QUA

The European Commission support for the production of this publication

- Co-funded by the  does not constitute an endorsement of the contents which reflects the views EU RO( ) personal

Erasmus+ Programme  only of the authors, and the Commission cannot be held responsible for any

(X
‘ fﬁ‘ fundacion n O
of the European Union  use which may be made of the information contained therein. [Project Skolenie VZ:/‘ &BOZP CRDeT v coremso l V a

TRENINGOV Y centrum
Number: 2017-1-SK01-KA204-035385] consultancy




Table of Contents

WEEK 3: Brand You, Networking, Relational Competence, Social Media and Professionalism..............
R O 1 o] =Tl 1 V7S USRS
B (017 7o To [0 o1 o] HARU TP R UPRRPRRRPPR
T (V- 110 T =Y (o] o[- SRS

B0 LESSON PlaN...eciiiiiieiiie sttt ettt et et s e et s e et e e s te e s be e e s b e e s reeeaneeesreeennreas

3.1 Introductio
3.2 Icebreaker

3.3 Introductio

e

[ o T O Y (=TT ol O T ¢l [T PUTRTRRPRPRPRRRPRE

3.4 UsiNg NLP t0 ASK QUESTIONS ..eiiuiiiiiiiiiiieeciieee ettt e sttt e sttt e e st e e s ssae e e ssaneeessnsbeeessnnneees

RN O ] {=T=T o O] ol L= TR

3.6 KEEPING It All GOINE . .evveieeiieee ettt ettt e e et e e e et e e e e et e e e e atb e e e e s steeesessaeeeansraeesanreeens

3.7 Certificates

3.8 SOFL SKillS ASSESSIMENT ... nnnns

e I SV 1 [V 1 4o o O TR



WEEK 4: Additional Competences,
Continuation of Personal Growth and
Career Circles™

1. Objectives

At the end of this week, learners’ will have:

* Explored the additional competences for career professionals
* Explored personal growth

e Participated in a Career Circle™

* Reflected on the Career Circle™

* Evaluated the Career Circle™

* Learned about the importance of Branding

2. Introduction

Learners will explore and evaluate the Career Circles™ with a view to implement in their practice
alongside other learning and theories identified in previous sessions. Learners will have a taster of
the “Circles™” experience and then discuss how this could enhance personal growth for themselves
and their clients.



3. Main Teaching

3.0 Lesson Plan
Hours: 3 (180 MINS)

3.1

3.2
33

3.4

3.5

3.6

3.7

3.8

3.9

Theme Time
Introduction 10 mins
and Recap

Icebreaker 10 mins

Introductionto 10 mins
Career Circles™

Using NLP to 10 mins
Ask Questions

Career Circle™ 75 mins

+20 mins
if needed
Keeping It All 10 mins
Going
Certificates 10 mins
Soft Skills 10 mins
Assessment
Evaluation 15 mins

Description Resources \
— Welcome back, meet and greet — Attendance List
— Recap: ask if the programme has — PPT Slides 1-3

influenced learners’ professional
practice and how learners are
progressing outside of the session.
— Today’s Objectives
— Effective Branding — PPT Slide 4
— What is a Career Circle™? — PPT Slides 5-13
— Self-Efficacy — Albert Bandura
— Methodology Approach
— Challenges
— Feedback
— Further Information
— The NLP Communication Model — PPT Slides 14-21
— Handout 1 -
Using Questions
BREAK (15 mins)
— Exercise: Career Circles™ — PPT Slide 22

— Stating Motivated, Staying Positive ~ — PPT Slides 24-26
— Turning Negatives into Positives
— Certificates: Celebration of Learning = — PPT Slide 27
— Ideas for Maintaining Contact and
Implement Learning in Practice
— Group Discussion: What will you do
differently?

— Soft Skills Assessment — PPT Slide 28-29
— What is Next for QUALIFY? — Handout 2 - Soft
Skills Assessment
(end)
— Handout 3 -
Using a
Computer - Self
Assessment
— Session Evaluation Form — PPT Slides 30-31
— Final Evaluation Form — Handout 4 -
— How to maintain contact Session
— More about the QUALIFY project Evaluation
— Handout 5 —

Final Evaluation



3.1 Introduction

Materials Needed: | Attendance List
PPT Slides 1-3
Welcome learners back.

Give a recap of last session, share any examples of putting last week'’s session into practice.

Group Discussion
Ask learners if the programme has influenced their professional practice and how learners are
progressing outside of the sessions.

3.2 Icebreaker

Materials Needed: | PPT Slide 4

Facilitators are encouraged to use their own icebreakers, you can find some examples here.

Effective branding: Discussion about some of the top brands and why they are remembered.

3.3 Introduction to Career Circles™

Materials Needed: | PPT Slides 5-13

Career Circles™ are based on the innovative Circles™ Methodology developed by Inova 2001. We
can use the term ‘Career Circles™ for the duration of the QUALIFY project. However, as it is a
trademarked product, it cannot be used beyond the lifetime of the project, instead, consider
replacing it with ‘Career Coaching’.

The Career Circles™ provide a facilitated space where individuals have a dedicated time slot to
present their issues, problems and opportunities. Through questioning, the group members help
them to gain more insight into their situation; the aim is to help them find ways forward in taking
purposeful action. The method works because it places the learner at the centre of the situation; it
works in real time on live issues of importance to the individual. It integrates any theoretical
learning with real experience; its about action and implementation.

The benefits of this action learning approach areas are as follows:

* It enables learners to generate more insight into the situation they are facing, perhaps helping
them to generate more options and solutions.

e It tests assumptions on which plans are built.

* It enables learners to reality check plans, ideas and solutions; are they appropriate,
comprehensive and appropriate to the context?

* By bringing more brain power to look at issues, learners have more opportunity to spot issues
which they haven’t already thought of; it can help expose blind spots. Circle™ colleagues may
help learners look at potential consequences or outcomes; they may help learners to generate
more innovative and creative ideas or find new ways to approach situations.

* It offers a way of constructively challenging ideas, in order to help learners, maximise chances
of success.


https://www.icebreakers.ws/

Generally, Circles™ are followed up with more sessions and each time the participant brings new
issues to the table whilst also feeding back on action that has been taken. For the QUALIFY project
only one Circle™ is part of the course and this is to give participants experience of it them in practice.
They should be encouraged to meet beyond the end of the training to continue the process. They
will be asked to implement at least 2 Career Circle™ meetings with their unemployed clients.

The General Process of What Happens in a Circle™

Each Circle™ has a trained facilitator who helps shape the sessions. You meet for 3-4 hours. Each
person has allocated time to use to explore an issue they are facing. The facilitator helps participants
to develop action plans to go forward and test out new ideas or implement solutions. Participants
then bring issues back to the Circle™ next time it meets. Circle™ colleagues can help hold
participants to account, giving them confidence to push themselves out of comfort zones.

3.4 Using NLP to Ask Questions

Materials Needed: | PPT Slides 14-21
Handout 1 — Using Questions
The NLP Communication Model
The way we experience the world through our senses is filtered through our past experiences and
affects our behaviours.

NLP Meta model says that when people speak 3 processes happen naturally; deletion, distortion and
generalisation. This allows us to explain our experiences in words more easily — otherwise we would
be very long winded!!

Rather than are usual reaction which is to give advice — such as just ignore her of have you tried
buying her a coffee, using NLP to ask questions rather than offer advice gets to the root of the
problem. The woman in question does not hate the speaker she is just in a bad mood because she
hates driving through all the traffic.

Give out HANDOUT 1 - Using Questions. Learners can use this as examples when doing the Career
Circles.

3.5 Career Circle™
75 mins

Materials Needed: | PPT Slide 22
Each participant to take turn whilst others listen and then offer support. Peer support, peer
mentoring. Each learner has 5 minutes to prepare, 5 minutes to present and 5 minutes for peers to
offer support.

Note for Facilitators: We have left 20 minutes extra for this time. Sometimes, you can have
more participants than you expect. Sometimes learners can get emotional during the Circle, and
you do not want to stop them mid-way through. If you find 75 minutes enough, you can have
extra time at the end for learners to network with each other or leave early.
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3.6 Keeping it All Going

Materials Needed: | PPT Slides 24-26

Staying Motivated, Staying Positive

Turning Negatives into Positives

3.7 Certificates

Materials Needed: | PPT Slides 27

Certificates of attendance and celebration of learning

Ideas for maintaining contact and implementing learning in practice.

Group Discussion: What will you do differently?

Note for Facilitators: Option to write what learners’ say on a flipchart board.

3.8 Soft Skills Assessment

Materials Needed: | PPT Slides 28-29

Handout 2 — Soft Skills Assessment (end)

Handout 3 — Using a Computer — Self-Assessment
Soft skills are important requirements in today’s job market. In addition, low-skilled adults will need
support to develop key skills, for example computer skills, maths skills and language skills. These are
key skills that employers will require and may ask to see evidence of this by way of certification. By
supporting unemployed to develop soft skills such as confidence and motivation, career coaches can
then support them to move forward positively with their learning.

Note: Remind participants that they should do this based on their gut feeling; they should not think
about their answer for too long but rather go with the grade they feel fits with their skills best based
on their intuition. This will be a first step to teach participants to be more in tune with their own self-
awareness.

What is Next for QUALIFY?
Agree how the learning will be cascaded to low skilled unemployed and how this can be evidenced
(taking into account GDPR)

Facilitator to discuss the sustainability of QUALIFY — the website, 103

Give out HANDOUT 3 - Computer Self-Assessment test, to be used to assess learner’s competences
for 103.



3.9 Evaluation

Materials Needed: | PPT Slides 30-31

Handout 4 — Session Evaluation Form

Handout 5 — Final Evaluation For
Ascertain what people have learned in the session. What have they learned about themselves and
about their problem or issue? Have they learned anything from others? What were the most useful
questions? What impact did they have? This helps participants to have time to reflect on the
outcomes of the session prior to completing the evaluation forms. This step will take place at the
end of each session. Evaluation forms should be completed at the end of each session (see handout)

1. Ask learners to summarise their actions and comment on any learning for the session.

2. Explain any arrangements for encouraging group members to hold one another to account. You
may decide to ask people to allocate a ‘chasing buddy’ to their left around the table. This person
chases them up, asks about progress and generally checks informally on their success in between
meetings. This can also help to build relationships more strongly within the group.

3. Refer participants to further learning opportunities. Remind them of the homework to complete
by the next meeting.

4. Ensure everyone has the date of the next meeting in their diary and has venue information.

5. Confirm any action you as a facilitator will take, e.g. emailing the ground rules agreed.

6. Close the session by asking people to complete the relevant evaluation form — Handouts 4&5.
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