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Communication – Effective C. 

1)  DESCRIPTION OF THE TOOL 

 

Back to back communication 

This is a classic communication skills activity that highlights the importance of asking questions for effective 

communication. 

 

 

 

 

2)  OBJECTIVES OF THE TOOL 

 

The objectives of the exercise is to show effective communication: 

1. Asking the right questions. 

2. Get clarification. 

3. Confirm common understanding. 

 

 

 

3)  CONNECTION OF THE TOOL WITH THE SKILL 

 

This activity links up with the basics of communication, highlighting the advantages and barriers of 

communication as described in the Communication – People Management module. It also connects with the 

steps in planning good and effective communication. 
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Communication – Effective C. 

4)  RESOURCE MATERIALS 

 

A drawing / diagram to communicate information with participants sitting back to back. 

(See illustration on last page) 

 

 

 

 

5)  HOW TO APPLY THE SKILL 

 

1- Split the whole group into teams of two. 

2- Have each pair adjust their chairs and sit back to back. 

3- Issue a copy of the diagram in the figure below to one of each pair of participants. 

4- The person holding the diagram is tasked to explain the shape to his/her partner and the listener must not 
see the diagram and should draw it based on his partner’s description and directions. 

5- After 10 minutes call the activity to a stop and ask each pair to compare the outcome and how close is the 
listener’s drawing to the original diagram. 
 
- You can run the activity more than once and on the first time do not allow the listeners to ask any question 
but on the second time to allow questions and clarification to be asked by the listener then compare the 
outcome on both cases and stress the importance of asking questions to confirm understanding and ensure the 
accuracy of communication. 

- Debrief also by asking how difficult it was for the drawer was it when they were not allowed to ask questions. 

- You can also switch roles where each pair gets a chance to be a listener and a chance to describe the diagram. 

- Ask participants about what they learned about communication from this simple activity? 

- Ask participants how can this be helpful during their everyday communications on the job? 
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Communication – Effective C. 

6)  WHAT TO LEARN 

 

The importance of asking questions to confirm understanding and ensure the accuracy of communication. The 

activity highlights the advantages and barriers of communication and it also connects with the steps in planning 

good and effective communication.  

The activity stresses the importance of asking questions to confirm understanding and ensure the accuracy of 

communication. 

What has been shown can be helpful during their everyday communications on the job.  

 

 

7)  EXTRA MATERIAL - LINKS 
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Communication - Styles 

1)  DESCRIPTION OF THE TOOL 

 

Copycat activity 

This activity highlights the importance of non-verbal communication by getting a person in a room to be the 
leader and others to copy his / her actions without verbal communication. The leader has to keep changing the 
actions without letting the volunteer know that he/she is the leader. All members follow and copy what the 
leader is doing. The volunteer (who was outside the room) goes to the centre of the circle and has to guess who 
the leader is. If the person finds out the leader he/she wins. 

 

 

 

 

2)  OBJECTIVES OF THE TOOL 

 

The main objectives of the copycat activity are: 

1. Showing the importance of non-verbal communication, highlighting that it is about what we see and feel 
rather than what we hear. 

2. Showing how body language communicates feelings and attitude which helps people form judgements, 
assumptions and decisions. 

3. Avoid misunderstandings: while communicating non-verbally, it is important for both the parties to 
understand the cues to avoid any kind of misunderstandings. 

 

 

 

 

3)  CONNECTION OF THE TOOL WITH THE SKILL 

 
The copycat activity links with the Communication Styles module in the Training Pills highlighted in the 
presentation. 
 
Non-verbal communication is more important than verbal communication as more than 90% of 
communication occurs through it. It is about what we see and feel rather than what we hear. 

 



 

 

SKILL 1 – COMPLEX PROBLEM SOLVING 

                 ----- 
 

 

Communication - Styles 

4)  RESOURCE MATERIALS 

 

Participants attending the presentations. No props needed, but instructions from the presenter are needed to 

carry out this activity. 

 

 

 

 

 

5)  HOW TO APPLY THE SKILL 

 

1. Make all the people stand in a circle. 

2. Take a volunteer and send him/her out for a minute. 

3. Make a person a leader unanimously with non-verbal cues (without words). 

4. The leader has to keep changing the actions without letting the volunteer know that he/she is the leader. All 
members follow and copy what the leader is doing. 

5. All leaders must follow and copy the leader discreetly. 

6. The volunteer goes to the centre of the circle and has to guess who the leader is. 

7. If the person finds out the leader he/she wins. 

 

 

 

 

6)  WHAT TO LEARN 

 

Non-verbal communication is what is communicated without using words. It is more important than verbal 
communication as more than 90% of communication occurs through it. It is about what we see and feel rather 
than what we hear. 

You can tell if a person is happy or sad or angry or worried by looking at their expressions and movements. 
Body language communicates feelings and attitude which helps people form judgements, assumptions and 
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Communication - Styles 

decisions. 

When you are not aware of yours and the message receiver’s non-verbal communication cues, you or the 
person might get what is not the intended meaning of message creating a misunderstanding. 

While communicating non-verbally, it is important for both the parties to understand the cues to avoid any 

kind of misunderstandings. 

 

 

 

 

7)  EXTRA MATERIAL - LINKS 

 

- 
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Conflict Solving - 6 hats to find a job 

1)  DESCRIPTION OF THE TOOL 

 

The technique of Edward De Bono, of the hats to think, facilitates the use of different styles of thought that we 

use to solve problems. This methodology tries to identify different ways of thinking with colored hats.  

Time: 60 minutes 

 

2)  OBJECTIVES OF THE TOOL 

Changing hats, it facilitates  

- the change of attitude  

- different points of view 

- proactive attitude 

- assertive communication 

- open mind 

 

 

3)  CONNECTION OF THE TOOL WITH THE SKILL 

 

This tool is helping us to put into the practice all the concepts that we described in the pill “3 main skills for 

Conflict solving” 

 

4)  RESOURCE MATERIALS 

 

- coloured cardstock 

- Annex 1 

- Pen 
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Conflict Solving - 6 hats to find a job 

5)  HOW TO APPLY THE SKILL 

 

Step 1- Make 6 hats with coloured cards (white, red, black, yellow, green and blue) 

Step 2- distribute to each participant a copy of Annex 1 and a pen 

Step 3 - using the hats, each participant has to fill in the column corresponding to each hat according to the 
instructions 

Step 4 - the participants comment together the annotations of each one  

We can use this skill for a group activity or for a face to face meeting.  

Although in the annex we have a description of what we are going to include in each section, we will make a 

short description of each hat: 

White hat: numbers and concrete facts without subjective interpretation, without opinions or assumptions, like 

a computer 

Red hat: we express our feelings and emotions, without judging them and without having to justify them but it 

is allowed to interpret them since the emotions are part of the method of thought. 

Black hat: we focus on the pessimistic perspective. We are critical in a negative way and we identify what is 

wrong, what is wrong. When putting on the black hat we must be negative but objective (logical-negative), that 

is, we have to explain the why of our criticism or negative opinion. 

Yellow hat: is the opposite of black: Positive Constructive. Proposals are made to bring about positive changes: 

solve a problem, introduce an improvement or take advantage of an opportunity. 

Green hat: is creative and helps us to open new and ingenious possibilities, running away from old ideas to find 

better ones. 

Blue hat: deals with the control and organization of the thought process. With it you decide which of the other 

five hats to wear and tells us when to change hats. The blue hat can be assigned to a person or it will be open 

to anyone who wishes to wear it. 

 

 

6)  WHAT TO LEARN 

 

The technique of the 6 hats facilitates a methodology that allows the action of thinking to be more effective 

and constructive. It forces us to train assertive communication, proactivity and have a more open mind to the 

opinions of others, since we ourselves have to go through the 6 phases. 
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Conflict Solving - 6 hats to find a job 

7)  EXTRA MATERIAL - LINKS 

 

Annex 1 (next page) 
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Conflict Solving - 6 hats to find a job 

ANNEX I 

6 HATS TO FIND A JOB 

      

What 

unemployment 

data exists in my 

locality? 

What job training 

do I have? 

What work 

experience do I 

have? 

What training have 

I done so far? 

What experience 

and training do I 

need? 

What competency 

skills do I have? 

Previously what 

activity have I 

done and have I 

felt happy? 

What action in life 

do I love, I like it? 

What work or 

training activity 

motivates me? 

With what do I get 

excited? 

What work makes 

me happy? 

What ideas do I 

have to find a 

job? 

Am I selecting 

new studies?  

What alternative 

do I have when 

looking for my 

job? 

What alternative 

do I have to 

increase my 

studies? 

What could be a 

better approach 

in my job search? 

What am I going 

to do to find a 

job? 

What is my 

method to find 

my job? 

What strategy 

do I have to 

apply to find my 

job? 

What training 

strategy do I 

need to improve 

employment 

options?  

What resources 

will I use to 

increase my 

chances of 

employment? 

In what activity 

have I always 

highlighted? 

What is it that 

I'm good at? 

In what areas 

are you better 

than other 

people? 

What are my 

strengths? 

What thoughts, 

limitations 

prevent me from 

moving forward in 

the search for 

employment? 

What are the 

causes of this 

barrier in me? 

What formative 

gaps do I have? 

What are my 

limiting beliefs? 

ANSWER 

 

 

 

 

 

ANSWER ANSWER ANSWER ANSWER ANSWER 

FACTS EMOTIONS CREATIVITY PLANNING OPTIMISM PESSIMISM 

 



 

 

SKILL 1 – COMPLEX PROBLEM SOLVING 

                 ----- 
 

 

Conflict Solving – The 4 Monks 

1)  DESCRIPTION OF THE TOOL 

 

This tool tries to reflect on the importance of active listening in relationships and the role it has in avoiding or 

solving conflicts. 

Time: 25 minutes 

 

 

2)  OBJECTIVES OF THE TOOL 

 

- learn to listen 

- overcome conflicts 

- Do not blame others 

 

 

3)  CONNECTION OF THE TOOL WITH THE SKILL 

 

The skill “Learn to listen” is showing us the importance of the active listening for the Conflict Solving and this 

tool reflect the same idea.  

 

 

4)  RESOURCE MATERIALS 

 

- Text The 4 monks and questionnaire for the participants (Annex I) 
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Conflict Solving – The 4 Monks 

5)  HOW TO APPLY THE SKILL 

 

- Step 1: groups of 4 persons (we can realize the activity with several groups of 4 persons more or less 
with just one larger group or individually). 

- Step 2: give to the participants a copy of the Annex I (text and questionnaire) 

- Step 3: representative of each group presents to the participants the conclusions  

- Step 4: common analysis of the conclusions 

 

 

6)  WHAT TO LEARN 

 

Learning to listen is one of the most difficult learnings a person encounters throughout their life. Learning when 

we should be silent, when we should listen, when we should think should help us to realize how important are 

the people we have around us and with whom we live daily. 

The problem today is that people do not listen to understand, but to answer 

 

 

7)  EXTRA MATERIAL - LINKS 

 

Source: Aprendizaje cooperativo. Teoría y práctica en las diferentes áreas del currículum, AA.VV. Ed. 

Pirámide. 
 

 

 

 

 

 

 

 

http://amzn.to/2muP3I7
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Conflict Solving – The 4 Monks 

ANNEX I 

 

TEXT:  

"The four monks decided to walk together in silence for a month. The first day everything was great. 

But, after the first day, one of the monks said: I am doubting if I closed the door before leaving the 

monastery. Another one said: Stupid! We had decided to remain silent for a month, and you come to 

break it with this nonsense! Then the third said: And you, what? You also just broke it! And the 

fourth monk said: Thank God, I am the only one that I have not spoken!” 

 

QUESTIONNAIRE: 

o What has been the attitude of the monks? 

o Why do you think they acted that way? 

o Connect monk-monastery with your academic and personal experience 

o What example do you remember of your own experience that is related to the text? 

o What could have been the attitude of the other monks when the first spoke? And the last 

two when the second spoke? 

o Could they have begun to count the time again and walk in another direction? 

 

 

 

 

 

 

 

 

 

 

*Note: try to adapt this history to a daily situation at the work place. 
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Empathy – Be Empathetic 
CCounsellor 

1)  DESCRIPTION OF THE TOOL 

 

This tool is an open discussion about an article or a video that the job counsellor should choose according with 

the situation of the moment. It will be useful for take perspective of the situation and practice empathy. 

Time: 15-30 min 

 

 

2)  OBJECTIVES OF THE TOOL 

 

Main objectives: 

- Take perspective 

- Practice empathy 

- Analyse other point of view 

 

 

 

3)  CONNECTION OF THE TOOL WITH THE SKILL 

 

The connection with the tool is learn to detect the other person needs and arguments.  

 

 

4)  RESOURCE MATERIALS 

 

- Article, video and/or movie 

- paper and pen (optional) 
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Empathy – Be Empathetic 
CCounsellor 

 

 

6)  WHAT TO LEARN 

 

This tool help us to detect the emotions and the way that the other person is thinking, which help us to 

improve the emotional and the cognitive empathy and have a better understanding of the situation. At the 

same time we will get a better relationship with the others 

 

7)  EXTRA MATERIAL - LINKS 

Example of video to use:  

English: https://www.youtube.com/watch?v=TkX-TPaodoM 
 

Spanish: https://www.youtube.com/watch?v=lzyXrkEPgdg 
 

Romanian:  

Portuques: https://www.youtube.com/watch?v=LfpM4sTirN0 
 

 

 

5)  HOW TO APPLY THE SKILL 

 

- Step 1 – choose the appropriate material to use (article/video/movie) 

- Step 2 – focus the facts about you will talk about 

- Step 3 – what is the relation with your own situation 

- Step 4 – help yourself with the next questions to analyse the material 

 

Questions: 

With which character of the story do you relate more and why? 

What would you have done differently in that situation? 

Can you think of a time when you felt the same way? 

How do you think the character may be feeling? 

…..add all the appropriate questions  

https://www.youtube.com/watch?v=TkX-TPaodoM
https://www.youtube.com/watch?v=lzyXrkEPgdg
https://www.youtube.com/watch?v=LfpM4sTirN0
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Empathy – Be Empathetic 
CCounsellor 
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Empathy – People Management 

1)  DESCRIPTION OF THE TOOL 

 

The Astonished Man Short Passage / Situation. 

A short reading passage describes how two people meet at a car park and look at a particular event and how 

they react to it. One of them jumps to conclusions and then changes and acknowledges the other person´s 

perception of the matter. (Reading Notes with two options / responses to the situation). 

 

 

 

2)  OBJECTIVES OF THE TOOL 

 

This tool aims at encouraging better listening to show empathy with others: 

-Listening to what the other is saying. 

-Acknowledging what was said, including stating your understanding of what was said and the feelings 

associated with what was said. 

-Not jumping to conclusions. 

 

 

 

3)  CONNECTION OF THE TOOL WITH THE SKILL 

 

The tool is linked to the Empathy – People Management module, where listening is at the centre of the 

process. Truly listen to people. Listen with your ears, eyes and heart. Pay attention to others' body language, to 

their tone of voice, to the hidden emotions behind what they are saying to you, and to the context. 
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Empathy – People Management 

4)  RESOURCE MATERIALS 

 

The Astonished Man short reading passage / situation.  

I was walking to the exit of a four-story parking building next to a five-story medical clinic. 

The day was Friday, the time was 2:25 pm, and the building was crammed with cars. A man, 

who appeared about 75-years-old, walked in. As he neared me, he stopped, turned towards 

me and said: "Are they giving something away today? I've never seen it so crowded." He 

appeared unable to believe that the building was filled to capacity. "I'll bet it's because many 

people don't work on Fridays, so it's convenient for them to schedule their appointments on 

Fridays," I said. 

(NOTE: My response did not acknowledge either his perception of the building as crowded or his 

astonishment that it was crowded. I had given him an explanation, not an acknowledgement.) 

"It's not because it's Friday. I usually come here on Fridays and it's never been this 

crowded," he said. "It is very crowded today, and I don't know why," I said. 

(NOTE: I had now acknowledged his perception that the building was crowded! He probably would 

have been more satisfied if I had also acknowledged his feeling.) 

 

 

 

5)  HOW TO APPLY THE SKILL 

 

-Divide the participants in groups of four. 

-Get one person to read the passage with the two different conclusions while the others are listening. 

-Discuss and analyse in groups the two different endings and reaction to the same situation as described in the 
two different notes. 

-Bring the discussion back to the full group and get feedback. 
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Empathy – People Management 

6)  WHAT TO LEARN 

 

-Explain how objective three in the module link to this short passage and how listening carefully involves 

empathy: 

 

1. Listening to what the other is saying. 

2. Acknowledging what was said, including stating your understanding of what was said and the feelings 

associated with what was said. 

3. Not jumping to conclusions. 

 

Discussion 

In the situation above he listened to the astonished man and empathised with his perception that the garage 

was full. He acknowledged the man by spending time listening to the astonished man’s statement and 

acknowledging his statement by stating his understanding of it. 

 

Key elements to Empathic acknowledgements: 

-  Listening to what the other is saying. 

- Acknowledging what was said, including stating your understanding of what was said and the feelings 

associated with what was said. 

 

 

 

 

7)  EXTRA MATERIAL - LINKS 

 

- 
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Flexibility - Questionnaire 

1)  DESCRIPTION OF THE TOOL 

This tools is a questionnaire about flexibility and personal development. Includes 10 sentences that should be 

scored between 1 (if totally disagree) and 4 (if totally agree). The sum of the scores makes it possible to see the 

degree of flexibility - there are four. 

It should take no longer than 5 minutes to complete the questionnaire, but it is important to allow time for the 

person to consciously reflect on the sentences. Then, it is important to reflect on what the flexibility level says 

about the person in order to try to find solutions to increase this skill on him/her (20 minutes). 

 

 

 

2)  OBJECTIVES OF THE TOOL 

The main goal is for the person to understand their level of emotional flexibility. How? The questionnaire 

results provide feedback on some aspects: 

 How the person acts in many situations 

 How the person reacts to environmental changes; 

 How to manage and change goals when they are not suitable 

 

 

 

3)  CONNECTION OF THE TOOL WITH THE SKILL 

This is a very specific tool because its main objective is to measure the flexibility degree of a person. 

 

 

 

 

 

 

 

4)  RESOURCE MATERIALS 
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Flexibility - Questionnaire 

 Questionnaire 

 Pen 

 A paper with the 4 flexibility levels 

 

 

5)  HOW TO APPLY THE SKILL 

1. Give the questionnaire to the person to self-assess according to the sentences. The facilitator may 

choose to briefly outline the flexibility and its importance first, or start by applying the questionnaire as 

a way of introducing the topic. 

2. Sum the scores for each sentence and confirm the final result. 

3. Analyse the level of flexibility according to the final result. 

4. Reflection. 

 

The facilitator can decide whether this reflection is done immediately and together, or whether the respondent 

should have a moment of individual reflection and discuss the main conclusions at another time (e.g. in the 

next session). 

 

 

6)  WHAT TO LEARN 

This is a useful tool to understand and raise awareness on people about their own level of flexibility. At the end 

of the questionnaire, some suggestions are made to increase this skill: 

 See each situation from you own perspective but also from others; 

 Adopt new behaviours, i.e. find new ways of doing things and be aware that there are other 

alternatives; 

 Improve communication. Flexibility promotes good communication; 

 Promote your creative and critical side. 
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Flexibility - Questionnaire 

7)  EXTRA MATERIAL - LINKS 

 

Questionnaire on flexibility and personal development 

A good degree of flexibility is extremely important, being one of the key attributes of people who 

achieve positive results. It is also a good way to measure a person's emotional intelligence. A survey 

of 10,000 executives and managers that considered 4 levels of flexibility, 1 being the lowest and 4 

the highest, found that at least 75% of people are at low levels of flexibility (1 and 2 ). There are 

organizations where this percentage exceeds 90%. 

To find out how flexible you are, please answer the questionnaire below. Try to be as exempt as 

possible. Answer according to your perception and not based on what you think is right or would like 

to be. Proceed as if you were a neutral observer answering about you. There are no right or wrong 

answers. Give a score of 4 if you consistently agree with the sentence and score 1 if your behaviour 

is consistently divergent to the sentence. 3 and 2 are intermediate degrees. 

Sentences Evaluation 

1. I am a person who sees change as an opportunity and not as a threat. I can see 

and take advantage on the opportunities that arise from different situations. 
 

2. I convert defensive environments and behaviours in constructive ones, and I do 

this whenever necessary. 
 

3. I am able to face and take advantage on situations of ambiguity, uncertainty 

and insecurity 
 

4. I know when and how to be firmer or more flexible  

5. I can analyse a situation from my own perspective but also from others.  

6. I find several ways to achieve my goals  

7. I change my goal when I find that I am not following the right one.   

8. I try to adapt my behaviour to every situation and environment  

9. I know how to express myself and confirm that people understand what I say  

10. I try to understand before I react  

TOTAL  
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Flexibility - Questionnaire 

Results 

To find your degree of flexibility, add the values and check the following: from 10 to 25, flexibility 1; 

from 26 to 31, flexibility 2; from 32 to 36, flexibility 3; from 37 to 40, flexibility 4. 

The description of the flexibility levels is the following: 

Flexibility 1 

A person with flexibility 1 has a well-defined behavioural standard and has difficulty moving away 

from it. If the situation requires non-standard behaviours, it is unlikely to respond properly. Has 

difficulty changing or does not realize when the situation demands other behaviour. Rather than 

intervening and changing situations, it is often more focused on regretting and blaming than on 

finding solutions. It is more focused on the past than the future. The person almost wish that what  

had happened never happened. The past is just another piece of the problem. When facing a 

defensive situation, tends to become defensive as well. Regarding tolerance for individual 

differences, it either tolerates nothing or tolerates excessively. Look at situations, changes, and 

problems as threats rather than opportunities. Insists on a procedure that is not working and do not 

adequately address how, when, and what to do to get results. Communication is underdeveloped. 

More successful in situations that are very familiar. 

Flexibility 2 

A person with flexibility 2 has a medium probability of acting and responding correctly to several 

situations but it still has some things to develop. Should aim to be more effective solving problems, 

trying to better understand and analyse situations, and developing a range of alternatives to find 

solutions. Should consider that everything we do has an alternative and that there are many other 

ways and procedures to do things. In this sense, should try to understand to what extent his/her low 

flexibility is a consequence of relationship or task development issues. People with this level of 

flexibility have little resilience to frustration and prefer to do things in the most traditional way. They 

are often more successful when dealing with people with the same behavioural style, or in situations 

where standards, rules and regulations are well defined - situations without disruption and paradigm 

shifts. 

Flexibility 3 

A person with flexibility 3 is likely to act and to respond correctly in most situations. This level of 

flexibility can integrate several splits: firmness and tolerance, speaking and listening, granting and 

demanding, formality and informality, dominance and condescension. This means that even if you 

are a condescending person, if the situation demands dominant behaviour you may have it, or if you 

are a formal person, you may behave informally. No matter what your basic personal characteristics, 

you may adopt behaviours that allow you to perform at a high level in most situations. You can 

communicate better, deal with stress, and address interpersonal issues without losing focus on your 

goals. 

Flexibility 4 
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Flexibility - Questionnaire 

A person with flexibility 4 is highly likely to act and to respond correctly in most situations. Knows 

how to act and handle situations of ambiguity, uncertainty and insecurity. Keep on pursuing his/her 

goals when they are suitable and find proper ways to reach them. A person with this level of 

flexibility sees commitments constructively and not as an obstacle and seeks to do things in different 

ways. Knows how to resist or give in according to the situation. sees the situation from his/her own 

perspective and from the perspective of the other person and, in conflict situations, can identify 

common interests, in order to meet mutual needs and find solutions that meet the parties’ interests. 
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Flexibility – Topsy Turvy 

1)  DESCRIPTION OF THE TOOL 

 

This is an activity/dynamic that should be implemented with at least 2 people. Originally designed for planning 

or development stage of a group process, it is a useful activity to reflect on several alternatives for a problem, 

instead of thinking in just one option – which is a useful way to practice our level of emotional flexibility 

because allow us to better adjust our emotions, thoughts and behaviours and, consequently, have a better 

adaptation to the various circumstances. 

Time: Game execution should take 15 minute, and discussion / reflection needs on average 15 minutes. 

 

 

2)  OBJECTIVES OF THE TOOL 

This activity is useful to analyse and discuss some aspects of emotional intelligence: 

 Open mind - We often want others to follow our ideas, but can we follow others' ideas?; 

 Ability to think of more than one solution to the same problem; 

 Ability to change strategy when something is not having positive results. 

 

3)  CONNECTION OF THE TOOL WITH THE SKILL 

Emotional flexibility is the ability to adapt to unfamiliar, unpredictable and dynamic circumstances. This activity 

allow us to think about different solutions for the same problem, so it help us to be more flexible when facing a 

challenging situation. 

 

4)  RESOURCE MATERIALS 

 Paper 

 Markers 

 

5)  HOW TO APPLY THE SKILL 
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Flexibility – Topsy Turvy 

1. The facilitator should formulate a question / problem (e.g. What are the benefits of promoting social 

inclusion in the labour market? (e.g. people with disabilities)). 

2. Individually, participants need to think about 2 or 3 spontaneous answers / solutions. 

3. In pairs or small groups, participants need to choose just one answer – the one they think is more 

effective within all the answers they gave individually. 

At the end, facilitator should ask groups: 

 Did you have many different answers? 

 How hard was it to choose just one answer? 

 How did you negotiate for a final answer? 

Conclude giving the idea that flexibility is like this activity, in which they had opportunity to discuss different 

answers and understand that, sometimes, people can have a better solution than our own solutions and we 

need to reflect in which way we are open to accept suggestions from the others. 

 

6)  WHAT TO LEARN 

It is important to be emotional flexible to deal with challenging/difficult situations in our lives. If we start to 

look for a problem in a different way, we more easily find for the better solution of a problem. Consequently, 

we can be more resilient and have a better emotional/psychological well-being.   

 

7)  EXTRA MATERIAL - LINKS 
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Stress Tolerance - Stress 

1)  DESCRIPTION OF THE TOOL 

Activity to develop in an individual way or with groups. People experience a situation that reminds them 

feelings of stress and frustration in order to become more aware of how they react to negative events and the 

level of tolerance they have.  

The participant has to develop a drawing that will be torn by the person giving the order, and then will have to 

rebuild and gather the torn papers. 

Time: 30 minutes. 

 

 

2)  OBJECTIVES OF THE TOOL 

 Remind the feeling of a stressful situation; 

 Reflect that our effort to do something is not always valued by others; 

 Even if something causes us stress and frustration, we cannot give up on our goals because someone 

will value our effort. 

 

 

3)  CONNECTION OF THE TOOL WITH THE SKILL 

Stress tolerance is the ability to be calm and to manage strong emotions, compiling suitable responses to 

complex situations. 

This activity is a representation of a stressful/frustrated situation when torn the work that the participant does, 

as well as the importance of not giving up something just because it caused us stress, because there may be 

someone who values our effort.  

 

4)  RESOURCE MATERIALS 

 Paper 

 Markers 

 Tape 
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Stress Tolerance - Stress 

5)  HOW TO APPLY THE SKILL 

1. Participants are asked to copy a drawing (individually or in small groups); 

2. The drawings are presented to the activity coordinator, who will tear them apart; 

3. Participants should recreate the drawing with the torn papers. 

4. Discussion. Some guide questions:  

- How did you feel about doing the activity and seeing the drawing torn? 

- What are the feelings about having to reconstruct the drawing? 

- How do you relate this activity to what happens in your job search? 

 

 

 

6)  WHAT TO LEARN 

When we strive to do something, we like the effort we make to be recognized. When it is not, we can become 

frustrated and our stress level increases. For example, a person who is unemployed can make an effort to do a 

resume and prepare an interview and the employer completely devalues his or her effort. When this situation 

happens often, stress tolerance decreases. Still, it's important that stress levels remain stable in order to do not 

lose focus or give up on his/her goal: finding a job. 

 

 

7)  EXTRA MATERIAL - LINKS 
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Stress Tolerance - ABCDE 

1)  DESCRIPTION OF THE TOOL 

Individual exercise to think about stressful events and how we react to them – awareness-raising exercise, in 

order to reflect on some strategies to better deal with these type of events. It is called the ABCDE activity and 

can be applied individually or in a professional context. 

Time: 20 to reflect and 10 minutes to discussion. 

 

 

 

 

2)  OBJECTIVES OF THE TOOL 

 Modify our feelings through a deductive/rational process 

 Change depreciative beliefs to ones more related with our internal well-being 

 Reflect on the facts and alternatives  

 

 

3)  CONNECTION OF THE TOOL WITH THE SKILL 

This exercise is useful to think about a specific problem in order to modify our feelings and find alternatives to 

better deal with a stressful event, which is directly related to our emotional tolerance to stress, since this skill 

allows to tackle and take control of problems one by one.  

 

4)  RESOURCE MATERIALS 

 Paper 

 Pen 

 

 

5)  HOW TO APPLY THE SKILL 
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Stress Tolerance - ABCDE 

 Think about a stressful or unexpected event that happened in the last week. Develop a graphic with 5 

columns: A, B, C, D and E; 

 A – lever event: on the column A write the situation description; 

 Go to column C – consequence. Write all the emotional consequences and behaviours related to the 

situation described on column A; 

 Go to column B – Based on beliefs. Based on past experiences, values and pattern situations, write 

what you thoughts when thinking about the event – your automated thinking; 

  Go to column D – Discard hypothesis. Crucial stage of the activity where you analyse the facts veracity, 

possible alternatives to your automated thinking and reflect on some questions like: “If someone asks 

my opinion about a similar situation, how I would advice in a neutral way?”; “Do I already had a similar 

situation where this belief proves to be wrong?”; 

 Go to column E – Reflection effects. Write all the reflections you made after think about the event and 

what other behaviours you can adopt in the future for similar situations. 

 

 

 

 

 

6)  WHAT TO LEARN 

It is important to understand that something that went wrong in the past doesn’t mean that will have a 

depreciative feeling if we face a similar situation in the future. What we need to do is to understand how we 

react to stressful events and what strategies we can adopt to better deal with a similar situation in the future. 

Sometimes we are afraid to deal with something just because it made us feel stressful in the past, but if we 

anticipate and think about what went wrong, we can reflect and protect ourselves to better deal with this type 

of situations. 

 

7)  EXTRA MATERIAL - LINKS 
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Time Management  - Eisenhower s´Matrix 

1)  DESCRIPTION OF THE TOOL 

It is a graphic representation, in a quadrant of two axes, of the different levels of importance and urgency of a 

specific task .With the so-called Eisenhower principle you will have a basis to establish wisely what the 

priorities are and optimize the management of your own time. This will allow you to reach the goals faster. 

Eisenhower developed a time management method in which a matrix is used to classify the tasks to be 

performed. Eisenhower separates between the importance and the urgency of the tasks. The use of this simple 

matrix, consisting of a total of four quadrants, guarantees greater long-term productivity. If you follow 

Eisenhower's method, you will first perform those tasks that are important and urgent, and then you will spend 

time on those projects that are important, but less urgent. With respect to tasks classified as less important, 

the Eisenhower matrix indicates that they should be delegated or could even put away. 

 

 

 

2)  OBJECTIVES OF THE TOOL 

 

1. Improve your time management. 

2. Clear and correct prioritization that allows you to conclude the most important projects first. 

3. Delegate less important tasks. 
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Time Management  - Eisenhower s´Matrix 

 

 

 

 

 

4)  RESOURCE MATERIALS 

(Explain the link / connection of this tool with the skill) 

 

 

 

 

 

 

 

 

 

 

3)  CONNECTION OF THE TOOL WITH THE SKILL 

Setting priorities is, therefore, the only way to ensure that we correctly address the main tasks and objectives, 

leaving all secondary. It is a daily classification of issues pending execution, placed in a total of four 

differentiated blocks that exemplify different degrees of priority. In this way, with a simple glance, we can see 

everything we have on the table and what we should pay attention to first. 
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Time Management  - Eisenhower s´Matrix 

 

5)  HOW TO APPLY THE SKILL 

(Please, make a description and mention how to apply this skill: Step 1, Step 2, Step 3, etc.) 

1. It is a quadrant of two axes: importance and urgency. These are the two factors in which we 

must measure each task, assigning them an absolute value (yes important / urgent or not). The 

combination of these two axes will result in one of the squares. 

 What do we understand as important? Those activities that bring us closer to the objectives of 

our work. 

 What do we understand as urgent? We talk about activities that require immediate attention. 

2. Once our tasks are placed in each of the quadrants, it is only necessary to understand what 

each one of them means and how to organize ourselves regarding this method of prioritization 

of tasks. 

Quadrant I (Important and urgent); Although it seems contradictory, this quadrant is the one 

that we should dedicate less time to: doing so means that we have poorly planned our 

attention to the rest of the quadrants and that we have left our most relevant work at the last 

minute. 

Quadrant II (Important but NOT urgent): It is just the area where more attention and efforts 

must be applied to avoid being caught by the bull. Effective people are not oriented towards 

problems / emergencies but towards opportunities and act in a proactive manner. 

Quadrant III (NOT important and urgent) its importance is less, so it is recommended to 

delegate these tasks as much as possible. 

Quadrant IV (important NI or urgent): the tasks found in it should only be addressed when all 

the others have been resolved. 
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Time Management  - Eisenhower s´Matrix 

 

 

6)  WHAT TO LEARN 

You will learn how to improve productivity. The Eisenhower Matrix is a simple technique that allows 

prioritization to be established, so that the workday is optimized to the maximum and be as productive as 

possible.  

You will learn how to pick out in the right way to set priorities and know what tasks they should perform first. 

 

 

 

 

 

7)  EXTRA MATERIAL - LINKS 

https://www.youtube.com/watch?v=DX4LStJGny4 

https://www.youtube.com/watch?v=suGXZ1869qc 

 

 

 

 

https://www.youtube.com/watch?v=DX4LStJGny4
https://www.youtube.com/watch?v=suGXZ1869qc
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Time Management  - ? 

1)  DESCRIPTION OF THE TOOL 

The GTD method (the acronym of Getting Things Done) is a method of time management created by David 

Allen. The method is based on the idea that a person must be mentally free from thinking about the tasks that 

are pending, to focus on those that are being performed and be more effective. Allen does not focus on setting 

priorities. Instead, he suggests the creation of task-specific lists for each context. One of Allen’s ideas is that our 

brain is inefficient when remembering not only the tasks, but also the time and place in which we must carry 

them out. So writing things down is going to help you a great deal. 

 This method is based on 4 steps: 

1. To collect. 

2. To Process. 

3. To Organize. 

4. To Check  and do 

We could say that the average time needed to do so would be between 15-20 minutes. 

 

 

 

 

2)  OBJECTIVES OF THE TOOL 

 

1. The objective of this method is to obtain the greatest productivity by downloading from memory, all 

the details, projects and other things that occupy our head in a superfluous way. 

2. Manage your time more effectively. 

3. Redefines how you approach your life and work. 

4. Reduces stress and frees up precious brain time to more productive thinking. 

5. Therefore, it is a weapon against procrastination. 

6. Another goal of the GTD technique is to facilitate planning. Writing all the activities that we must carry 

out down on a list, helps avoid blockages and undertake longer and harder tasks with a more active 

attitude 
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Time Management  - ? 

 

 

 

 

 

4)  RESOURCE MATERIALS 

(Explain the link / connection of this tool with the skill) 

 

 

 

 

 

 

5)  HOW TO APPLY THE SKILL 

(Please, make a description and mention how to apply this skill: Step 1, Step 2, Step 3, etc.) 

1.  Collect. 

Allen uses the expression “cubes” (in the sense of “containers”) to designate the places where we are 

going to have the list of tasks that are pending. Our cubes can be agendas, notebooks, emails, etc., and 

our first basic function is to be aware that all pending tasks (these are the ones that we cannot carry 

out in just two minutes) should be collected in these cubes. 

 

2. Process. 

The material that is sent to the cubes is not only there to store it, it has to be processed, and to do so, a 

specific order is needed.  

 Always start from the beginning. You must follow an order and do not leave tasks undone. 

 Confine yourself to one activity at a time. Each task, one at a time. 

 Do not send any element back to the “cube”. Each task must generate an action. 

3)  CONNECTION OF THE TOOL WITH THE SKILL 

The GTD technique focuses on freeing the mind from pending tasks. It’s all about eliminating the tasks of our 

minds, giving them a structured exit in the form of pending tasks. So all we need to do is to keep them in a 

specific place so that they do not distract us from the tasks that we must carry out today, in order for us to 

undertake these pending tasks when the moment comes. With this method you become more focused and 

productive. Using this method, companies have more effective, committed and satisfied employees. 
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Time Management  - ? 

 If a task needs an action: 

 If it takes less than two minutes, do it.” It is the “two minute rule” 

 If it is not your task, delegate. In that case, it will be solved by a third party. 

 Postpone. If you cannot carry out the task at that time, do it later. 

 If a tasks does not need an action: 

 File it. You might use it as reference. 

 If you can, discard it. 

 If you cannot do it at the moment, put it in quarantine. 

 If you cannot delegate it, let someone know that it has to be revised. 

3. Organise. 

On the list of tasks that you could not solve and therefore, tasks that are pending, you can organise 

yourself depending on the time frame for each one of them. 

 Upcoming actions (short term): determine the actions that must be carried out 

immediately. They can be part of a longer chain of actions. 

 Projects (medium term): these are all those tasks that require more than one action to 

be carried out. They need to be reviewed periodically to check that they have an 

immediate action that will be carried out 

 Pending (no specified term): these are actions delegated to third parties or that depend 

on some external event. It will be necessary to review them periodically to see if they 

have generated any action or a reminder to third parties that these must be carried 

out. 

 Someday/maybe (no specified term): these are actions that you want to do someday, 

but you do not know when or if it will be possible. 

4. Check. 

Action lists and reminders should be reviewed at least daily. So that you not only carry out the simple 

tasks but you force yourself to follow that order.In addition to this, it will be necessary to review the 

highlighted actions, projects and activities on hold, at least weekly, making sure that everything is 

updated in the system and nothing is left out. 

5. Do. 

Finally, and despite the apparent complexity of the system, you should try to simplify this and make it 

as practical as possible, since it is not only about organising, but also about carrying out the tasks. 
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Time Management  - ? 

 

6)  WHAT TO LEARN 

You will learn a time management method that will allow you to increase your productivity and manage your 

time more effectively 

 

 

 

 

 

7)  EXTRA MATERIAL - LINKS 
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Personal Accountability – ladder of 
Accountability 

1)  DESCRIPTION OF THE TOOL 

 

Excuses are lack of accountability. The accountability ladder is a great tool to eliminate excuses and a simple 

tool to keep yourself accountable, it is a way to be aware of our actions and their consequences. It is a tool for 

assessing the current state of accountability in which you are. Why we might not be achieving the results we 

would like (personally and professionally)? You always have two options, choose to be a victim or choose to be 

an accountable person. Choosing an accountable mindset means believing things happen because of you. With 

this mindset you can take action, be accountable and get the results you want. 

If you find yourself on the lower half of the ladder, you need to change. In this part of the ladder people play 

the blame game instead of addressing problems and finding solutions. People believe that outside 

circumstances are the only things that determine their success. 

To move past these lower rungs of the ladder, you have to manage yourself. To hold yourself accountable for 

your work and your life. You will have to ask yourself some hard questions. 

 People who function at the upper half of the ladder go out of their way to take ownership of problems and 

situations they face. They don’t push problems off on outside forces. The concept of ownership is an important 

one – if you own something, you are responsible for it. 

The different levels to the model, as you read through them, ask yourself where you currently are on the 

ladder. You may find you are at different levels of the ladder in different aspect of your life. 

There is no set time to make an evaluation using this tool but on average we could say that 15 to 30 minutes, 

although it depends on each person and the situation we want to evaluate. 

 

 

 

 

 

2)  OBJECTIVES OF THE TOOL 

 Evaluate. Identify your current stance. Apply descriptions of the various levels to your own behaviour in 

a given situation. Where are you? 

 Choose. Where do you want to be? Practice making distinctions between why you would choose one 

level over another. 

 Act. What do you need to do differently if you want to take an stance on a different rung of the ladder 

of accountability? 
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Personal Accountability – ladder of 
Accountability 

 

 

3)  CONNECTION OF THE TOOL WITH THE SKILL 

(Explain the link / connection of this tool with the skill) 

The accountability ladder is a great tool to help us understand why we may not be getting the results we want 

out of life or our business, and even accomplishing our goals. Through this tool you can know in which step you 

are, if you are in the part of the stairs in which you act responsibly or if you are in the bottom of the stairs 

where you act as a victim. Once you are aware of reality you can change your behaviour to go up the steps 

 

 

 

 

 

 

 

 

 

 

4)  RESOURCE MATERIALS 

(Explain the link / connection of this tool with the skill) 

 

 

 

 

 

 

 

 

 

 

 

 

 

Accountable 

behaviour 

Victim behaviour 

I don´t know 

Blame others 

Excuses 

Wait and hope 

Acknowledge reality 

 

Own it 

 

Find solutions 

 

Make it happens 
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Personal Accountability – ladder of 
Accountability 

5)  HOW TO APPLY THE SKILL 

 

The Accountability Ladder describes the eight levels of accountability that allow us to evaluate and really look 

at the choices we make and how we handle different situations. The top four rungs describe accountable 

behaviours (things that happen because of you) and the bottom four describe victim behaviours (things that 

happen to you). The more time you can spend towards the top of the ladder, the more opportunities you can 

open up for yourself and the more attainable your goals will be. 

                               Victims levels: 

 

 Rung 1- Unaware/Unconscious - These are the people who are not even aware of the problem or 

there may even be a problem. 

 Rung 2-Blame/Complain - It is always easy to point the finger at others in why goals or 

responsibilities are not getting done. Overcoming this step requires us to point the finger at 

ourselves and admit we may in fact be the problem, not other people or factors. 

 Rung 3-Making excuses - I am good at this one. Making excuses as to why things are not getting 

done is very easy and a masked form of procrastination. We make excuses like "I am to busy" or "I 

have never done that before". My favorite is "I don't know what I am doing". Stop making excuses 

and get it done. 

 Rung 4-Wait and hope - Wait and hope for miracles and successes to happen in their lives without 

ever lifting a finger and having to actually go out and get it done. An example of this would be 

someone who really desires to be in good physical shape, but never eats healthy or exercises and 

hopes one day their body will be transformed. It is just not going to happen without the effort. 

                           Responsible and Powerful levels: 

 Rung 5-Acknowledging reality: People who are at this level look at the situation realizing there 

are tasks which need to get done and they are responsible to do their part.  

 Rung 6-I own it: Now you have acknowledged the reality of the situation, we then get to decide 

if we are going to fall back down the ladder and make excuses like blame and complain, or if we 

are going to take ownership of the problem and move forward in creating solutions. 

 Rung 7-Seeking solutions: Owning the situation is key, and now you own it, the next step is to 

brainstorm and start thinking of solutions which allow you to hit your goal and get it done! 

Take the time necessary to think of the best possible solutions and come up with more than 

one. 

 Rung 8-Make it happen: Now that you own it, and you have come up with solutions, it is time 

to implement and take action. Getting to this step is the best part. You get to put your solutions 

into action and literally accomplish your goals! Making it happen is the fruit of your labors and 

the old adage of "the harder I work, the luckier I get" becomes a reality. 
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Personal Accountability – ladder of 
Accountability 

 

 

6)  WHAT TO LEARN 

You will learn to recognize when you are acting accountably, and when you are no. 

You acquire skills and new ways of responding to situations that create greater accountability with yourself. 

You will learn to use this tool that will allow you to assess if your behaviour in an specific situation( at work , in 

your personal life …) is an accountable behaviour or if you act as a victim. 

 

 

 

 

 

7)  EXTRA MATERIAL - LINKS 

https://www.youtube.com/watch?v=Kb3h1965i5A 

https://www.youtube.com/watch?v=dSC95oAA0-0 

 

 

 

 

 

 

 

 

 

https://www.youtube.com/watch?v=Kb3h1965i5A
https://www.youtube.com/watch?v=dSC95oAA0-0
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Motivation - How am I perceived? 

 

 

1)  DESCRIPTION OF THE TOOL 

Name of the activity: How am I perceived? 

Time: 30 minutes. 

 

This activity consists of three parts: one to do in pairs, one with the whole group and the last one individually. 

1. Ask participants to divide into pairs. Once they sit facing each other they have to draw the portrait of 

the other person and write the name below (under the neck).  

Then the person who draws has to ask the other for a word that can define himself and write it on the 

forehead in the portrait. 

After this, the person who draws writes what s/he thinks of the other above his/her portrait. 

2. Ask participants to put all the sheets on the table. Then they go around and everyone writes a word to 

describe the other person next to the corresponding portrait. 

3. Everyone, having taken their portrait, writes there 3 achievements of their career linked to the 

appreciations written by the other participants. 

 

 

2)  OBJECTIVES OF THE TOOL 

- Expanding self-esteem and self-awareness; 

- Feeling more motivated; 

- Prompting to give feedback;  

- Inspiring self-reflection on your own achievements.  

 

 

3)  CONNECTION OF THE TOOL WITH THE SKILL 

The participants will not only find out what others think of them but will also have the opportunity to reflect on 

their way of appearing and all the goals they have already reached. The job advisors will have the opportunity 

to reflect on the importance of their work and the good they do for the job seekers. 

Thanks to the importance of the feedback and the self-reflection on their own achievements, people will 

strengthen their motivation. 

 

 

 

4)  RESOURCE MATERIALS 

Pens and papers  
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Motivation - How am I perceived? 

 
 

 

5)  HOW TO APPLY THE SKILL 

The participant must realize that giving good and sincere feedback to other people is the best way to be 

motivated. 

 

 

6)  WHAT TO LEARN 

 Participants acquire higher self-esteem and self-awareness of their goals and values, which helps them to 

increase their motivation to work. 

 

 

7)  EXTRA MATERIAL - LINKS 

 
https://resources.workable.com/tutorial/employee-motivation-techniques  

 

https://resources.workable.com/tutorial/employee-motivation-techniques
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Motivation 

1)  DESCRIPTION OF THE TOOL 

(Please, insert a short description of the tool. Include time allocated.) 

The first exercise is about setting up a list of 8 work-related values to sort them out from most important to less 

important. Time: 15 minutes. 

The task of the second exercise is to create a grid of goals that the individual wants to achieve. The participant 

has to answer what he/she wants to preserve, avoid and eliminate. They work in pairs. Time: 15 minutes to 

each person 

 

 

2)  OBJECTIVES OF THE TOOL 

To support job advisor finding out their Work Values 

This tool helps you to organize ideas, to find a first step, where you can start to set your career goals. 

To expand self-awareness  

To be more motivated 

 

 

3)  CONNECTION OF THE TOOL WITH THE SKILL 

Analysing the various answers to powerful questions, participants can fill the goals grid. This awareness helps 

them to understand how they can keep motivated and helps to manage expectations. This tool works as a 

reflection on them and their perspective. 

 

 

4)  RESOURCE MATERIALS 

(Explain the link / connection of this tool with the skill) 
1. Activity 
2. Pens and papers  
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Motivation 

 

 

5)  HOW TO APPLY THE SKILL 

The participant must realize that to be well motivated he/she must constantly find new goals to achieve, which 

determine his/her development.  

 

 

 

 

 

6)  WHAT TO LEARN 

 Participants acquire higher self-awareness of their goals and values, which helps them to set their priorities 

and thus increase their motivation to work. 

 

 

7)  EXTRA MATERIAL - LINKS 

 
http://planbeproject.com/PDF/TP/V/PlanBe_TrainingModules_V_EN.pdf 

 
 

http://planbeproject.com/PDF/TP/V/PlanBe_TrainingModules_V_EN.pdf
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Decision Making – Framing effect  

1)  DESCRIPTION OF THE TOOL 

Name of the tool: Framing Effect 

Time: 20 minutes. 

Description:  

1. The Facilitator gives the printed handouts to the participants and start to ask them to read the paper and 

each participant should choose a solution. This is an independent activity. Participants need to read through 

the problem and pick the best program. 2 minutes for the participants to complete this task. 

2. The Facilitator checks how many participants had chosen the first scenario and how many have chosen the 

other one.  

3. Then s/he can open a discussion with them to ask and to give them information that the most of the chose 

the first scenario, the two options have the same consequences but they chose the positive one. 

 4. Debriefing: Ask questions A. What other decisions do we make that may be influenced by framing? B. What 

are some examples of how the framing effect is used to manipulate decision making? C. What can we do to 

reduce the effects of framing when making a decision? 

 

 

2)  OBJECTIVES OF THE TOOL 

Objectives of this tool: 

 Identifying the framing effect  

 Improving critical thinking   

 Practicing informed decisions  

 

 

3)  CONNECTION OF THE TOOL WITH THE SKILL 

The tool is linking between how many decisions we take every day because of our personal judgment and 

framing without studying all the alternative options to choose the best solution and how that affect our 

decisions. 

 

4)  RESOURCE MATERIALS 
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Decision Making – Framing effect  

Printed handouts, pens. 

 

 

 

5)  HOW TO APPLY THE SKILL 

Being a critical thinker leads to effective decisions.   

 

 

6)  WHAT TO LEARN 

When presented with parallel options, a decision may be more influenced by the language used (“the framing 

effect”) than the actual content. 

The tool encourages participants to study all the solutions and options they have to choose the best one of 

them because always framing our options and personal judgments affect our decisions.  

 

 

 

7)  EXTRA MATERIAL - LINKS 

https://www.sessionlab.com/methods/decisions-decisions 

 

HANDOUT 1 

Which Program Would You Pick? 

You work for the Centers for Disease Control and there is an outbreak of deadly disease called “the Asian Flu” 

in a town of six hundred people. All six hundred people in the town are expected to die if you do nothing. 

Someone has come up with two different programs designed to fight the disease: 

 Blue program: Four hundred people in the town will die. 

https://www.sessionlab.com/methods/decisions-decisions
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Decision Making – Framing effect  

 Purple program: There is a 1/3 probability that nobody will die and a 2/3 probability that six hundred 

people will die. 

Would you pick the blue program or the purple program? 

HANDOUT: 2 

Which Program Would You Pick? 

You work for the Centers for Disease Control and there is an outbreak of deadly disease called “the Asian Flu” 

in a town of six hundred people. All six hundred people in the town are expected to die if you do nothing. 

Someone has come up with two different programs designed to fight the disease: 

• Blue program: Two hundred people in the town will be saved. 

• Purple program: There is a 1/3 probability that six hundred people will be saved and a 2/3 probability 

that no people will be saved. 

Would you pick the blue program or the purple program? 
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Decision Making 

1)  DESCRIPTION OF THE TOOL 

Name of the tool: Decision Matrix 

Time: 20 minutes. 

1. The facilitator proposes to the participants to reflect on one of their challenging situation in their role 

as job advisor where thay had moren than an alternative. Then, they formulate a question related to 

their experience and write it down 

2. The facilitator invites them to complete a table with the criteria according to which they want to decide 

and the score they want to give to these, based on the importance they give them. So, on the chart 

they have to write, first of all, the different options listed as columns and the relevant factors affecting 

the decisions as columns. 

E.Gg, if you want to choose between suggesting the person to do firstly a training course or to start 

directly with an internship, list those two decisions as columns. The factors impacting those choices, 

such as improvement of his/her organisational skills, his/her professionalism, ability to communicate 

etc., would be listed as rows. In any case doing the process together with the job seeker is strongly 

recommended. 

3. Then, they should assign a rating value to each of the factors under consideration for each option. In 

this example, they might assign professionalism a “9” if he will do an internship but a “5” for attending 

a training course. After they give each factor a score, they have to add up the total score for each 

option. The option with the highest score indicates the best decision. 

 

4. At the end the facilitator can open discussion with them to reflect together on the results obtained. 

 

 

2)  OBJECTIVES OF THE TOOL 

Objectives of this tool: 

 Strengthening the ability of decision making.  

 Improving the problem solving skill 

 Feeling a connection with other people. 

 

 

 

3)  CONNECTION OF THE TOOL WITH THE SKILL 
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Decision Making 

Decision Matrix is a strategic decision-making tool to evaluate decision alternatives. It uses a scoring template 

to systematically evaluate all the factors and criteria used when making a decision, to arrive at a final score that 

reveals which option is best. 

It is particularly useful for decisions that require substantial judgment and for which numbers may not be 

available. By working through a series of decision-process steps, people can establish criteria for the 

assessment and comparison of different possible alternatives and then compare choices in an objective way. 

 

 

 

 

4)  RESOURCE MATERIALS 

Pens and sheet with a printed white table. 

 

 

5)  HOW TO APPLY THE SKILL 

The proposed activity consists in a very useful tool to know and to use whenever the participants will be faced 

with more alternatives among which they must choose only one. 

Moreover, the open discussion among the facilitator and participants about the consequences of each option 

will show different priorities and way of thinking, from which they could take inspiration in the future. 

 

 

6)  WHAT TO LEARN 

The outcome of using this activity is to manage to decide among difficult choices in an objective and 

mathematical way, avoiding personal judgment can affect our decisions.  

 

7)  EXTRA MATERIAL - LINKS 

https://www.forbes.com/sites/nextavenue/2015/10/06/4-ways-to-help-you-make-a-tough-career-

decision/#6b239df73d70  

https://scholarship.sha.cornell.edu/cgi/viewcontent.cgi?article=1023&context=chrtools  

 

 

https://www.forbes.com/sites/nextavenue/2015/10/06/4-ways-to-help-you-make-a-tough-career-decision/#6b239df73d70
https://www.forbes.com/sites/nextavenue/2015/10/06/4-ways-to-help-you-make-a-tough-career-decision/#6b239df73d70
https://scholarship.sha.cornell.edu/cgi/viewcontent.cgi?article=1023&context=chrtools
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Decision Making 

 

 

  This is an example of a Decision Matrix. 

  Source: https://www.vocationvillage.com/how-to-use-a-decision-making-matrix/ 
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Personal Accountability – Skill Audit 

1)  DESCRIPTION OF THE TOOL 

This tool will help you to analyse and to rate the benefits of personal accountability as well as to provide 

evidence based on personal and work experience as a process of ‘’Skill Audit’’. Furthermore, this tool will offer 

the opportunity to become ‘’the inspector of personal accountability’’. 

Time needed: 20 minutes 

 

 

 

2)  OBJECTIVES OF THE TOOL 

 

- Improve ability to succeed in understanding personal accountability and its influence  

- Enhance ability to analyse the benefits of personal accountability and how these influence the life in a 

practical way 

- Greater understanding of the importance of additional tools in the learning process on a continuous 

base 

 

 

3)  CONNECTION OF THE TOOL WITH THE SKILL 

- Ensure successful completion and achievement of effective outcomes through practice 

- Provide a better connection between personal accountability and skill evidence 

- Help you to understand how to apply accountability strategies and techniques both professionally as 

well as personally 
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Personal Accountability – Skill Audit 

4)  RESOURCE MATERIALS 

 

Skill Audit                                       CV Building (Personal Accountability) 
 

Skill with benefits RAG  

1-3 

Skill Evidence – within workplace Skill Evidence – within ‘’personal 

environment‘’ 

 

 

 1. 

2. 

1. 

2. 

 

 

 1. 

2. 

1. 

2. 

 

 

 1. 

2. 

1. 

2. 

 

 

 1. 

2. 

1. 

2. 

 

 

 1. 

2. 

1. 

2. 

 

5)  HOW TO APPLY THE SKILL 

Step 1: List the benefits of personal accountability in the table above, in your order of importance: 

- Increase productivity 

- Build trust 

- Growing and Changing 

- Validate your thoughts and ideas 

- Accelerate your performance 

Step 2: RAG rate your benefits of personal accountability: 

1- Yes I am there                                        2- Making progress, nearly there                               3 – Work needed 

Step 3: Now evidence your judgments. No evidence means that you are probably in the Red zone! To rate 

yourself as Green you will need at least two sources of evidence. 
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Personal Accountability – Skill Audit 

6)  WHAT TO LEARN 

- Learn how to have a greater understanding of the benefits of personal accountability;  

- Learn that being accountable to yourself is often a challenge enough in itself; 

- Learn how to have a different ‘’set of eyes which look at the same approach’’ based on personal 

professional experience and evidence. 

 

 

7)  EXTRA MATERIAL - LINKS 

 

- 
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Self-trust and its influence 

1)  DESCRIPTION OF THE TOOL 

Self-trust is essential to your success both professionally as well as personally. Confidence gives job advisors 

positive energy. This tool will help you to become aware about the level of your confidence and its influence in 

the workplace and personal environment. Furthermore, this tool will provide you the opportunity to have a 

greater understanding of the importance of career plans and guidance to engage and inspire others, especially 

if you are working with long-term unemployed people. 

Time needed: 15-20 minutes 

 

 

2)  OBJECTIVES OF THE TOOL 

 

- Improve ability to succeed in reaching professional goals by understanding the level of your self-trust 

- Enhance ability to use self-trust to pursue own career plans and to remind yourself of all your career 

strengths  

- Understand the stages of your self-trust  

 

 

3)  CONNECTION OF THE TOOL WITH THE SKILL 

- Greater understanding of self-trust and its influence 

- Define key skills for job counsellors 

- Help job advisors to develop strategies to establish the level of self-trust to achieve better results 

- Find a balance between theory and practice of self-trust in the workplace 
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Self-trust and its influence 

4)  RESOURCE MATERIALS 

Typologies of people  

Mister ‘’Self-trust’’ VS. Mister ‘’Overconfidence’’  

                                                      

       Belief in oneself                                                                  Seeks validation from outside 

       Boosts own determination                                                Speaks loudly and forcefully to prove their point 

       Focuses on positive aspects                                              Likes to make fun of others 

       Creating success/Active listening                                     Judges others and does not listen to them 

       Influences others more easily/Positive attitude    Feels ‘’the best’’ in any situation 

       Achieves social performance and inspire others    Ignores external opinions and suggestions 

 

 

5)  HOW TO APPLY THE SKILL 

Step 1: You have two typologies of people. Take a look, analyse and define which typology suits you. 

Step 2: Is not that easy? We have thought of a tool to help you. Find out if you are too confident or if you are 

not. Take up the test below and get to find out how big your confidence is.  

1. As a good job advisor you will not give advice, but help people to make their own choices. 

-Yes 

-No 

2. Even if you are a good job advisor you have to attend different training courses to constantly improve your 

abilities. 

-Yes 

-No 

3. Generally, you do not accept advice from others because you know your abilities very well and you do not 

need more in the field of career guidance.  

https://www.proprofs.com/quiz-school/topic/big
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Self-trust and its influence 

-Yes 

-No 

4. Counselling is not normally a first career choice, and many people enter the profession later in life.  

Those who have experience in career advising are always right in front of those who enter the profession later 

in life.  

-Yes 

-No 

5. Experience in career advising can be gained through direct approaches to employers, voluntary work, job 

shadowing and networking.  

-Yes 

-No 

6. When you have to share ideas with a very good job advisor you speak very loud to have control over the 

situation and to have ‘’the last word’’. 

-Yes 

-No 

7. When you deal with long-term unemployed people you are listening to them, empathising with them, and 

helping them to see things more clearly or in a different way. 

-Yes 

-No 

8. Professional supervision is essential to help job advisors to work through any difficulties they might 

experience. 

-Yes 

-No 

9. As a job advisor you know that the job can be stressful because of the painful and sometimes contentious 

nature of the personal problems experienced by long-term unemployed people. 

-Yes 

-No 

10. A lot of job advisors have a portfolio career combining part-time, voluntary and private work. 

-Yes 

-No 
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Self-trust and its influence 

Step 3: Check your result! 

If you answered ‘’Yes’’ to the questions ‘’3, 4 and 6’’ (or at least one of them) then you are likely to become a 

good ‘’friend’’ with ‘’Mister Overconfidence’’ and you have to reflect on your attitude and self-trust. 

Tips to become ‘’friend’’ with ‘’Mister Self-trust’’: 

- Choose to get involved in training courses that could help you become a better job advisor 

- Consider the opinion of other job advisors 

- Be careful and have a pleasant tone of your voice 

 

 

6)  WHAT TO LEARN 

- Learn how to seek advice, information and support when appropriate 

- Learn how to reflect critically on the purposes and aims of learning tools 

- Learn how to adapt the self-trust to avoid overconfidence 

 

 

7)  EXTRA MATERIAL - LINKS 

 

- 
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Self-trust – Mandala Method 

1)  DESCRIPTION OF THE TOOL 

Mandalas are more than just geometric figures. The Mandala is not only rich in symbolism but also in providing 

a greater understanding of your skills. It helps one to get in touch with their inner self and find their innermost 

desires through the journey of self-discovery. The Mandala symbolises something that you want to achieve in 

life. It also has the potential to change how we see ourselves and our purpose to live. This tool will help you to 

better understand if you trust yourself. 

Time needed: 15 minutes 

 

 

2)  OBJECTIVES OF THE TOOL 

 

- Improve ability to believe in yourself through meditation 

- Develop own strategy to boost self-trust based on Mandala method 

- Become sensitive towards career needs that are different from yours 

 

 

3)  CONNECTION OF THE TOOL WITH THE SKILL 

- Understanding Work-Life Balance based on practical approaches 

- Provide a better connection between self-trust and own emotions  

- Help you to connect with your own thoughts and to be understanding toward yourself  

 

 

 

 

4)  RESOURCE MATERIALS 

 

See image below... 
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Self-trust – Mandala Method 

 

 

 

5)  HOW TO APPLY THE SKILL 

Step 1: Take a look at the centre point of Mandala and try to be focused on it. 

Step 2: Think about your strengths of being a job advisor and answer to the following questions in your mind: 

- In what direction do you wish to move along the Mandala? 

- What is happening at this moment? 

- What would you like to achieve? 

Step 3: As you begin to ‘‘fall’’ deeper and deeper into the Mandala, continue to relax and breathe. Imagine you 

must provide career guidance to a long-term unemployed people who do not accept career advising. Do you 

trust yourself that you can help them to change their mind? Keep looking at the centre point of the Mandala 

and go to the following questions to find out. 

- What can you do to change things? 

- What other ways are there to do this? 

- How does this affect you and the other involved? 

- What are others saying and doing? 
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Self-trust – Mandala Method 

Step 4: Close your eyes and answer to these final questions. Having self-trust does not mean you no longer 

need help from time to time. Be honest with yourself! 

- What help do you need? 

- Who could help you? 

- What is your next step? 

Step 5: Open your eyes and breathe. Do you feel more relaxed? Every time you feel you do not trust yourself or 

when you are dealing with a complicated situation in career advising take a look at the centre point of the 

Mandala, close your eyes and meditate on the situation with confidence. 

 

 

6)  WHAT TO LEARN 

- Learn how can use the Mandala as a symbol for concentration and meditation on the own skills; 

- Learn how to find the way to ourselves to be more aware of who we are; 

- Learn how to engage on a journey of self-discovery based on the Mandala method. 

 

 

 

7)  EXTRA MATERIAL - LINKS 

 

- 

 

 

 

 

 


