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1. Introduction

This document has been elaborated in the frame of an Erasmus+ partnership involving:

• Ceipiemonte (IT) – www.centroestero.org

• Foreningen Nydansker (DK) – www.foreningen-nydansker.dk

• Greta du Velay (FR) – www.velay.greta.fr

• Solidaridad sin fronteras (ES) – www.ssf.org.es

It  provides  methods  and  tools  for  trainers,  counsellors  and  career  guidance  staff  working  with
refugees and newcomers to facilitate their access to employment. It helps 1) to take into account the
migration experience to valorise it by detecting and highlighting the underlying skills; 2) to identify
the skills that are able to be used for a quick and better integration in the host country through work;
3) to identify and develop the transversal competences that are key in a working environment. 

These ressources are based on the daily work and experience of the partner organisations. They have
been adapted, completed and improved through further collaborative research for the purpose of this
project. All tools have been used and tested by the project partners before inclusion.

We have maintained some specificities from each participating country when they can enlighten the
global integration process of refugees and newcomers at European level. 

Also,  because  it  is  a  continuing  process,  methods  and  tools  are  regularly  updated  as  separate
ressources, in all partners languages, on our web site www.brefe.eu
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2. How to approach transversal competences for employment?

A competence  can be defined as a  capacity to act  using a variety of resources, internal (such as
knowledge, cognitive capacity, metacognitive capacity, relational know-how, procedural know-how,
physiological resources, emotional resources) and external (such as networks, software, databases,
documentation,  co-workers).  When working to improve the access to employment of immigrants
and refugees, three categories of competences, not exclusive, are useful for action:

1)  Transversal  competences can  be  used,  to  some  extent, in  various  professional  situations.  
According  to  the  European Agenda  for  Adult  Training  (AEFA)1,  they  can  be divided  into  five
dimensions, linked to organisation, adaptability and autonomy, sociability, communication, taking
initiative and participation.

2)  Transferable  competences are  technical  skills  needed  to  perform  a  job,  but  that  can  be
implemented in another job, with little adaptation (technical, technological, organizational). Taking
into account the previous work experience of a migrant, it is possible to analyse which competences
have been needed that can be used to perform other jobs, not necessarily in the same sector. This
analysis  will  be  facilitated  in  EU  countries  where jobs  descriptions  identify  the transferable
competences.

3)  Job-related  competences  that  make the  speciality  of  the  job.  They are  strictly  related  to  the
previous work experience of the migrant.

In practice,  both workers  and employers find it  difficult  to define transversal  competences and,
above all, to objectivise them and make them a real signal of employability on the labour market.
Anyway we will put an emphasis on them, in particular because:

• numerous  studies  insist  on  their  growing  importance  as  prerequisites  established  by
employers;

• they can be developed in non formal and informal contexts,  reflecting the conditions of
competences acquired by low-qualified migrants;

• they are the competences that allow a quicker work integration, answering the need to work
expressed by newcomers.

We will see that explaining these competences to persons who have a different cultural background
participates to the cultural awareness and though requires a specific know-how because several of
them  are  culturally  deep-rooted.  For  example,  what  employers  expect  in  terms  of  sociability,
communication or initiative is strongly influenced by their education and the context in which they
live.

1 Collectif.  Compétences  transversales  et  transférables:  définition,  distinction  et  usages.  Ministère  de
l’Education Nationale. Février 2018
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2.1. Transversal skills as defined by the European Commission

The European commission is implementing a multilingual classification of Skills, Competences,
Qualifications  and  Occupations: ESCO.  This  database  describes,  identifies  and  classifies
professional  occupations,  skills,  and  qualifications  relevant  for  the  EU  labour  market  and
education and training. ESCO provides descriptions of 2942 occupations and 13.485 skills linked
to  these  occupations,  translated  into  27  languages  (all  official  EU languages  plus  Icelandic,
Norwegian and Arabic). The aim of ESCO is to support job mobility across Europe and therefore
a more integrated and efficient labour market, by offering a “common language” on occupations
and skills that can be used by different stakeholders on employment and education and training
topics. The European commission considers the following transversal skills.

Application of 
knowledge

Digital competencies

ICT safety

Digital communication and collaboration

Digital content creation

Digital data processing

Problem-solving with digital tools

Health and safety

Follow environmentally-sustainable work practices

Follow hygienic work practices

Follow safety precautions in work practices

Numeracy and 
mathematics

Carry out work-related calculations

Carry out work-related measurements

Communicate mathematical information

Manage quantitative data

Use mathematical tools and equipment

Work with shape and space

Working 
environment

Apply quality standards

Support company plan

Support cultural diversity

Support gender equality

Attitudes and values Attitudes

Adapt to change

Attend to detail

Attend to hygiene

Cope with pressure

Deal with uncertainty

Demonstrate curiosity

Demonstrate enthusiasm

Demonstrate willingness to learn
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Make an effort

Manage frustration

Manage quality

Meet commitments

Persist

Work efficiently

Work independently

Values

Demonstrate consideration

Demonstrate good manners

Follow ethical code of conduct

Social interaction

Accept constructive criticism

Address an audience

Demonstrate intercultural competence

Give advice to others

Instruct others

Interact with others

Lead others

Motivate others

Negotiate compromise

Persuade others

Report facts

Support colleagues

Use body language

Use questioning techniques

Work in teams

Thinking

Develop strategy to solve problems 

Evaluate information

Identify opportunities

Make decisions

Manage time

Memorise information

Process qualitative information

Think creatively

Use learning strategies
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2.2. The selection of Spanish job counsellors

The selection of the following skills is a consequence of informal interviews conducted with local
professionals working with migrants, newcomers and refugees in the area of social and labour
intervention.

Most of these professionals, trainers and counsellors, provide with job counselling and guidance
to these beneficiaries and carried out business prospecting and they have detected the following
transversals skills as very important to develop for migrants in order to access the Spanish labor
market. 

Flexibility and adaptability.  Being adaptable to change is an essential soft skill to have in the
Spanish workplace. Employers are looking for employees who are flexible, willing to change and
make progress. In fact, in an increasingly competitive jobs market, companies in Spain want to
recruit employees who can diversify and complete multiple tasks and roles. Business is always
changing, and as a newcomer, migrants and refugees more than anyone knows that is important to
be flexible and adapt to new ways of doing things. So is important keep that flexibility to be able
to work in a different way, with new people from different backgrounds and tasks can be always
more and more different.

Communication. Being able to communicate well is perhaps one of the most basic employability
skills,  in  fact  the  most  important  soft  skill  for  new  immigrants  is  communication.  Verbal
communication  is  about  communicating  clearly  and  concisely  with  others,  whether  it  is  a
customer or colleague. High-level verbal and written communication skills in Spanish are critical
to  find  a  job  in  Spain  and  for  success  in  the  workplace.  If  migrants  and  refuges  cannot
communicate, their other skills and expertise will not shine. A good communication also about
the  attitude,  A  positive  attitude  towards  communication  in  the  mother  tongue  involves  a
disposition  to  critical  and  constructive  dialogue,  an  appreciation  of  aesthetic  qualities  and  a
willingness  to  strive  for  them,  and  an  interest  in  interaction  with  others.  This  implies  an
awareness of the impact of language on others and a need to understand and use language in a
positive and socially responsible manner.

Collaboration  and  team  working.  Teamwork  is  very  important  in  the  Spanish  business
environment.  Effective  teamwork  involves  sharing  credit  and  accepting  responsibility,  being
receptive to the ideas and suggestions of others colleagues, building rapport with staff across all
areas  of  the  business  and  establishing  effective  communication  channels  to  avoid  duplicated
work, mistakes or other problems. For migrants and refugees employees a good team working
skills is also a way to improve their social inclusion.

Motivation.  From  the  experience  working  with  migrants  and  refugees is  very  important
improving motivation and help them retrieve self-confidence and gain social recognition. It also
shows how social  integration is very often a precondition to entering the local labor market.
Confidence and reliability, can be one of the consequences of a good motivation. Often, happens
that with the social help, like the minimum wage, some of our users are not motivate to look for a
job and leave their comfort zone but is important to show how keeping the motivation to work
can make them feel better and willing to learn and to improve their skills. 
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Digital Literacy. Workers today need to have a wide range of digital skills, also to look for a job
migrants and refuges need to learn digital skills because of the way to look and apply for jobs is
more  and more  digital.  Skills  needed,  include also  the  ability  to  search,  collect  and  process
information and use it in a critical and systematic way, assessing relevance and distinguishing the
real from the virtual while recognizing the links. It’s important to develop or improve skills to use
tools to produce, present and understand complex information and the ability to access, search
and use internet-based services. Moreover the use technology can be useful to support critical
thinking, creativity, and innovation.

Negotiation. Negotiation is about being open to different ideas and coming up with a solution
together. Hopefully, the end result is a mix of the best of both worlds. This skill is important not
only to improve refugees’ ability to negotiate and exchange ideas with colleagues but also with
employers in order to be able to negotiate the conditions as often they can be put in a situation to
have to accept bad work conditions and is important to develop the ability to find compromises in
a diplomatic way without being affected.

Problem solving. Every business encounter issues and if an applicant can demonstrate the ability
to solve problems, this will be a major bonus for his or her application. Some problems are easier
to solve than others and often they relate to the achievement of goals and the barriers that prevent
these  goals  from  being  achieved.  In  work  environment  with  people  with  different  cultural
background can be more difficult and sometimes can be possible to have conflicts. It’s important
for the emotional wellbeing to know how to handle such conflict and work well with all sorts of
personality types in order to been able to have a good work environment and keep the job.  From
the experience working with migrants and refugees’ special workshop that include role play in
order to practice this skill are very useful.

Lifelong learning. Learning - be it formal, non-formal or informal - is part of a social system in
which intrinsic motivations (such as curiosity) and extrinsic motivations (such as employability)
interact and influence each other. Learning becomes socially relevant insofar as its results are
recognized as valuable and integrated in the larger social system. The design of the Lifelong
Learning Plan should start with the Identification of the existing knowledge, skills, competencies,
and qualifications,  identifying  which  of  them are  already  there  and what  are  still  needed to
acquire or further develop. Moreover, it’s important to make a list of goals and a hypothetical
time frame to achieve them.

2.3. Valuable transversal skills in Denmark

The Association New Danes has developed a general Card of Competences in collaboration with
companies within low skilled industries in Denmark. These industries are characterized by having
a large share of employees with a non-Western background, as well as being industries where
many refugees and migrants with a non-Western background find their first job in Denmark.

In the Municipality of Odense, the local job centre, responsible for helping different groups of
unemployed  citizens  finding  their  next  job,  established  a  collaboration  with  between  IKEA
Odense and the association Neighbourhood Mothers The main purpose of the collaboration was
to establish internships in different departments of IKEA Odense for a group of refugees and
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immigrant women with limited Danish skills and limited to no work experience from the Danish
labour marked.

During a collaboration, the general card of competencies was revised by the project partners. The
purpose  of  the  revision  was  to  ensure,  that  the  Card  of  competences  included  the  relevant
transversal skills, enhancing the women's chances of getting a job at IKEA Odense at the end of
the internship.

The project partners decided to keep all of the existing transversal skills including:

• Motivation and engagement

• Language and communication (language and non-verbal communication skills)

• Personal competences (relations to co-workers and customers)

• Interpersonal skills (attentive and helpful)

• Independency (initiative and responsibility)

• Adaptability

• Punctuality

• Personal appearance

• Quality of work

• Understanding and execution of instructions

• Order and tidiness

In  addition,  the  project  partners  decided  to  add  the  following transversal  skill  to  the  list  of
valuable transversal skills to enter the Danish labour market: 

• Understanding and following company rules 

The reason for this addition was, that the project partner found, that the lack of this understanding
was often the main reason for misunderstandings and discussions during the women’s internships,
irritating and frustrating managers and coworkers. The new skill  Understanding and following
company rules usually referred to the following subtopics:

• Understanding and acting according to the rules of sick leave (when and who to call in
sick and just as important, when not to)

• Planning  and managing private  appointments  with  doctors,  caseworkers,  teachers  etc.
outside working hours

• Abiding to the rules for use of mobiles phones at the workplace

All of the subtopics regards the individual woman’s ability to balance family and working life
according to har employer’s expectations, and for many of the women, this became one of their
main issues during their internship. 

One of the reasons for this issue, was that the women’s strong family identity combined with their
lack of experience with and understanding of Danish workplace culture made them prioritise
doctors appointments, phone calls from spouses and children during working hours, staying at
home with children that might not actually be sick etc. over their training at the workplace. This
came across as a lack of engagement or motivation to work and left many of the managers with
the experience that the women did not take the internship serious.
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On the other hand the challenge for the women was that many of these rules are considered self
explanatory by Danes, and thus are often unspoken and very hard to translate and follow if you
do not get help decoding and translating them - or as is the case for most of these women - did not
know these rules or understood why they were that important. 

The women that managed to accommodate these expectations and to comply by these rules - with
or without help from their supervisors or coworkers - as well as demonstrate the other valued
transversal skills,  were the women who had the biggest progression and success during their
internships. These women were also the ones offered a part time position or a salary-subsidized
position at the end of the their internship.

2.4. Eleven transversal skills required by employers

The Italian labour market, as any other in the EU, has a great demand of soft skills, that is to say
those skills, knowledge, attitudes and personal characteristics, which relate to the capacity of an
individual to interpret and interact with social and physical environments. The need for soft skills
is widely considered as vital because of globalization, virtual offices, technology acceleration,
increasing society diversity and complexity.

While transversal skills are relevant for natives in accessing employment, they are even more
strategic for migrants for at least three reasons:

1. They may have only soft skills because they do not have hard skills or, if so, they cannot
rely on them because they are unable to obtain recognition of their qualifications 

2. They  can  be  better  equipped  with  soft  skills  than  native  thanks  to  their  history  of
migration, which is a learning pathway.

3. Their  soft  skill  can  valorize  their  hard  skills  as  transversal  skills  allow  to  improve
technical ones (e.g. an IT technician who is able to work in teams).

A comparative analysis of various research, studies and tools developed for the job placement of
migrants2 has led to identify the transversal skills asked to immigrants by Italian companies. The
data from literature have been verified with the business context through a survey conducted by
Ceipiemonte on around 500 companies in Italy and 35 interviews to local enterprises and migrant
experts/job counsellors (of any size and sector) during March and December 2019. The following
list of 11 transversal skills is the result of the desk and field research:

1. Language literacy

2. Digital literacy

3. Emotional self-control

4. Learning to learn

5. Time Management

6. Communication

2. VIC Validating Integration Competences of Refugees, 2019; VHSM Valorize High Skilled Migrants, 2016
“Cross-country survey on soft skills required to medium/high skilled migrants” and “The Model of Soft Skills
Assessment”, “Quali sono le Soft skill piu richieste dalle imprese”, 2016; ESPAR Il Manuale, EDUCatt 2018.
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7. Motivation

8. Managing of responsibility

9. Flexibility & adaptability

10. Critical thinking

11. Team working

The skills are described in terms of behaviours, expectations and performance results, according
to 5 level of mastery. The resulting description combines different taxonomies and grids3.

3.  VIC list  of  14  transversal  competences,  VHSM  list  of  12  soft  skills revised  by  the  Skill  List  of  Open
Classroom, Paris
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Skill Skill description 1 (novice or unskilled) 2  (Beginner  performer
or low skilled)

3 (Capable performer or
skilled)

4  (Proficient  performer
or highly skilled)

5 (Expert)

Definition of level of competences S/he relies on explicit rules  (instructions, procedures, 
manuals, models…). S/he know what the skill is and why to 
use it.

S/he relies on implicit rules, taking from past personal experiences, interactions, 
unspoken/unwritten rules, cultural aspects, intuition…S/he knows how and when to use the 
skill in an autonomous way

Language
literacy

Capacity to:
understand and express 
ideas in one's native 
tongue and/or workplace 
preferred language

Has difficulties in 
understanding and 
expressing moderately 
complex ideas in her/his 
native tongue either orally 
or in written form.

Not fully comfortable with 
all aspects of one's native 
tongue, but knows how to 
remediate some of these 
problems with external 
help. Unable to work in a 
language other than her/his 
native one.

Is comfortable in 
expressing complex ideas 
in her/his native tongue.
Can communicate in a 
language other than native 
one if professionally 
required. 
If language becomes an 
impediment, knows how to 
remediate it autonomously.

Can understand easily and 
express concisely very 
complex ideas in her/his 
native language. 
Can work in a second 
language without major 
performance loss.

Can easily pass from 
her/his native tongue to the 
workplace language 

Digital
literacy

Capacity to:
Find, evaluate, and 
compose clear information
through writing and other 
mediums on various 
digital platforms.

Has difficulties in using a 
PC 
Has difficulties in  finding 
information online.
Does not publish 
information (Blog, social 
media).
Is not aware of online 
collaborative features.

Knows how to find relevant
information.
Uses the web for own 
documentation needs.
Shares content (blogs, 
social media, comments).
Knows how to use 
collaborative tools for 
various media (Text, 
images, presentations...).

Can search, collect and 
process information
Uses tools to produce, 
present and understand 
complex information 
Uses Internet bases
Has notions of Data 
Privacy and risks 

Is able to distinguish 
between genuine and 
untrustworthy information.
Is aware of content 
licensing rules (blacklining 
to sources, mention the 
author). 
Is able to use advanced 
search features.

Has extensive knowledge 
of collaborative tools 
(Gsuite, Microsoft office 
365)
He uses technology as a 
useful support for critical 
thinking, creativity and 
innovation

Emotional
self-control

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

Conceals own modes and 
emotions or tends to be 
impulsive 
Is overwhelmed easily by 
external events, which 
affect her/his moods and 
emotions.

Recognizes own state of 
stress and understand the 
causes and feelings of 
tension or anxiety
Is quite tolerant of others 
but needs others’ help to 
handle negative emotions 
and react in balance way in 
stressful situations 

Has a good ability to 
manage own emotions. 
Is able to regulate 
herself/himself in the 
expression of own 
emotions.
Can handle own emotional 
reactions.

Is thoughtful and patient, 
self-reliant and respectful 
of others (s/he empathizes 
with others)
Delivers quality 
performance with serenity 
and calm, even in stressful 
moments. 

Is able to find strategies to 
modify own state, 
intervening on the 
environment or on oneself, 
modifying: thoughts, 
emotions, actions and usual
reactions.
Is able to turn stress into 
productive energy



Skill Skill description 1 (novice or unskilled) 2  (Beginner  performer
or low skilled)

3 (Capable performer or
skilled)

4  (Proficient  performer
or highly skilled)

5 (Expert)

Learning  to
learn

Capacity to:

acquire new 
competencies in a 
timely, efficient and 
autonomous way
transfer relevant skills 
from a context to 
another and promote a 
learning culture 
throughout the 
organization

Demonstrates a fixed 
mindset/beliefs regarding
her/his capacity to learn.
Does not plan her/his 
learning and as a result 
fails to keep up with 
learning needs.
Responds negatively to 
most forms of evaluation.
Has great difficulty in 
performing a self-
evaluation.  
Cannot identify a skills 
gap.
Does not engage in self-
directed learning and 
waits for someone to 
prescribe learning.
Is reluctant to share 
her/his knowledge with 
others.

Has inconsistent 
confidence in her/him 
capacity to learn.
Can identify a skills gap 
if hinted at by someone 
else.
Sets learning plans/goals 
but struggles to achieve 
them.
Responds neutrally to 
formal evaluations, but 
often fails to leverage 
informal feedback.
Can perform a self-
evaluation although not a 
very accurate one.
Transfers skills and 
specialized knowledge if 
explicitly asked to do so, 
although in a suboptimal 
way.

Shows curiosity and 
confidence in her/his 
capacity to master a new 
skill.
Can create and follow a 
learning plan over several
months.
Responds positively to 
formal evaluation and 
informal feedback.
Regularly performs self-
evaluations to identify 
skills gap.
Shares skills within 
his/her immediate circle 
when appropriate.

Emanates confidence in 
her/his capacity to learn.
Shows great curiosity and
humility toward new 
domains.
Unlearns old obsolete 
skills, knowledge and 
attitudes.
Frequently adapts her/his 
plan to meet changing 
requirements.
Teaches skills within her/
his immediate circle 
when necessary.

Is able to self-direct and 
pilot her/his education 
with a comprehensive 
short, middle and long-
term plan aligned with 
clear career goals.
Can identify and take the 
shortest path to  
competency.
Pro-actively asks for 
feedback and acts upon it
in a timely manner.
Contributes to 
establishing and 
maintaining a learning 
culture within an 
organization.
Teaches and helps 
strangers in open learning
communities.

Time
management

Capacity to:

Be punctual
Organize and respect 
schedules, determining 
priorities
Manage workflows and 
meetings efficiently. 

Has difficulties in being 
on time and respect 
deadlines.

Needs helps to prioritize 
tasks and goals. 
Needs to refer to fixed 
frames or experiences to 
respect schedules: is able 
to get work done on time 
only in routine-situations.
Interruptions or 
programme changes may 
invalidate her/his time 
effectiveness and 
efficiency.

Can work on several 
tasks or projects at the 
same time dividing time 
and resources 
appropriately, not only in 
routine but also in 
situations that are more 
complex. 
In team can act as a good 
timekeeper. 

Highly able to evaluate 
the priority of tasks and 
work in every situation.
Has a high autonomy and
self-discipline in 
controlling and managing
interruptions or changes 
and assuring time-
effectiveness and time-
efficiency. 

Is able to manage both 
one's and others' time
Is able to guarantee time-
effectiveness and time 
efficiency.
Is able to lead the others 
to respect deadlines.



Skill Skill description 1 (novice or unskilled) 2  (Beginner  performer
or low skilled)

3 (Capable performer or
skilled)

4  (Proficient  performer
or highly skilled)

5 (Expert)

Communication Ability in active 
listening, replying, 
interpreting 
(paraphrasing), 
empathizing (being 
aware of others’ 
feelings), giving feed-
back.
Capacity to:
speak clearly and politely
to any typology of 
speakers (heads, 
colleagues, clients, etc.),
use body language, 
gesture, tone/pitch of 
voices properly at 
different levels and 
contexts,
know which medium to 
use when communicating
at different levels and 
contexts,
present information 
(including technical) 
clearly in a style easily  
understandable,
understand and interpret 
data (tables, figures, 
statistical data) 
accurately to support 
one’s work effectively.

Generally understands 
what to communicate, 
with whom and how in 
routine work and highly 
familiar situations.
Is not properly aware of 
different types of 
communication and how 
communication may vary 
according to the different  
contexts.

Is aware of different types
of communication 
(written, spoken, non-
verbal) understanding the 
main features in different 
contexts (formal, 
informal, scientific, 
journalistic…) and how 
they are important for 
social interaction.
Is aware of body language
and attempts to use it 
properly in different 
contexts (non-verbal 
communication).
Identifies (and learns to 
follow) communication 
practices and protocols in 
use within the 
organization.
Understands and uses data
to support own work.
Follows communication 
protocols.

Is aware of the impact of 
language on others
Understands the 
variability of language 
and communication forms
over time and in different 
contexts.
Is able to speak and write 
clearly and express her/his
own opinions concisely, 
gives feedbacks, 
understands others and 
makes others understand.
Is able to use properly 
body language in different
contexts.
Understands what to 
communicate, with whom 
and how, in routine work 
situations and in a limited 
set of unfamiliar 
situations.
Is able to paraphrase and 
make additional questions
to verify if s/he has 
understood.
Learns how to identify the
requirements of less 
familiar contexts.
Is able to accurately 
interpret data and select 
the appropriate protocols 
and conventions when 
communicating in a range 
of familiar work contexts. 
Attempts to use and adapt 
communication protocols 
to the context.

Uses the language in a 
positive and social 
responsible manner
Is able to express his/her 
opinion (in favour or 
against) both in written 
and spoken language in a 
convincing manner.
Evaluate pros and cons of 
media and strategies 
communication. 
Is able to organize 
information in a 
systematic way using 
active listening.
Manages effectively 
multi-communication 
channels.
Takes into consideration 
others’ opinions and 
points of view when 
communicating and 
analyses feedbacks.
Is able to understand and 
recognize the implication 
of implicit rules 
governing communication
(who communicates with 
whom, how, goals, status 
and power of persons 
involved).
Seeks new strategies and 
selects communication 
protocols in a broad range
of work situations.
Feels confident in 
intercultural 
communication.

Is able to approach others’
opinions and arguments 
with an open mind 
attitude and engages in 
constructive and critical 
dialogue in any contexts 
and circumstances.
Is able to efficaciously 
formulate arguments and 
disapprovals without 
adopting defensive or 
aggressive attitudes.
Takes accounts of other 
points of view and is 
highly sensitive to the 
impact of both explicit 
and implicit 
communication practices 
and protocols. 
Discloses the reactions to 
her/his message in 
advance by adapting 
communication.
Is confident in speaking in
a group and in public 
contexts.
Manages the 
communication cycle 
selecting and adapting 
practices and processes in 
order to optimize 
maximum impact.
Has a positive pro-attitude
towards intercultural 
communication in order to
find personal and 
professional development 
opportunities.



Skill Skill description 1 (novice or unskilled) 2  (Beginner  performer
or low skilled)

3 (Capable performer or
skilled)

4  (Proficient  performer
or highly skilled)

5 (Expert)

Motivation Attitude to be energetic, 
enthusiastic and capacity 
to achieve goals, 
overcome difficulties, 
self-motivate and 
motivate others.

Has a negative vision of 
work and does not find any
driving forces (internal or 
external) to encourage her/
him to fulfil the tasks.
Has an attitude that shows 
that s/he is not motivated 
at work (or to perform the 
given tasks)

Needs feedbacks or 
encouragement to seek 
new learning 
opportunities and to 
propose own ideas.
Needs to be motivated by 
others at work

Begins to reflect on 
her/his performance as an 
occasion for further job 
and personal 
improvement.
Still needs others’ 
feedback and incentives to
seek new opportunities, 
but starts to be pro-active. 
Starts to find self-
motivation forces in some 
cases, but still needs to be 
encouraged.

Has a pro-active attitude 
and reflects on own 
performance and job 
experience as an integral 
part of own development 
Shares with peers, asks 
for feedbacks from others 
on own strengths and 
weaknesses to improve 
oneself.
Looks for learning 
opportunities which may 
improve her/his 
performance.
Has an endogenous 
motivation (coming from 
within).

Able to treat every 
activity as a source of 
insights both for 
her/himself and others. 
Devotes her/himself to a 
continuing self-
improvement (both 
technical and 
behavioural).
Is able to motivate other 
persons working with her/
him.

Managing  of
responsibility

Capacity to:

check to have 
understood the task 
assigned and ask 
assistance if needed,
take responsibility for 
one’s own actions 
without blaming anyone 
else for something s/he 
is liable for.

Has difficulties to take 
own responsibility for her/
his tasks.
Needs others explain her/
him the responsibilities 
which are related to the 
tasks s/he has been 
assigned to.

Can complete a limited set
of well-defined tasks and 
may need guidance to 
identify the tasks, risks 
and responsibility linked 
with the situation and her/
his role. 
Takes responsibility for 
personal actions only in 
routine situations (where 
s/he can use past 
experiences).
In non-routine needs to 
ask for support. 

Fully understands tasks, 
purposes, risks and 
associated responsibilities 
related to the situation and
her/his role. 
Analyses situations and 
describes its associated 
risks and cause-effect 
relations.
Is aware of how her/his 
tasks contribute to the 
works of others. 
Feels personal ownership 
of the outcome of own 
actions. 
In non-routine situations 
attempts to take 
responsibility for personal
actions only under the 
supervision of a coach.

Understands how own 
tasks and role integrate 
with the contribution of 
others.
Analyses situations and 
takes calculated risks.
Works independently and 
collectively with a strong 
sense of responsibility. 
Feels personal ownership 
of goals, plans, decisions 
and outcomes, being 
aware of possible 
mistakes. 
In non-routine situations 
takes responsibility for 
personal actions 
independently of others 
and identifies changes to 
improve collective 
outputs.

Considers own tasks and 
role in terms of own 
contributions to achieve 
broader goals inside the 
organization.
Analyses situations, takes 
risks and decisions also 
when not all information 
is available.
Is able to adapt and 
renegotiate roles and 
responsibilities according 
to the circumstances. 
Highly autonomous, takes
full responsibility and 
ownership for all aspects 
of own work. 
Can recognize and remind
others their own 
responsibilities. 



Skill Skill description 1 (novice or unskilled) 2  (Beginner  performer
or low skilled)

3 (Capable performer or
skilled)

4  (Proficient  performer
or highly skilled)

5 (Expert)

Flexibility  &
adaptability

Capacity to:

accept changes as a new 
challenge, 
adapt to new situations 
and modify approaches if
required by the context.

Has difficulties in 
adapting to changes at 
work
Never proposes re-
assignment of tasks and 
deadlines.
Does not understand the 
reasons why to adapt to 
changes in routine-
situation.

May adapt to changes at 
work but needs to be 
encouraged or pushed to 
do so.
Starts to propose re-
assignment of tasks and 
deadlines. 
Tends to adopt the same 
approach in different 
situations (repetition of 
past success stories).
May understand the 
reasons why adapting to 
changes in routine-
situation.

Understands the need to 
diversify own approach 
according to different 
situations and asks for 
others’ help or suggestion 
to adapt own behaviours 
to the needs of new 
situations.
Begins to adapt to 
changes at work or re-
assignment of tasks and 
deadlines without being 
pushed to do so by others,
but needs feedbacks and 
incentives.
In complex situations may
meet some difficulties in 
performing adaptability 
and flexibility. 

Is able to adapt quickly to 
changes while remaining 
focused on deadlines, 
without any assistance. 
Is able to diversify own 
approach freely, if 
required by the context.
Is able to modify the 
priority order of tasks and 
goals if requested by the 
situation.

Is able to make others 
understand the changes 
which are required by the 
situation. 
Is able to articulate a 
compelling change vision 
for the organization where
works.
Is able to act as a change 
agent within the 
organization.

Critical
thinking

Ability to:
analyze and valorize 
information,
accept construction 
criticism.

Has difficulties in 
thinking critically 
(evaluating a situation 
from different points of 
views) 
Does not accept critics by 
others also when they 
might be constructive.

Needs to be encouraged to
think critically.
Understands that criticism
may be constructive, but 
needs still to be helped to 
accept it as an opportunity
for own development.

Understands that others’ 
construction criticism may
be an opportunity for own
development. 
Attempts to think 
critically (evaluating a 
situation from different or 
non-conventional points 
of views).
Understands not only 
what s/he is learning but 
also why and how it can 
be used at work
Is able to use own 
priorities and criteria to 
select and adapt 
information.

Analyses, evaluates, 
selects information and 
valorizes it according to 
the context needs and 
constraints using different 
and non-conventional 
points of views.
Is able to look beyond 
immediate application of 
the information acquired 
and to envisage future 
implications.
Is able to define purposes 
and objectives which are 
clear, reasonable, and fair,
but also others that may 
appear unclear, 
inconsistent, unrealistic, 
and unfair.

Is able to decide if an 
information or idea is 
worth, combining analysis
and intuition, also if it is 
non-conventional.
Is able to rethink an idea 
or redesign information.
Help and leads the others’ 
to look beyond immediate
application of the 
information acquired and 
to envisage future 
implications.



Skill Skill description 1 (novice or unskilled) 2 (Beginner performer 
or low skilled)

3 (Capable performer or
skilled)

4 (Proficient performer 
or highly skilled)

5 (Expert)

Team
working

Capacity to work in a 
team and in a 
collaborative style to 
achieve results.

Tends to work alone. Is 
not able to find her/his 
place in a working group.
Does not share 
information.

Understands the 
importance of team 
working, but needs to be 
encouraged to contribute 
to workgroup process.
Is aware of personal team 
working skills.
Seeks to cooperate with 
others in immediate work 
context.

Cooperates with others as 
part of familiar routine 
activities and contributes 
to specific activities, 
which require joint 
responsibility and 
reporting.
Plays active roles in 
workgroup discussions 
paying attention to the 
perspectives of others.
Voluntarily keeps the 
others informed of her/his 
work; shares information; 
discusses problems and 
seeks/gives help when 
required.
Is aware of consequences 
of behaviours, which may 
undermine effective 
interpersonal relations and
group cohesion (e.g. 
malicious gossip, 
individual work).
Begins to establish 
connections with others 
who can contribute to 
effective work outcomes 
(e.g. builds up and 
cultivates informal 
networks).

Cooperates with others to 
achieve common 
outcomes
Is able to adapt own 
behavior when working in
team and plays an active 
role in facilitating group 
interaction.
Is able to influence the 
group direction and plays 
a lead role on occasion.
Looks for strengths in 
others and finds ways to 
work with them sharing 
knowledge, experiences 
and ideas freely.
Avoids behaviours, which 
may undermine effective 
interpersonal relations and
group cohesion (e.g. 
private criticisms, 
prejudices, breaking 
confidences).
Is able to set a good 
example for others within 
the work team. 
Gives the others specific 
feedback information 
rather than blanket 
positive or negative 
statements.
Begins to build and 
cultivate formal and 
informal networks within 
and beyond work context 
(e.g. community of 
practices, professional 
associations…).

Invests time and energy in
building and maintaining 
effective working 
relations.
Encourages a 
collaborative culture 
within own sphere of 
influence and acts as a 
facilitator of group 
cohesion (encourages an 
active participation of all 
members and valorizes 
others’ contribution).
Plays a lead role in all 
situations, which require 
effective collaboration, 
being able to influence, 
engage and motivate 
others.
Gives feedback to others 
in a way that everyone 
can easily understand.
Actively builds formal 
and informal networks 
within and beyond work 
context, including key 
people (e.g. theme 
experts, think tanks, 
decision makers…).



2.5. Mapping transversal competences

In the frame of the European agenda  for adult  education and training,  the French Erasmus+
Agency  has published a guide4 synthesizing three years of work  dedicated to the evaluation of
transversal  skills for the less qualified persons. A first stage has enabled the establishment of a
reference system of twelve transversal competencies, each graduated by four levels of mastery:

1. Partial implementation in a known context, observation, identification

2. Adaptation to various situations, taking into account the stakes involved

3. Performing the activity while understanding the environment

4. Critical analysis, proposals for improvement, anticipation

Experiments  were carried out in  parallel  to  verify the effectiveness of different protocols for
evaluating these competencies. The reference system was then put in coherence with the French
"professional knowledge and skills base" and its threshold for the acquisition of basic skills.

#01 COMMUNICATING ORALLY IN THE PROFESSIONAL WORLD

Communicates very 
partially in face-to-face 
situations

Communicates with 
employment and 
training actors on his 
project and career path.

Communicates face to 
face, over the phone 
and can explain choices

Adapts his way of 
communicating to any 
interlocutor and in any 
employment-related 
situation

#02 COMMUNICATING IN WRITING IN THE PROFESSIONAL WORLD

Understands and 
partially fills the written
work related to his 
identity and 
professional project.

Understands and 
produces short writings.
Writes short tests 
related to his project 
with assistance.

Understands writings 
necessary for his path. 
Structures related 
writings.

Understands a variety 
of writings related to a 
job or qualification.

Produces adapted 
writings.

#03 USING MATHEMATICAL THINKING

Identifies the 
information, including 
numerical, present or 
missing.

Applies operations and 
measurements.

Chooses the appropriate
reasoning and 
operations to respond to
common situations.

Elaborates and 
confronts problem-
solving strategies in 
various environments.

#04 USING DIGITAL TOOLS AND COMPUTERS

Identifies and accesses 
the basic functions of 
computer and digital 
tools.

Partially uses the basic 
functions of a computer
(word processing, 
messaging, internet).

Uses information and 
digital tools related to 
his situation.

Adapts computer and 
digital resources to his 
situation and 
background.

4 Agence  Erasmus  +,  AEFA  (2017b).  Guide  pour  identifier,  évaluer  et  développer  les  compétences
transversales.
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#05 MANAGING INFORMATION

Lists the information 
carriers useful for an 
action.

Identifies missing 
information to perform 
an action.

Prioritizes the 
information and 
processes it.

Analyzes the stakes of 
the information to use 
and circulate it.

#06 GETTING ORGANIZED IN A PROFESSIONAL ACTIVITY

Identifies and 
implements the tasks to 
be organized in an 
activity?

Organizes recurring 
activities according to 
constraints and 
associated frameworks.

Prioritizes and plans, 
taking into account 
instructions an 
organization's 
requirements.

Anticipates and 
provides for 
organization methods 
according to possible 
contingencies.

#07 USING SOCIAL CODES RELATED TO THE PROFESSIONAL CONTEXT

Identifies a few rules 
related to his 
professional status.

Respects the rules and 
questions the implicit 
codes.

Is able to situate 
himself and to adapt to 
formal and unknown 
settings.

Explains the social 
codes of a professional 
context.

#08 WORKING IN GROUPS AND TEAMS

Identifies people and 
adopts a learning 
attitude.

Adopts a concentrated 
attitude to work, can 
help others and accepts 
to be helped.

Makes proposals and 
agrees to negotiate 
them.

Actively participates in 
the collective work by 
varying his place and 
role in the group.

#09 LEARNING AND TRAINING THROUGHOUT LIFE

Says his usual ways of 
learning.

Considers the 
possibilities for 
enriching and varying 
his ways of doing 
things.

Develops new strategies
to optimize his action.

Suggests new ways to 
carry out certain 
professional activities.

#10 BUILDING ONE'S CAREER PATH

Has some ideas for his 
professional career.

Confronts his project 
with the socio-
economical constraints.

Defines a realistic and 
achievable project.

Determines the stages 
for implementing his 
career path.

#11 CARRYING OUT ONE’S ACTIVITY WITHIN THE REGULATORY FRAMEWORKS

Identifies the standards 
associated with the 
activities of a given 
trade.

Applies regulatory 
measures in a given 
environment.

Explains the meaning 
and value of regulations
in a work environment.

Analyzes issues related 
to compliance with 
standards and 
regulations.

#12 ADAPTING ONE’S ACTION TO HAZARDS AND EMERGENCIES

Identifies and reports Proposes a solution to a Solves a variety of Anticipates problems 
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the nature of a problem. problem, has its 
relevance checked.

problems, and explains 
the most appropriate 
modalities for each 
situation.

that may arise in his 
activity, modifies 
certain ways of doing 
things.

Using  this  framework  and  scaling  system, it  is  possible  to  produce  the map  of  the  twelve
transversal skills of a worker, showing the expected level of skills from 1 to 4 and the estimated
level.  The  improvement  needed  through  training  is  then  immediately  visible.  This  kind  of
representation  is  particularly  useful  for workers  who  are  not  comfortable  with  the  written
language. 

It is suggested to evaluate these competences by setting the subject in professional practice. 
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3. Developing awareness about refugee's transversal competences

The most common way to raise awareness about competences is an evaluation process in which
the subject is involved. It can be a self-assessment where the individual assesses own mastery of
the skills identified in an interview or by putting the subject in a practical situation that is a real or
simulated work environment. In that case, the evaluation is external and the worker is asked to
carry out tasks, solve a problem, implement strategies, etc.  Some situations that are common to
all sectors can be used for assessment. There are for example, the management of a conflict with
a client or colleague, the management of an unexpected incident when performing an activity, the
behaviour during the first day of work or internship.

A confrontation following a self-evaluation or a simulation between the subject and an evaluator
who can be an external person or an experienced worker such as a line manager is needed to
develop a full awareness. 

In this chapter we will present more in details:

• how internships can be used for developing awareness on transversal skills;

• how a professional experience can show the existence of transversal competences;

3.1. Company-based internships

3.1.1. Specific programs for refugees in Denmark
Company-based Internships are one of the most used methods to introduce refugees and newly
arrived  immigrants  to  the  Danish  labour  marked.  Internships  are  activities  under  the  Danish
Integration program and but are also used as an activity to introduce or reintroduces other groups
of unemployed citizens to the labour marked.

During  company-based  internships,  the  refugee  receives  integration  benefits  from  the  local
municipality for a period ranging from four to 13 weeks. While in the company-based internship
the refugee is introduced to the Danish labour market through training activities in a specific
company. Before the internship is established, the refugee, a representative from the company and
a representative from the local job centre agree on the goals of the internship. The goals can be
practical  skill  training,  language  training,  social/personal  skill  training  and/or  focus  on  the
understanding of Danish labour market or work place culture. The intern is the introduced to and
performs different  tasks,  assignments  and responsibilities  to  general  or specific  job  positions
within the company.

Internship training focus

While internships often focus on the practical skill training, making the trainee able to perform
and manage the different relevant work tasks, it also becomes quite clear if the intern lacks any of
the valued transversal skills. 
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For example if time management by Danish standards is a problem, it will usually become clear if
the intern arrives at the workplace late or without being properly dressed and not understanding
how and why this is not acceptable. If the intern does not have the transversal communication
skills acquired it will usually become visible during the internship if the intern doesn’t call in
when being sick, in miscommunication with coworkers, if the intern repeatedly answers yes to
understanding new assignments and it not being the case etc.

Emphasizing the importance of transversal skills

Within the first couple of weeks, it usually becomes clear which relevant transversal skills the
intern is missing according to his or her employer. To make sure that the missing transversal skills
are not just identified, but also trained, the employer or closest colleague becomes vital. When
identifying missing transversal skills the employer, supervisor or colleagues are responsible for
making sure, that the intern not only understands that he or she is not lining up to the expectation
for employees in the company, but also to makes sure that the intern understands why and what
he or she can do to change this.  Going back to the prior example of not being on time, the
supervisor will have to explain to the intern why being on time is important and probably even
essential in the specific company. E.g. that the conveyor line will be missing a man or woman and
thus the quality of the production jeopardized if the intern or one of his or colleagues are late.
That if the intern is not done loading a delivery truck on time, a colleague will be delayed on his
delivery  route,  meaning  that  his  deliveries  will  be  late  and  thus  the  customer  experience
negatively influenced. The supervisor will also have to point out different possible solutions to
the intern, giving him or her advice on how to improve his or her punctuality e.g. by:

• Making sure that the intern irons his or her uniform the night before, so that it will not
take up time during a busy morning

• Practicing getting to work 20 minutes early to make sure that bathroom breaks are done,
and morning coffee drunken before works starts

• Explaining that having the interns partner or spouse take the children to daycare or school
on morning when time is short and the intern has to start work early

By doing so, the supervisor gives the intern a chance to improve his or her understanding of the
specific transversal skill, and why it is so important to the company and thus also to the intern’s
chances of getting a job and the end of the internship. It also gives the intern examples on how to
improve the skill and a chance of actually during so during the internship. 
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3.1.2 Use of the common law programs
In France, for example, the law provides the possibility for unemployed workers to benefit from a
work experience period, the purpose being to:

• discover a profession,

• confirm a professional project,

• acquire new skills or experience.

This opportunity can be useful for newcomers. It will allow them to:

• discover the working conditions of the host country,

• become familiar with a specific job context,

• assess existing competences (job related skills),

• detect gaps in competences,

• detect other possible barriers to employment,

• create professional networks (this is a key added value of the process that can generate
recommendations from managers and access to employment in another company).

The  orientation  of  the  migrant  who  need  to  have  an  official  status  (refugee,  international
protection, having the right to work…) has to be prescribed by an intermediate body such as an
employment centre (Pôle emploi or Mission locale).

The maximum duration for one period is up to 4 weeks with a maximum cumulated of 2 months
on 12 months for using this possibility with different companies.

A contract  is signed between the migrant,  the company and the prescriber.  A fourth part,  for
example a training centre, can be involved to make the follow-up instead of the prescriber. If so,
it becomes the communication reference for the company and the migrant.

The company doesn’t pay wages, and the migrant keeps the entry status (maintaining for example
a solidarity wage). There is no extra cost for the companies as the insurances are also covered by
the scheme. The migrant has to be placed in the same working conditions as other employees but
cannot replace an employee.

The company  names  a  tutor  to  welcome,  inform,  guide  and  evaluate  the  behaviour  and the
contribution of the newcomer. The prescriber or the training centre participates to the collection
and analysis of the feedback resulting from these practice periods. Upstream of the action, it is
possible to sensitize the company and the migrant to possible cultural misunderstandings that
could generate conflicts. 

Experience shows that usually most of the transversal skills needed are present and that solutions
can be found to mitigate communication deficiencies.
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3.2. Deducing transversal skills from previous work experience

A recent analysis5 has been developed by France Strategie and Pôle Emploi based on the working
situations. It has identified 16 situations more or less important for performing a job and also
depending on the size of the company, the age of the worker and the level of education.

As far as the organization of work through rhythm and autonomy is concerned, four main forms
of work are highlighted: autonomous work that is not very formalized, Taylorism-type work,
qualified autonomous work regulated by objectives, and repetitive craft-type work.

Working situations Associated transversal skills

Use of computer tools Digital skills and use of office tools

Reading or writing documents, texts, 
instructions sheets

Writing and Reading Comprehension

Contact with the public, by phone or face 
to face

Ability to communicate

Listening skills

Sense of customer relationship (taking into 
account the customer's needs, commercial sense)

Acting in a service relationship

Immediate response to a request

Rhythm of work imposed by an external 
request requiring an immediate response

Responsiveness

Teamwork
Ability to work in a team

Ability to cooperate

Coaching, supervision

Managerial capacities

Decision-making capacity

Ability to federate

Assertiveness

Quality procedures and risk management

Must follow strict quality standards; 
financial risk; quality risk; risk of 
physical danger

Respecting standards, instructions and procedures

Sense of responsibility

Having the right gestures and reflexes to avoid 
risks

Applying a regulation, a procedure in matters of 
health, safety, quality and environment

5 Lainé F.,  Situations de travail, compétences transversales et mobilité entre les métiers, France
Stratégie, document de travail n°2018-3
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Work organisation defined by the 
following situations:

- work rhythm (imposed by a 
machine, technical constraints, 
control of the hierarchy, external 
demand)

- Standard of production or 
deadlines (per day or per hour; 
precise numerical targets)

- Autonomy in procedures 
(Application of instructions; 
management of incidents, 
possibility of varying deadlines)

- Repetitive dimension of the work

- Cooperation

- Polyvalence (Regular rotation 
between different tasks or 
positions according to the 
company's needs)

Ability to follow a repetitive work rhythm

Reactivity

Dealing with a common hazard

Ability to update knowledge

Ability to envision a process

Ability to create, innovate, invent

Ability to take initiatives

Driving a vehicle Ability to drive a vehicle

Work under pressure
Ability to work under pressure

Ability to manage stress

Emotional charge

Ability to control one's emotions (emotional 
skills)

Ability to manage stress

Ability to take a step back

Physical efforts (Carrying heavy loads; 
standing for long periods of time; walking
for long periods of time; tiring posture)

Physical resistance

Adopt gestures and postures adapted to different 
situations in order to avoid pain and to spare one's
body.Physical environment (Humidity; 

draught; high or low temperature)

Organizational Changes Adaptability

Examination of small objects, of details Manual dexterity

Visual or audible attention (Do not take Ability to maintain attention over time
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eyes off work; watch for brief, 
unpredictable or difficult to detect visual 
or audible signals)

This work allows to map the jobs following the predominant transversal work situations.

Mobility flows between professions are all the more intense as these professions share the same
transversal work situations. This is particularly true for internal mobility within companies or the
mobility of blue-collar and white-collar workers.

This work can be used with refugees and newcomers to determine which main transversal skills
they possess according to previous work experience. From this it is possible to explore with them
potential jobs that belong in the same group characterised by the same predominance of skills.

3.3. Competence cards to analyse the social abilities and skills of migrants

These cards have been developed by the Bertelsmann Stiftung6 for immigration counselling in order to
support the analysis of the social abilities and skills of migrants. They combine pictures and text in
simple and various languages.

They consider  46 competence cards in the three areas of social (10 cards), personal (18 cards) and
technical  and  methodological  skills  (18  cards),  11  cards  for  the  interests,  9  cards  with  further
instructions and 3 supplemental cards. The cards are serially numbered based on competency areas
and skills.  Each skill  is  illustrated by a  picture,  described by a sentence in  simple  language and
translated into the following seven languages: German, French, Russian, Arabic, Farsi, Turkish and
Tigrinya.  Further  explanations  and  questions  about  the  competence  term,  instructions  for  the
specialisation cards and additional materials can be found on the back.

6 In cooperation with the Forschungsinstitut Betriebliche Bildung gGmbH (Research Institute for Vocational
Training), the Bundesarbeitsgemeinschaft der Freien Wohlfahrtsp ege (non-state welfare bodies) and the
Bund der Vertriebenen (Federation of Expellees).
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The front of the cards is primarily aimed at the  migrant, with the illustration of the skills, the
sentence  in  simple  language  and  the  translation.  The  back  of  the  cards,  with  the  additional
explanations,  the  sample  questions  and  references  to  the  skill  specialisation  and  additional
materials is directed more towards the counsellor. The results of the meeting can be documented
in a synthetic file for further counselling.

They are available under Creative Commons Attribution ShareAlike 4.0 International license (CC BY-
SA 4.0).  They  can  be  downloaded and they  can  be  adapted  (naming  of  the  skills  in  national
languages, identification of the key skills for the national labour market, references…).

Possible use
1. Start a conversation

The  cards  can  be  used  as  an  easy  way  to  start  the  conversation  or  as  an  access  point  for
determining skills. This is particularly useful for clients with limited English language skills.

2. Full determination of skills

The card set includes the three most important competence areas for determining informally and
non-formally acquired skills. There are different options for performing the complete analysis of
social abilities and skills:

• The migrants view the cards and choose 10-15 competence cards which they consider to
be their strengths. These are then discussed with the counsellor and, potentially, additional
specialisation  cards  are  referenced.  At  the  end  of  the  process,  primary  skills  can  be
determined, based on which an initial assessment of the vocational field can be made.

• The card set can also be used in only one competence area and the skills listed there can
be queried one after the other. Specialisation cards can provide more details about the
corresponding skills.

• The card set can also be used as a complete set. This results in a varied picture of the
respective skills of the client. The procedure is the same as in options 1 and 2.

3. Other uses

When the counsellor becomes familiar with the cards, s/he can imagine other uses, for example in
groups with games.
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4. How to identify skills?

The identification of their transversal skills will allow migrant people to be aware of which ones
they need to develop or exploit in order to improve their employability.  Following are presented
different tools to enable the identification of skills.

4.1. EU skills profile tool for third country nationals

The European Multilingual Skills Profile Tool for Third-Country Nationals was developed for
organisations  assisting  refugees  and  migrants.  It  facilitates  the  identification  of  skills,
qualifications and professional experience and the provision of personalised advice for further
action,  such  as  applying  for  recognition  of  diplomas,  validation  of  skills,  further  training  or
employment support services.

It is accessible online from most devices, including computers, mobile phones and tablets at:

https://ec.europa.eu/migrantskills

The tool  is  multilingual,  available  in  all  EU languages  and in  Arabic,  Farsi,  Pashto,  Sorani,
Somali, Tigrinya and Turkish. It is possible to select display questions in two languages at the
same time,  thus  facilitating  the  understanding  of  the  migrant  and  reducing  language barriers
between the counsellor and the migrant.

The profile can be completed in one or more sessions with a counsellor. If so, it has to be saved
under xml format on the device used by the migrant because when starting the following session
he will be asked to import this xml file. Depending on the language level of the migrant, it will
take a minimum of 8-12 hours to complete it properly.

A migrant can fill alone or with some help, the following areas:

• Personal Information (which include migration-related information),

• Expectations

• Skills Identification.

It is advised to browse the tool and think about the fields to fill before going online. Expectations
that  can  be  Improve  language  skills  /  Follow  integration  course  /  Undertake  education  or
training / Find work /Other are to be prioritised. If we choose Find work, for example, we have to
think about the type of work, the field of activity and the occupation (that can be searched in the
language of the migrant).

Skills identification includes:  Languages / Education and Training / Literacy skills / Numeracy
Skills /Digital skills / Professional skills / Skills acquired outside the workplace / Other basic and
transversal skills / Driving Skills. Examples are given to facilitate the filling of Numeracy and
Digital Skills.

Professional skills are described by each work experience for which skills were needed: they can
be selected in a scroll-down list.

Skills acquired outside the workplace can be evaluated among Caring for children / Caring for
elderly people / Caring for sick or disabled people / Making or mending clothing / Preparing
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meals  /  Cultivating  crops  /  Taking  care  of  livestock  /  Making  pottery  /  Selling  or  trading
products / Making furniture / House construction / Coaching or teaching.

The  Other  basic  and  transversal  skills  that are  estimated  are  Work  independently  /  Make
decisions independently / Work in a structured way / Solve problems / Work with others / Work
with people of different cultures / Work with customers / Work as a leader / Manage projects /
Work in stressful conditions / Develop new ideas and turn them into action / Inspire and enthuse
others / Take responsibility for my own learning.  They are also evaluated on a four scale level,
from With guidance to Expert.

The counsellor will fill the overall appraisal and recommended next steps section. This overall
assessment  should  summarize  the  strengths  and  weaknesses  of  the  profile  created  and  give
concrete advice on what the migrant should do next. For example, if the person has qualifications
acquired in a non-EU country, the counsellor will write the contact of the organisation that deals
with the recognition of foreign qualifications. The person should also be referred to the relevant
bodies  if  validation  of  competences,  further  training,  employment  assistance  or  additional
referrals are needed. The counsellor must therefore be familiar with all resources (recognition and
validation services, access to training, employment assistance, etc.). It is also advisable to contact
these  organisations  before  making  personalised  recommendations  in  order  to  verify  their
feasibility.

The summary is unilingual, but it is possible to obtain it in all other languages using the language
selector. Completed profiles can be exported as PDF to be printed or attach to a mail. It is then a
useful tool to assist the migrant in the path towards employment.

[Note: In the framework of the Erasmus+ project Migrant Literacies, Innovative practices in the
teaching of literacy with the use of ICT and digital literacy to migrant adults,  Solidaridad Sin
Fronteras NGO has developed a didactic video in Spanish on how to use the tool.]

4.2. A 3 hour skills assessment

This professional skills assessment is carried out over 3 hours as an individual service. It takes place
in a friendly space ensuring confidentiality with a round table.

Objectives
• to put words on previous experiences 

• to draw up an inventory of the professional situation.

• to make the migrant aware of own competences

• to explore potential jobs related or derived from the detected skills

• to generate material for elaborating CVs

• to provide the migrant with a file that s/he can use for future appointments in relation with
employment (job counsellor...)

• to facilitate access to employment
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Steps
1. Update on the current situation

The migrant is guided by the counsellor who starts with questions on his social situation. If the
migrant  is  not  yet  registered at  the employment centre,  the counsellor will  inform about  the
procedure, for example by giving a document outlining the steps for online registration. If the
migrant is already registered, the counsellor will recommend that s/he gives them a copy of the
documents given at the end of the skills assessment.

2. Review of previous professional experiences

Previous work experiences are discussed, identified by fields of activity. If possible, links are
made with the national directory of occupations. The counsellor goes through the corresponding
description in the directory with the migrant and checks the activities that have been carried out.
Several occupations can be checked even if not all the required skills have been used. The next
phase consists in drawing up the list of skills acquired.

3. The transferability of acquired skills is discussed

Example

Identification of the technical skills from a Ukrainian beautician:

• Welcome the customer; identify his needs; advise a service and products.

• Define the treatment adapted to the client; present the prescribed care, the products used

• Clean equipment and premises

• Cutting hair

• Make-up

• Manicure

All extra-professional experiences are also scanned in order to establish a more exhaustive list of
skills.  This makes it  possible to identify the skills of people who declare that they have not
worked, as the activities they carry out are not considered as a professional activity.

Example

A Moroccan woman who was a farmer: poultry-yard management; caring of cows and milking; 
cheese making.

4. Behaviours and cultural codes

The counsellor can refer to the occidental cultural codes and check that the migrant is able to
identify them and to respect them.

Examples

An Albanian plumber:  when travelling to  a construction site,  the person refuses to  eat  in  a
restaurant with his colleagues.

An Algerian saleswoman: Refusal to shake hands with male colleagues.
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5. Identification of barriers to employment

The various brakes are evaluated according to:

• The administrative situation: registration with social security, validation of the driving 
licence

• Mobility: lack of driving licence, possibility to use public transport, distance from home 
to companies

• Training: diplomas not recognized by the host country, recognition of the level of training
not yet requested 

• Proficiency in the language of the host country

• Childcare services

• Health conditions

Example

Acquisition of social security card is being processed.

Madame X lives in a small village far from Le Puy-en-Velay. She is not comfortable driving a 
car even though she has a driver's license.

The assessment is also intended to be a picture of the actual situation. A tracking of ongoing
actions is done in terms of, for example,:

• Training follow-up

• Active job search

• Social inclusion actions

Example

Registration in a sports hall, member of an astronomy association, language courses.

6. Determination of possible professional projects

Finally, the assessment focuses on the possible directions taking into account the previous

• Direct  employability:  possible  careers,  direct  employment,  targeted  sector  of  activity,
access to subsidised contracts

• Need for training or mediation or support

• Need for social measures regarding health, housing, childcare.

A list of occupations lacking workforce is submitted to the migrant who gives his or her opinion.

Example

Mrs. X has skills and interests that correspond to sectors active in recruitment, hotels and 
personal assistance.
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The activities carried out do not necessarily have a business equivalent in the host country. The
interest of the assessment is therefore to identify skills in order to simultaneously consider their
transfer to the existing jobs. The advisor must therefore know the occupations in order to be able
to make this transfer.

7. The action plan

An  action  plan  is  elaborated  and  given  to  the  migrant  together  with  the  summary  of  the
assessment. The aim is to draw up a list of concrete actions to be carried out:

• Registration to job centre

• Administrative steps to be taken to validate the driving licence (reminder of the deadline
after the residence permit has been issued)

• Contact to ENIC-NARIC national centre for the recognition of the level of training

• Identification  of  potential  training  to  improve  language  proficiency  or  to  obtain  a
qualification for a job.

Example

Steps to be taken for a Malagasy cleaning woman:

• Check with the job centre to see if she is eligible for subsidised contracts

• Attend a workshop to produce a CV and cover letters.

• Draw up a list of retirement homes and health and social centres where to apply for a 
position as a hospital service agent

4.3. Identification of skills gaps

Identification of soft skills gaps and Identification of hard skills gaps are tools that have been
developed in the European project Lighthouse, Supporting lifelong learning and career paths for
migrants by tailored counselling and recognition of prior learning to improve skills, employability
and mobility, coordinated by Solidaridad Sin Fronteras.

Identification of soft skills gaps
A soft skills gap is defined as “a significant gap between an organization’s skill needs and the
current capabilities of its workforce”. This should be known by employers of course but as well
by job seekers or employees. Skills self-testing can provide a good benchmark, so that you can
see where you are before starting a job search process or starting a new job.

How to use the tool
The identification of soft skill gaps should be carried out through three exercises.

Exercise 1: Generic skills self-assessment questionnaire
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I. For  each  skill,  you  must  compare  value  your  level  of  proficiency.  Be  as  precise  as
possible in your personal evaluation. Circle the letter corresponding the better to your
evaluation. The letter A being the lowest and the letter I being the highest.

II. When you are  finished,  you must  indicate  your  ten  highest  skills,  those  that  will  be
required by the profession you target and those you would like to develop.

III. For each of your key skills you need to give examples of situation where you used this
skill. It should be professional or personal experience.

IV. One this exercise is made; it  is  requested to have a 10-20 minutes feedback with the
person  who  made  the  exercise  to  help  trainee  to  check  the  answers  are  fitting
expectations.

Exercise 2: Ten highest skills required by your profession

Once you are finished the exercise 1, you must go to the last page and indicate your ten highest
skills, those that will be required by the profession that you have targeted and those you would
like to develop.

Exercise 3: Examples of professional or personal situations where key skills are used

For each of your key skills you need to give examples of situation where you used this skill. It
should be professional or personal experience. 

Required materials

The questionnaires and tables below.

T  hree exercises are also available for downloading   on pdf format.
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Identification of hard skills gaps
A hard skills gap is defined as “a significant gap between an organization’s hard skill needs and
the current capabilities of its workforce”. One of the biggest challenges companies are facing is
the skills gap. Since employers are so keen on hiring subject-matter experts, it's no surprise that
hard skills are important in their selection criteria for jobs.

The hard skills gap will be extremely much depending on which trade and which job we are
looking at in contrast to soft skills that are essential for most jobs. We have therefore focused on a
generic form, where the job seeker defines the tasks him/herself alone or with the counsellor.

How to use the tool

First step

Find the exact type of skills or competencies required by the specified trade you choose to work
within and note them down in the form. It  is not recommended to establish a big number of
competencies, because it can become difficult to manage. Focus on around 10 tasks only.

Second step

It is very important and helpful to establish or find the indicators for performance evaluation
from the competencies definition.

Third step

Assess  your  own  skills  in  each  of  the  chosen  competencies,  following  the  indicators  for
performance evaluation selected.

Fourth step

Prioritize the skills gap you need to bridge in order to increase employability.

Required materials

The table below.

The worksheet is also available   for downloading   on pdf format.
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4.4. How to describe experience to bring to light knowledge and skills?

For the experience to be understood and taken into account in the host country, the migrant must
be able to describe it. Accurately describing the activities helps to highlight the knowledge and
skills that were needed to carry them out.  This work gives additional information to the one
brought  by  certificates  and  concrete  evidences  that  can  be  shown.  A thorough  description
supplemented by a reflective analysis can compensate a lack of documentation.

It is also possible to show what  the person is able to do in a real work situation: that will be
assessed by people with the necessary experience and qualifications (business manager, trainer,
expert, etc.).

Accompanying the migrant in describing own experience
Work situations chosen to be described precisely must be rich enough to bring information on the
existing competences. An exchange with the migrant will allow to recall different situations in
order to remember the richest ones.

To describe the situation as extensively as possible, it is advised to start by:

• identifying the activities carried out;

• separating each activity  into tasks (a  graphic  representation with a tree structure  will
facilitate the process).

A reference to the senses (sight, hearing, smell, taste, touch) and perceptions will help the migrant
to remember things.

The following questions will help to relive the action cycle to facilitate the breakdown of the
activity into tasks:

• What were you doing before the activity? What did you need to plan for? What had to be
prepared?

• What were you doing during?

• What did you do afterwards?

• How much time did you spend on each activity? On each task?

• What were the problems that could arise? How did you react? What did you have to do?

Answering to the questions  Who? What? Where? When? How did you do it? How much? And
only after Why? allows you to describe an activity precisely.

• Who: to whom, from whom, for whom, with whom…

• What: to what, from what, on what, which... (possible document: diagram or photo of
objects, material).

• Where:  at  what  place,  at  what  distance,  in  what  area...  description  of  the  space,  the
environment, a location. (possible document: diagram or photo of the premises).

• When: at  what  time,  when, since when, for how long,  how often,  at  what  point  in  a
process (at the beginning, during, at the end). Is it a cyclical activity? (possible document:
time diagram).
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• How: methods, operating modes, ways of proceeding, behaviours, processes, settings...
(possible document: functional diagram).

• How much: measurements, costs, ratios, statistics, volume, evaluation... What were your
measurement methods? Your calculation methods? It  is  also necessary to quantify the
characteristic  elements  of the  situations described:  How many people  were  involved?
How many cases? What was the volume of...? What were the quantities, the costs?

The following verbs can be used to express skills: define, identify, evaluate, master, research,
study, design, inform, decide, validate, interpret, explain, organise, diagnose, solve, anticipate,
carry out, secure...

Once the description has been made, it must be explained (diagnosis, stakes, strategy, objectives,
constraints, obligations, controls...). It is this analysis of each of the tasks and the related issues
that best allows the skills and knowledge to emerge.

It is also important to highlight the person's ability to adapt to change, to progress and to identify
changes  in  the  job  (Previously,  it  was  necessary  to  do  this.  Today,  this  is  how  it  is  done.
Tomorrow, I foresee these evolutions) and to explain them.

Example of questions to ask when describing an activity

To start

What was the situation?

What was the starting point?

What caught my attention? What did I observe?

What information was available to me?

What was I doing to get started?

What was important to me at first?

What come to my mind first about this activity?

Process

What did I do next?

What should I consider?

What happened next?

What should I pay attention to when...?

What did I notice, see, when...?

What did I hear?

When should I pay the most attention?

What were my gestures?

Description of perceptions
and thoughts

What were my observations? What was I doing with them?

What did I observe?

What was I wondering?

What were my intentions?
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What was my further research?

What was I remembering when...?

What was I doing at the time...?

Finalisation

What happened at the end?

What was I supposed to end with?

What was the last thing I did?

What were the results?

How to document previous learning
Depending on the learning contexts, there are different types of documents or evidences.

Learning context Types of documents

School, University, Training 
Centre

Certificates, titles and diplomas, issued by education and 
training organisations, universities and various ministries

Learning that do not lead to 
official certification 
(educational activities, in-
company training, adaptation 
to the workplace, refresher 
courses, participation in a 
conference, etc.).

- Declaration by an employer

- Certificate of training

- Certificate of participation to a 
course

- Training Program

- Registration form

Photographs or 
samples of work, 
possibly accompanied 
by reports, reviews to 
indicate the level of 
knowledge and to 
assess analytical 
skills.

- Written work 
(reports, reports, 
articles, etc.), figures, 
working documents, 
procedure sheets, 
management charts, 
etc.

Learning outside any formal 
setting: at work, through 
volunteer activities, in family 
activities, in daily life...

- Contract of employment

- Declaration of the head of the 
association

- Declaration of a site manager, 
clients, reference letter

- Letters of reference

- Mission letters, organization charts 
of the services attended

- Licensing, business registration
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5. Methods and tools to develop transversal skills of refugees

5.1. Family  mentors  to  support  the  development  of  transversal  skills  in
Denmark

When working with newly arrived refugees and immigrants, it will often be a good idea to adopt
a holistic approach to the employment-oriented integration efforts.

It can be extremely difficult arriving to Denmark as a newcomer. In Denmark, it is expected that
both men and women work full-time jobs, whereas many of the newcomers (mainly refugees and
family reunified persons to refugees) arriving to Denmark are used to having a stay-at-home
mother as an essential part of the family structure. In many newly arrived families, the woman
will be used to cooking big family meals every day, and to cleaning and keeping the house as part
of her daily duties.  Therefore,  the first  meeting with the Danish employment system and the
requirements posed may serve as a shock, since the common family structure of e.g. a Syrian or
Eritrean family is not compatible with what is expected from you in the Danish employment
system.

One method to deal with this potential problem is to find a mentor to attach to the family – a
professional from the municipality or a voluntary mentor to help with creating structures in the
everyday life that help to support the transition to both parents being full-time employed and not
having  a  stay-at-home  parent.  Examples  of  support  could  be  helping  to  build  up  systems
concerning the cooking; most Danish families use their freezers quite a lot to freeze portions of
food corresponding to a meal for the whole family so that the woman will not have to cook meals
every day after having worked all day. Also, the mentor can help with suggesting easy recipes
that will not require the same amount of time to prepare. This support will help the newcomer
with tips and tricks on how to plan the everyday life while having a full-time job, thus developing
the newcomer’s ability to adapt and be flexible.

When a newcomer is going to start a new job or internship, it can also be a good idea for a mentor
to help out with finding the way to the work place in advance. If the route to the new work place
will be by public transportation, having tried out the route before actually starting (together with a
mentor)  can  be  a  way  of  securing  meeting  stability.  This  way,  surprises  concerning  public
transportation and the ability to navigate and find his/her way to the work place will not occur on
the first day of employment but instead well in advance.

The mentor can also support the newcomer with questions concerning the Danish labour market,
and with understanding the Danish work place culture. This guidance will help with removing all
the barriers for the newcomer to enter the labour market.

How a mentor can support a newcomer in the development of important skills for the labour
market (sum up):

• Provide the newcomer with information on the labour market, memberships in unions and
unemployment insurance funds, taxation systems, pay-check systems etc.
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• Help the newcomer with understanding the work place culture

• When the newcomer is going to start in a new internship or job, try out the route to the
work place with him/her as a test before he/she actually begins

• If  the  newcomer has  a  family,  help  out  with  good tips  and tricks on how to  plan  the
everyday life while having to work a full-time job

When considering these points,  the newcomer’s ability to meet on time and to adapt to new
situations will be developed. Also, it will be easier to maintain motivation when these different
elements have been dealt with. These competences are extremely important for the Danish labour
market. 

5.2. Role plays and simulations

During  language  courses  for  example,  role  plays  and  simulations  can  be  used  to  learn  the
language as well as developing knowledge of the cultural requirements of the host country. This
knowledge will help the migrant to understand the meaning of the transversal competences as
expected by the employment context.

It seems that the main cultural features that plays a negative role for work integration are linnked
to  the  relations  between  co-workers  and  the  hierarchy,  in  particular  during  the  non  formal
activities,  the  relations  between  males  and  females,  to  the  perception  of  time  and  time
management, 

The  address  the  question  of  gender  relations,  for  example,  the  following  role  plays  can  be
organised:

• A customer returns to complain about a TV that doesn't work, he finds himself in front of
the female store manager and insists in asking for the manager.

• A housewife notices an unexplained expense, she tries to ask her husband what it is about.

• Same situation, reversing the male and female roles.

• A man staying at home is scolded by his wife when she comes home and finds that her
husband has not prepared the meal.

• The head of department asks a female employee to warn one of her colleagues of the risk
of dismissal.

• A job adviser from the employment agency is confronted with a company manager who
refuses to employ a woman.

• A man applies for a job as a nursery school director.

After a play, open exchange can take place regarding the staging, the words used, the topics, the
reactions of each actor.

A selection of pictures or objects (such as iron, knitting needle, telephone, bouquet of flowers,
scissors) can be presented on a table. Each participant chooses one or two objects and explains
the reasons for his or her choice and the representations conveyed by them.
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5.3. Riddle to develop creative problem solving by using lateral thinking

Preliminary considerations
Creative problem solving is a very valuable skill for employment since many jobs require:

• To think in an innovative way

• To come up with a creative solution to a problem

• To overcome difficulties

• To cope with challenges that the person has never experienced 

Problems can be solved using an indirect and creative approach through lateral thinking, which
can be  used  as  a  method or  technique to  produce solutions  whereby the  problem appear  as
obvious in hindsight.

Following it is presented a workshop that can be conducted by a trainer with several participants
(4-10). This activity requires some previous skills of participants:

• Literacy skills.

• Language and communication skills: descriptions and turn ideas into words.

• Collaborative skills: work in teams.

In some national contexts, as the Spanish one, a large number of newcomers and refugees come
from countries where the national language is the same that the host country one. Therefore,
people do not have to overcome language barrier.

In case that the language barrier exists, the activity can be adapted by using other supporting
materials  as  pictograms,  images,  video,  etc.  and/or  adapting the language to  the level  of the
group.

Development of the activity
This is a group activity that can take place during a session of training with refugees/newcomers. 

The coordinator will propose to the group to perform a lateral thinking exercise. A situation will
arise so that in teams they try to solve a mystery.

In a subgroup of four people, they will have to work on the problematic situation that will arise.

One example  to  form the  teams:  “Mixes”.  The coordinator  must  prepare  a  series  of  bipolar
slogans such as sweet or salty meals, summer or winter and beach or mountain. The coordinator
will give a slogan so that they can be grouped according to their tastes: "on the one hand, those
who prefer the sweet food and the other the salty one". Then s/he returns to give another different
slogan so that they unravel and regroup, and so about five times at least.

When two teams have been formed with approximately the same number of people, the activity is
finished to start the new dynamic. The coordinator/trainer will tell the following story.

The murderous firefighter:

Attending an anonymous call, the police enter a house to arrest a supposed murderer. They do not
know his appearance, they only know that his name is Juan and that he is inside the house.
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In the house they find four people: one works in carpentry, another drives a truck, the other works
in a mechanical workshop and the last one in the fire station.

Without asking any questions and without hesitation for a moment, they immediately arrest the
firefighter.  How did they know that  he  was  the culprit  if  they  only knew his  name and his
profession?

In each group they should write the possible solutions on a paper, they can raise more than one
possible answer. For example, one possible answer could be: "they knew it because all the other
people in the room were women”. This is an invent answer but it makes sense with the few
information that they have.

The activity is concluded by sharing all  and all  the ideas conceived in each subgroup. After
sharing the different answers, a final phase of reflection take place.

Some possible questions,  to be adapted according to the characteristics  of the group,  are the
following:

• Do you find the number of possible solutions found amazing?

• Why do you think that different answers appeared?

• Why do people analyse situations from different perspectives?

• Did  someone  come up  with  an  idea  because  he  heard  the  occurrence  of  one  of  his
colleagues in the subgroup?

• Did you hear any interesting solution from one of your classmates and would you have
liked to have found one?

Note: It is not important that they have found the ideal answer, the fundamental thing is that they
have  been  as  creative  as  possible  to  exercise  lateral  thinking,  to  discuss  in  groups  and  to
communicate with other participants.
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6. Promoting transversal skills on the labour market

6.1. Promotion of skills for employment

The card  of competencies  is  a  tool  intended to  measure  the progression  of the refugee with
regards  to  social,  personal  and  language  requirements  throughout  a  period  of  time  with
interventions intended to boost the refugee’s access to employment. It is developed by labour
market organizations and it is based on the criteria that they put forward in the selection process.
It  can be filled out by the employer together with the refugee or with the caseworker if  the
refugee is in internship program or subsidized arrangement. 

In order to identify and clarify the key employability skills that the refugee possess, the card of
competences can be a useful tool. The card of competences make visible the progressions for the
person concerned as well as for the employer. Therefore it is an extremely important tool when
applying for a job or during the job interview. The tool can help the refugee to become aware of
the competences that are required at the workplace and it is possible for the person concerned to
promote the skills that he/she acquire. 

Situation at home
Unresolved

1
2 3 4

Succeeded
5

My situation at home is under 
control, and my family life 
does not pose any challenges 
to my job

In order to succeed, I need to work with:

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

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

Health
Unresolved

1
2 3 4

Succeeded
5

My health does not pose any 
challenges to my chances of 
doing my job

In order to succeed, I need to work with:

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

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

Motivation
Unresolved

1
2 3 4

Succeeded
5

I want to have a job, and I will 
enter any skill development 
program in a motivated and 
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Motivation
Unresolved

1
2 3 4

Succeeded
5

pro-active way 

In order to succeed, I need to work with:

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

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

Language and communication
Unresolved

1
2 3 4

Succeeded
5

I understand, speak and write 
the national language well 
enough to be able to complete 
my tasks and speak to 
customers and co-workers 

In order to succeed, I need to work with:

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

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

Personal competencies
Unresolved

1
2 3 4

Succeeded
5

I am accommodating and 
outgoing, and I can establish 
good relations to co-workers, 
customers and collaborators 

In order to succeed, I need to work with:

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

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

Inter-personal skills
Unresolved

1
2 3 4

Succeeded
5

I am attentive and helpful, and 
my collaboration with co-
workers and leaders is good

In order to succeed, I need to work with:

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

..................................................................................................................................................
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Independency
Unresolved

1
2 3 4

Succeeded
5

I take the initiative myself to 
do my tasks and I can work 
independently 

In order to succeed, I need to work with:

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

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

Adaptability
Unresolved

1
2 3 4

Succeeded
5

I can adapt to new tasks and 
routines, and I am ready to 
learn new things

In order to succeed, I need to work with:

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

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

Punctuality
Unresolved

1
2 3 4

Succeeded
5

I always meet as planned and 
on time 

In order to succeed, I need to work with:

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

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

Personal appearance 
Unresolved

1
2 3 4

Succeeded
5

I always make sure that my 
clothing and personal hygiene 
match the rules and guidelines 
of my work place

In order to succeed, I need to work with:

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

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

Quality of work
Unresolved

1
2 3 4

Succeeded
5

I perform my tasks thoroughly 
and carefully and at the 
necessary pace
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In order to succeed, I need to work with:

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

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

Understanding and execution
of instructions

Unresolved
1

2 3 4
Succeeded

5

I understand and execute the 
instructions I receive in a 
satisfying way 

In order to succeed, I need to work with:

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

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

Order and tidiness 
Unresolved

1
2 3 4

Succeeded
5

I keep my things in my 
workplace and in my work 
area in order

In order to succeed, I need to work with:

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

..................................................................................................................................................
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6.2. Preparing for a job interview

Preliminary considerations
The job interview is one of the most important steps and the final objective of the job searching
process  prior  to  get  the  job.  A job  interview gives  the  chance  to  the  employer  to  meet  the
candidate and decide if it’s s/he will get the job. The candidate has the opportunity to provide the
required information about their personality, experience, skills, etc. The following activity is the
simulation of a job interview through the role play technique. The role play technique will allow
participants to explore a realistic situation, an interview, by interacting with other people in a
managed  way  in  order  to  develop  experience  and  test  different  strategies  in  a  supported
environment.

The recommended number of participants is from 4 to 10.

This activity requires some previous skills of participants:

• Literacy skills: descriptions and turn ideas into words, adapt communication to formal job
interview, formulate and express one’s oral arguments.   

• Personal and social skills: identify one’s capacities, able to cope with uncertainty.  

In some national contexts, as the Spanish one, a large number of newcomers and refugees come
from countries where the national language is the same that the host country one. Therefore,
people do not have to overcome language barrier.

In case of a language barrier, the activity can be adapted by using other supporting materials as
pictograms, images, video, etc. and/or adapting the language to the level of the group.

Development of activity
Before  starting  the  role  play,  a  brainstorming  takes  place.  Trainer  will  arise  the  following
question: what are the characteristics that job recruiters value the most?

The following characteristics must be emphasised:

• Responsibility at work

• Capacity for teamwork and empathy

• Flexibility

• Adaptation

• Capacity of initiative 

Trainer will show some pictures that represent this ideas (s/he prepares it in advance), to stress
the importance and facilitate the understanding. 

The facilitator will explain the situation that participants will simulate. The roles are:

1. The interviewer. In a first simulation this role can be assumed by the dynamizer, in successive
exercises we can assign this role to the participants of the workshop. It is the role of the person
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looking for an employee,  we will  try  to  adopt  a  neutral  role,  without  stridencies.  It  is  not  a
question of overwhelming the interviewee, but neither is it a meeting of friends.

2.   The interviewee. We will try to make sure that all the members of the workshop go through
this role of job seeker. This person has to face the simulation as a litmus test, therefore we will
keep in mind all the relevant aspects in an interview. We will advise you to "be yourself" and act
naturally, avoiding overacting.

3. Observers. They are the rest of the group, we will ask them to analyse what they see and hear
from the interview, focusing on two aspects: What should be improved (weak points) and What
has been very good (these would be the strong points).

At the beginning it is agreed what the offered position is, the salary and the basic characteristics,
according to what the candidate is looking for.

We recommend that the interview does not last more than 10 minutes. Then the trainer will make
a  round  of  5  minutes  of  the  collected  observations.  S/he  has  to  make  it  clear  that  these
observations are to help improve.

The facilitator will take care of the "scenario" of the interview. There can be a table, where the
interviewer is placed to attend to the aspirant person.

Trainer can ask for volunteers to perform the role play. There can be more than one performing
(one after another).

The facilitator has to take into account the following phases and advice the users who play the
role of candidates and interviewees. S/he will explain the phases of the role playing.

1. Greetings

First impressions are essential. Introduce yourself naturally and take it easy. A good handshake
reveals your self-confidence. While the shy one doubts, the brave one has gone, conquered and
returned. The interviewer must be neutral.

2. Introductory Comment 

The interviewer tries to break the ice and lower the tension a little. S/he must take the initiative.

3. Development

Remember, to be successful it is not enough to have qualities, you have to know how to sell them.
The interviewer has no mental powers to know what you are like. Therefore, if you want to be
successful,  you must show them, sell  them. Try to answer "The most typical questions of an
interview" that  we show in the next  section of this  document.  The interviewer  develops the
questions he or she thinks are relevant.

4. Finally, the interviewee is explained the position offered and/or invited to ask a question. You
can ask about the job, the company or the working conditions, but leave it to the interviewer to
address the issue of salary.

5. Farewell

The goal is to find out how the selection process will proceed. Make sure your farewell is cordial.

6. After
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Try to make the experiences help you learn. At the conclusion phase, trainer draw conclusions
with  the  class  group,  with  the  person,  with  the  acting  partner,  and  see  which  things  can  be
improved and which can be remembered as positive.

Tips for interviews
1. Prepare a pitch with keywords to convince and negotiate.

3. Valorise your migrant background:

• knowledge of various languages, some of them are rare and looked for by companies;

• knowledge of other cultures;

• knowledge  of  other  countries  that  can  be  useful  for  sales  and  marketing  purposes
(opening of new markets, knowledge of potential customers needs or preferences, use of
foreign networks, adaptation of marketing…);

• knowledge of different working techniques:

• capacity to adapt and to deal with various situations;

• strong intrinsic motivation;

• capacity to work hard;

• capacity to learn and to manage your learning process (you have learned a new language
and new cultural codes);

• capacity to innovate because you can see things from a different perspective, another
culture, another history, others values.

2. Prepare to fight against prejudices: Knowing the characteristics of the company in which you
are looking for a job may help to detect facts useful to fight prejudices and to prepare to valorise
specific experience or knowledge. Prejudices,  that are the main barrier to employment faced by
immigrants  in  EU countries  are  difficult  to  fight.  You can  try  to  evidence the opposite  of  a
stereotype taking as example a concrete history and experience. It is worth explaining that each
individual  is  different and  that  there  are  more  differences  within  a  group  than  between  two
groups.

2. Be aware of anti-discrimination laws: If you estimate that you are victim of prejudices when
applying for a job or during a job interview, do not hesitate to contact the supporting body.
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6.3. Portfolio of competences

What is a portfolio of competences?
The idea of portfolios came from artists who needed to show their work: photographs, paintings,
sculptures… and for whom the classical CV was not adapted. The concept became popular in
USA and in Canada before spreading to other professions and to other countries. A portfolio of
competences shows what we have done and what we are able to do, in what context and with
whom.

The portfolio can be in the form of a paper file and in addition being digital, in order to showcase
digital skills. Surveys7 have shown the usefulness of e-portfolios when applying for a job. People
also report that the e-portfolio gave them the feeling of a competitive advantage, especially when
looking for a job abroad.

What can be done with a portfolio?
— CVs: The portfolio is the basic material for writing a CV. From all the information it contains,
a selection is made  for the type of job targeted. While the portfolio is a lifelong learning tool,
growing with experience, each CV is different to fit the recruiter's expectations. 

— Accompanying a job interview: The portfolio is useful to prepare for the interview, to quickly
recall previous work experiences and the activities carried out. It can be brought to the interview
to illustrate sayings.

— Obtaining an interview: the link to the online portfolio can be included in the CV as well as in
the e-mail signature, providing a better picture of the candidate and allowing  the employer to
visualise what s/he is able to do.

— Remembering what a subject has done and learned: In a unique place, at hand, is the summary
and traces of main activities.

— Make the link between different periods: The portfolio helps to maintain a link between the
different stages of a career. By memorizing the organizations with which we have been in contact,
the companies in which we did internships, it will facilitate the work of counsellors or trainers.

— Compensating for a lack of professional experience: The portfolio makes it possible to value
extra-professional activities and to link them to concrete skills. It is particularly useful for young
migrants who have little work experience.

— Show ability to produce something that shows creativity, the portfolio being materialized by
an object such as a cardboard box, or by a virtual environment as a website.

— Undertake a validation of prior experience to acquire a certification or part of it, without prior
formal training: the portfolio is the basic tool to start this process.

7 Leahy, Ronda L. and Ariana Filiatrault. "Employers' Perceptions of the Benefits of Employment Electronic
Portfolios." International Journal of Eportfolio , vol. 7, no. 2, 01 Jan. 2017, pp. 217-223.
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How to introduce the concept of portfolio of competences?
Several activities can be carried out, preferably in a group.

Organizing a market of competences (Duration: 1 hr)

Activity Objective: to understand the meaning and importance of competences

This activity considers the concept of competence in a broad sense. It includes a
classification and an exchange of competences.

Implementation

Option 1.

— Prepare a set of cards of competences (one per card).

— Distribute the cards for all the skills to each participant and ask them to sort them
into three piles (acquired, being acquired, not acquired).

— Ask to rank them from most important to least important.

— In small groups of two or three, discuss the proposed rankings and ask questions
about the skills before discussing them with the whole group.

Option 2.

— Mix all the skills, distribute three to five per person.

— Start  the skills barter.  Each participant has the objective to build the best set
consisting of three to five skills s/he considers most important.

— Continue until everyone gets their skills set.

— Discuss the results in small groups of two or three and then with the whole group

How to illustrate a competence? (Duration: 1 hour)

Activity What forms can competences take? How can I communicate about them?

A set of competence cards is distributed. In groups of 3-4, participants are asked to
illustrate  the  competence on  the  blank  side  of  the  card.  Then,  each  participant
explains to the small group:

— a competence mastered;

— an illustration of it

— how it has been acquired

— in which context

— how it can be used in other contexts.
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6.4. Alternative CVs

Each country has different expectations and non-written rules of what is supposed to be a CV:
How long it should be? Which information should it contain? How should it be organised?...

The risk is to prevent a person who has lived a non-stereotyped life  and career to show her
potentiality,  in  particular  if  she  is  young and has  little  or  no work  experience  as  contracted
employee. 

We can suggest to open the frame and tell the person to use the CV to describe herself as best as
possible, showing also what she likes and what she would like to do. The CV can be used to tell
the story of the person and to look ahead. It is the role of the accompanying body to facilitate this
free expression on a positive way. An important space can be dedicated to transversal skills and to
personality features.

The migration path can be presented and a focus can be put on the wishes (even if it is not linked
to a relevant diploma or previous experience).

Before writing the CV, it can be useful to prepare the refugee to tell his story, where s/he comes
from, the migration, what  s/he wants  to tell,  what  s/she wants  not to tell,  what is the actual
situation. This process will help to plan for the future, not only in terms of living conditions and
family  life  but  also  in  terms  of  work.  It  will  help  the  migrant  to  assimilate  the  concept of
professional project and to acquire the corresponding language.

It  is  also  worth  checking  if  there  are  specific  organisations  or  web  sites  promoting  CVs of
refugees. 
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