions 
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Annex 6 - ASSESSMENT GRID 2: PRACTITIONERS’ FEEDBACK  

 

 

  
 

 

 
In your opinion, this activity/method was: 

 

 
 

USEFUL □0 □ 1□ □2 □3 □4 □   5 
 

 
 

INTERESTING □0 □ 1□ □2 □3 □4 □ 5     
 

1. Explain in some lines how was the environment of the 
group before and after the experimentation 

 
 2. How was the involvement of the participants? 
 

3. Was it easy to involve participants during the activity? 
 

4. According to your opinion what was the level of 
understanding of the participants? 

 
 5. In what way has this tool facilitated your work with the 
person? 
 

 

□0 □ 1□ □2 □3 □4 □   5 

 

□0 □ 1□ □2 □3 □4 □   5 

Back to the contents ↑   
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6. Has this tool helped you to identify and assess a person's 
skills and competences? 
 

7. Did you have to modify the method depending on the 
characteristics of the group? 
 

8. If so, how did you modify it? 
 

9. In what other areas do you think it is possible to use this tool? 
  
10. Please add any comment or suggestion for the improvement of the activity/method 

 

 
7 
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