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INTRODUCTION

Faced with rising unemployment and the need to boost the economy in Europe,
the European Union has made investment in education, training and skills
development one of its top priorities. Thus, among the axes of implementation
of the «Europe 2020» strategy, particular attention has been paid to combating
youth unemployment and supporting initiatives that make it possible to move
from education and training to working life, through the promotion of work-
based learning, the development of partnerships between multidisciplinary

bodies and organisations, and increased investment in youth mobility.

The Erasmus+ programme, launched on 1st January 2014, was designed
with this in mind in order to widen opportunities for mobility by proposing an
integrated and simplified approach to the priority objectives of the seven former
European programmes, including the Leonardo da Vinci sector programme

which focussed on professional training.

Today, the many benefits of mobility programmes in terms of employability
have been clearly demonstrated. An internship experience abroad helps to
promote and ensure mobility in a European context, with a view to contributing
to the construction and strengthening of a European identity and citizenship.
Moreover, over and above the development of linguistic, technical and
intercultural competences, integration into the international workplace
enables the reinforcement of transversal skills, such as autonomy, creativity,

initiative, adaptability, creativity, ability to work as a team and so on.

However, if the added value of this type of mobility is an accepted fact, the
methods of recognising all the results obtained from these types of experiences
conducted outside the formal educational framework remain complex and
raise a certain number of questions. Indeed, if technical or linguistic skills
can be formalised on the basis of a Business Reference Framework or the
Common European Framework of Reference for Languages (CEFR]), the task
is more difficult when it comes to certifying non-formal, soft skills that are the
highly sought by companies.

«Erasmus+: The Renewal of Transnational Mobility, a new opportunity for
people looking to enter the labour market and for businesses» is a project
that stands at the centre of these questions. The «<Erasmus+ RMT» programme,
carried out from 2014 to 2016, is based on the practical experience gained by the
members of the partnership through the management and implementation of
mobility programmes for people in professional transition over many years. To
respond to the cross-sectoral strategic dimension promoted by The Erasmus+
programme, the «Erasmus+ RMT» project brought together a consortium of
seven experienced partners in complementary fields of activity: education,

careers guidance, support for mobility and the development of public policies.

This «Methodological Toolkit for Transnational Vocational Mobility» is
one of the main objectives of the “Erasmus+ RMT" project. It is based on a
methodological advance, complementary to current European certification
tools. Through the adaptation of current practices that generally reserve this
reflection to the end of the period of mobility, the toolkit features activities to
«capitalise on experiences», prior to departure and throughout the mobility
period. It is this dimension that should enable beneficiaries to develop their
capacity for analysing and clarifying their achievements whilst working abroad,
according to the specific professional context of their chosen career on their
return to their home country. The central idea is to support beneficiaries in a

self-assessment process prior to departure in order to identify:

e The inventory of skills that can be mobilised and the definition of a project
truly in line with the definitions of occupational profiles sought by the labour

market;

e An in-depth identification of the needs / skills to be acquired whilst abroad in
order to achieve the desired degree of professionalisation, in the context of a

transition between studies and employment or entry into work;

e The acquisition of capacities to link, transfer and enhance skills developed
through a mobility programme (intercultural, linguistic and transversal
capacities) to a given professional context.
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The second innovative characteristic also lies in the mix of contributions that
have contributed to the elaboration of the toolkit, because the theoretical
approach is based on the results of two comparative studies carried out in the

5 countries of the partnership:

The «Compendium of European Good Practice for Tools designed for Mobility»,
which covers a selection of methodological tools for capitalising on mobility
achievements, developed within the framework of European programmes and

national or local initiatives.

The investigative report «Comparative Analysis of the Views of European
Companies on the Recognition of the Benefits of Transnational Mobility»,
conducted with 170 companies in the five partner countries, provides insight
into companies’ views on the added value of mobility experiences in terms of

cross-curricular competencies and employability.

In line with the priorities of the European Union and the impetus of lifelong

learning, «<Erasmus+ RMT» project proposed to:

e Contribute to the recognition of periods of mobility as a means of qualification
of the development of personal and professional capacities;

e Increase / reinforce the employability of the groups looking to secure
employment - students, post-students, adult job seekers - by offering career
guidance courses allowing effective valorisation of the experiences gained

through mobility;

e Through a transversal approach to European employment, provide flexible
tools for European careers advisors, trainers and support staff, enabling
them to take ownership of educational resources and integrate them into

their professional activities;

e Strengthen the involvement of European companies, particularly prior to the
start of the period of mobility, in order to identify common ways of assessing
and certifying transnational skills, which can be easily understood by all

stakeholders in the labour market;

e Promotetheharmonisationofpracticesandimprovethequalityofcollaboration
between inter and intra-country organisations in the implementation of

mobility programmes and projects.

11
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WHY A METHODOLOGICAL TOOLKIT
FOR VOCATIONAL MOBILITY?

Going abroad as part of a work-based mobility can represent an opportunity
for the beneficiaries to develop their professional knowledge, to renew the
link with training, to discover themselves, to integrate. Indeed, working in
an unknown and different productive context amplifies and tests first and
foremost the competences related to non-formal skills, that is to say the
skills that make it possible to adapt to a new environment, to apprehend the
importance of the formal and informal «codes» underlying interpersonal
relationships, and the establishment of productive relationships with new
teams of colleagues and superiors. Work-based experience in a country other
than one’s own makes it possible to enrich one’s own «Work», not only in terms
of linguistic and technical-vocational skills, but also to test what we often
call «resourcefulness», in other words, our attitudes, abilities, adaptability,
initiatives, organisation, and sometimes discovering that we have other skills

of which we were not previously aware.

However, if there are many advantages, it is clear that most candidates
encounter difficulties in explaining what they have learned, not only in the
context of exchanges with their advisers, but also when trying to quantify
the value of their gained experiences for professional purposes, the ultimate

challenge from the mobility experience.

Why so many difficulties? Young people and adults often tell us that a
360 ° immersion, 7 day a week immersion, does not allow time to take stock,
to reflect, to observe, to distance oneself. «A thirteen-week stay is a real
challenge of effort and performance, we have to be good to do what we are
asked ... between work, trips, shopping, very little time to think ... we just have
to go for it» as Sylvie told us some time ago, on her return from her Erasmus+

internship in England.

And we agree with this: the geographical distance from home, the intensity of
the experience, the novelty and excitement, being cut off from one’s normal
everyday life and integration issues, give mobility the ability to keep candidates

away from the main objective for which they chose to undertake it.

Thus, upon return home, personal imperatives and questions resurface and
become urgent again: «Over and above a reinforcement of vocational and
professional skills, what have | learned about myself during my time abroad?
Confronted with a new professional environment, with different «codes», have
| been able to show enough initiative? Have | adapted as | would have in an
identical situation in my own country? Are Human Resource Departments
sensitive to the impact of mobility? Is the internship considered as much as
professional experience? Are the skills acquired in mobility those required by
employers? How to capitalise on these skills in job interview? How to include

them in my CV and in my letters of application?».

These difficulties / needs are at the origin of the research and pedagogical
preparation for the Toolkit, which we wished to be practical and in a simple
expressive register in order to allow any candidate, independent of the level of

education or experience, to succeed at:
e Designing a mobility project in relation to their professional project;

e Developing an autonomous and permanent reflective capacity to evaluate the
contribution of the period of mobility in terms of skills and competences or
other professional experiences, from a transferability perspective in a given

context;

e Developing the capacity for self-assessment of skills that can be mobilised
according to the project / profile sought;

e Helping them build a common vocabulary between non-formal learning
situations and the world of work to capitalise on the experience during job

interviews.

Throughtheoretical contributions, examplesand practicerole-playingactivities,
the methodological approach aims to support a progressive awareness of
responsibilities for each person on his own programme. The central idea is
to get the beneficiaries to take charge of their learning throughout the time
abroad by circumventing the common but flawed credo that it is simply by the

force of «immersion» that they can achieve all their individual goals.
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This toolkit is designed for mobility operators, career counsellors and
especially those looking to secure employment - young people aged between
18 and 25 finding it hard to secure entry to the job market, students at the end
of the course, recent graduates, and adults seeking employment - who hope
to enter a qualification process abroad as a structuring stage of their personal

and professional development.

The materials, composed in three traditional stages - preparation before
departure, during mobility and upon return home, has been designed to
be available in paper or computer format and can be used in self-training,
Individualised support and / or collective workshops. In order to make it
transferable, we have chosen not to offer specific information on the different
mobility programmes (participation / selection modality, legal framework,
administrative and organisational procedures). Thisis one of the characteristics
that makes it adaptable and which will enable the organisations that wish to
adapt these materials by adding supplements adapted to their context and

their target groups.

The pedagogical approach integrates mostly the methods of explicit learning
and the methods of formative evaluation. The proposed didactic activities

alternate between:
e Tools for professional positioning (canvas, business cards, job offers);
e Analysis grids and framework for the narration of actions or observations;

e Self-assessment materials for the analysis and scoring of skills progressions.

The materials have been developed using the tools and resources developed in
the framework of European and national initiatives selected in the framework
of our comparative research «Compendium of European Good Practice for
Tools designed for Mobility» and the definition of transversal competences
acquired through mobility that the 170 recruiters identified in our survey «
Comparative Analysis of the Views of European Companies on the Recognition

of the Benefits of Transnational Mobility».

At this stage, the major challenge is to underline the toolkit’s value and its
methodological relevance. We hope that mobility operators and advisers will
make use of it and will pass on their comments and their observations so that
it can evolve, improve and be adapted to other intercultural contexts than those

specific to the partnership «Erasmus+ RMT».

The same is true for the final recipients to whom our conclusions are aimed:

WE ARE COUNTING ON YOU! Begin to exercise
your transversal skills: curiosity / creativity, think
critically, have confidence in yourselves, and of
course effective communication ... let us know what
you think and if it helps you to make progress in your
mobility projects.

15
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WORKBOOK FOR THE LEARNING COURSE, International Operation Agence in
training, Zwolle- Pays-Bas, 2006, www.ioatraining.net

YES EMPLOYABILITY - YOUNG EUROPEANS, SKILLS FOR EMPLOYABILITY IN
TOURISM, Institute of Tourism Studies, Malte, 2009, www.adam-europe.eu

SITOGRAPHY

www.adam-europe.eu

www.cedefop.europa.eu

www.centre-inffo.fr
www.euroguidance-france.org
www.ec.europa.eu/epale
www.ec.europa.eu/programmes/erasmus-plus

www.ec.europa.eu/esco/

www.ec.europa.eu/ploteus/

www.europe.snj.lu/fr/salto

www.vaeguidepratique.fr
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SUPPORTING
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PLANNING
MY VOCATIONAL
MOBILITY PROJECT




STEP

PLANNING MY VOCATIONAL
MOBILITY PROJECT

@ You are determined to go abroad
- toimprove your skills?

You've been thinking about it but you
are still hesitating?

Wondering if you are ready to leave?

Wondering what an internship abroad
can bring you?

This first stage offers
activities to enable you to:

e Take stock of your assets
and vocational needs.

e Discover the benefits of a period of mobility
and identify the skills you can develop.

e Find answers to your concerns.

e Find the keys to making a period
of mobility your springboard for employment. =
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ALL ABOUT SKILLS

It is a fact:

Companies are looking for technical /
vocational skills ... but the jargon of the job
market is not always simple!

What is this all about?
What skills should be prioritised?
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Over to you. Prove your curiosity and autonomy ! Do some research on the
internet, try to find the definitions of the terms below and fill them in.
You will see that it is not so difficult after all!

Technical skills

Qualities

Business skills

Capacities

«Light» skills

Performance

Hard skills

Language skills

And now, do some of these definitions have the same meaning?
Follow the example and note them down below.

4 )

Liaht Stiths,

Soft skills

Social skills

Expertise

Technical / Vocational skills

Manners

Role

Attitudes

N

(. Soft abills,

 Tight» abills

J

SOME HELPFUL KEY DEFINITIONS

Competence is a body of knowledge, know-how and personal qualities.

Knowledge: specific knowledge on a certain subject or field of activity.

Capacity: know-how, knowing how to put into practice the type of behaviour
required to carry out work activities.

N

J

Quality: know-how, it consists of personal, individual skills, specific to each

of us.

Performance: what we need to do to produce a result.

Role: the set of tasks to be performed when we perform an activity in a posi-

tion in a given job.

Synthesis: by combining all these key words, we can say that a skill is the
set of all of our knowledge, know-how and personal qualities that we put into
practice to achieve the performance required when we complete a work-based

task or acrtivity.
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ABOUT VOCATIONAL SKILLS

Now that you have understood the
world of skills, let's take a look at
the professional skills required to
practice a trade.

What skills are employers looking
for when recruiting a candidate?

1. HARD SKILLS / TECHNICAL
VOCATIONAL SKILLS

e These are our formally demons-
trable skills, born of a technical ap-
prenticeship and necessary to prac-
tice a trade.

e They vary according to each trade.

e They are totally transferable in iden-
tical trades, and partially trans-
ferable in trades belonging to the
same sector of activity.

They are acquired mainly in initial or
vocational training.

They are certified by diplomas or cer-
tificates of training.

2. VOCATIONAL SKILLS
IN A FOREIGN LANGUAGE

o All the theoretical and practical
knowledge that make it possible to
carry out all or part of the technical
and professional skills required by a
trade.

o The levelof knowledge - oral/written
- varies according to the profession,
context and sector of activity of the
companies.

e They are mostly transferable to
trades of the same sector of activity
or complementary to them.

During recruitment interviews, trai-
ning certificates, length of experience,
employers” work certificates can be
shown. Sometimes knowledge tests
can be included.

Acquired through initial training,
or work-based education, traveling,
experience of mobility abroad, ...

They are certified by diplomas or cer-
tificates of training.

3. SOFT SKILLS /
PERSONAL QUALITIES

e These skills are close to personality
traits specific to each person.

e Specific  qualities relating to
personal  well-being, personal
qualities, individual behaviour in the
company and in the management of
interpersonal relationships.

e They are transferable because they
are acquired and put into play at
every moment of daily life and not
just in the workplace.

They are developed in many contexts:
work, leisure, sport, volunteering,
training, social relations, etc. They
are not certified by any diploma or
qualification.

During recruitment interviews, trai-
ning certificates, results in knowledge
tests can be included. The recruiter
may also invite the candidate to speak
in a foreign language during part of
the interview or to take a test.

During recruitment interviews, they
are difficult to measure. The candidate
can demonstrate them by behavioural
attitudes (being at ease, smiling, being
confident) and good speech, being
clear and precise, expressing his or
her abilities by adapting them to the
context and profile of the position (s).
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EACH PROFILE HAD ITS OWN SKILL SET
AND A PERSONALISED MOBILITY PROJECT

Now that you know a little about
skills, it's time to take stock of what
you need to do your job. Understan-
ding where you are will allow you to
research and organise each stage of
your vocational mobility project and
to choose the situations that corres-
pond to your objectives.

To begin, we suggest you to compare
job offers by following the example
below. Remember that most offers
are written in the same way and pre-
sent the same main sections. Here is
an example :

-
Job title

HOTEL RECEPTIONIST

Activity sector
of the company

4-star hotel complex, oriented towards a foreign clientele

Technical /
vocational skills

e Check-in, billing, cashing, keeping the cash register,
closing cash

e Computerised accounting of daily accounts

e Processing of reservations, preparation of arrivals and
departures

e Processing of correspondence and emails.
e Physical and telephone reception of clients

Training

Linguistic skills

Fluentin
Fluency in Is required
Knowledge of a third language is desired

A first experience abroad would be an advantage

Personal skills
(Soft skills/ ransferable skills)

Welcoming guests in a personalised and warm way and
answering their various requests, allowing the smooth
progress of their stay within the hotel

Be comfortable in physical and telephone communications

Conduct simultaneously and in real time activities of
different natures

Changing with ease from one language to another

Work independently according to pre-established working
instructions and procedures

Good teamwork skills

Additional information

N\

Experience of at least one year in the same duties required
Knowledge of the Software would be an advantage

Driving licence required

36



37

EACH PROFILE HAD ITS OWN SKILL SET

AND A PERSONALISED MOBILITY PROJECT

Over to you. Compare 3 or 4 job offers of the trade you want to work in
and evaluate your professional skills. Perhaps the most difficult part will be
identifying your soft skills. If so, take the initiative to do this: search for job
profiles, job benchmarks; You can also rely on your family and friends or your

adviser to help you, ...

Try to find common elements and tick the boxes according to the following

three indicators:

@ s ok

In progress
‘ To be acquired

Gob title

Technical /
vocational skills

Training

Linguistic skills

Personal skills

(Soft skills/ transferable
skills)

Additional

information
\_

O 0000 O OOO00 @
O 0000 O OO00O

O 0000 O OO0 @

If your professional project is to start a training programme, you can use
the same process. Compare three descriptions of programmes for the same
training, try to detect the common elements and tick the boxes according to
the following three indicators:

Kl'itle of training )
[ J
Objectives °
[ J
[ J
\_
a I

Prerequisites

Linguistic skills

Personal skills

(Soft skills/ transferable °
skills)

Additional
information
\_

O O0O0000O OOO0 @
O 00000 OOOO
O O0O000O OOO0 @

_J

HELPFUL SUGGESTIONS

What conclusions can we make about the analysis of job offers or training?

1/ Technical-vocational skills are always explained in terms of operational
know-how and are easier to compare.

2/ Personal qualities are important as well as technical and vocational skills;
While being transferable, it is important to relate them to each work context.

3/ Language skills are expressed in a generalised manner, it is very rare to find
job offers that give precise information on the expected oral / written levels
or on tasks to be performed in a specific language.
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MASTERING A LANGUAGE IN RELATION
TO YOUR PROFESSIONAL PROFILE

A period of mobility can be an opportunity to improve your vocational language skills,
but for immersion to become a place for your skills to develop, you need to know
where you are going and what you can / should do before and during your mobility to
achieve your goals. In order to do this, we offer you three ways of thinking: knowing
the language skills of the professions; Assessing your level; Finding tips to progress at
home and abroad.

Knowing the language skills required for your profession

Over to you. With a little spirit of initiative, entrepreneurship and trust
in yourself, try to meet a worker or member of staff and a trainer who
specialises in your field of activity. You could, for example, knock on the door
of a company, a training centre, a specialised organization... and if you are too
shy why not try to get in touch with these professionals on social networks,
blogs, ...

To know the degree of mastery of a foreign language, the questions to ask are
numerous. Noting the answers will help you to complete your professional
profile, to know how they are measured in a company and to highlight them
during a recruitment interview. Here are some suggestions :

® What is the necessary level to work in this profession?

® |s a basic knowledge of technical vocabulary sufficient?

OvYes (ONo

@ Do you need the ability to communicate in varied areas (daily life, cultural, ...)?

Oyes (ONo

If yes, in which areas?

® What are the main tasks to be completed in a foreign language?
1/
2/
3/

@ Does the position include overseas travel?

OYyes (ONo

If yes, in which countries?

e What are the types of customers / suppliers of the company? (Add lines below if
necessary

® What types of written communication are expected?
Examples : email, technical reports, translations, summaries
1/

2/

3/

® What is the length of language learning required to match the profile?

~ Years ___ Months

® According to the professionals, what are the best ways to develop language skills ?
O Undertake a programme of study abroad O Travelling

O Working abroad O Working in your own country

(O Other

® Who is in charge of recruitment?

® How does the company evaluate linguistic skills?

e Does having language qualifications make a positive difference when compared to
having none?

(O YES (O NO Ifyes, why?

e Can an experience working abroad, in any field, make a difference to candidates who
do not have such an experience?

(O YES (O NO Ifyes, why?

o What advice can the company give you to develop your skills?
1/
2/
3/
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Test your current level

The degree of proficiency in a foreign language is assessed according to the level in

four competences:

O : : . . N
L|sten|ng e understanding a question or an instruction ...
Speaking e expression your point of view, giving some information to a customer ...
Reading e understanding a text, written instruction
Writing e writing a summary, a commercial letter ...
o %
Here are some practical steps you can undertake to self-assess your skills:
Activity 1. Many language schools offer free online level tests. Choose some
tests and follow the instructions. Do not forget to keep the results, they will
be very useful for the following steps. Note them down in the following tables
by following the example:
Test 1
- e N
@bjectwes ) Measure general knowledge, grammar, vocabulary, ...
Q_evel achieved / Score ) Intermediate- 64/100
(Your strong points ) Grammar, ...
(Your points to work on ) Conjugation of verbs, construction of interrogative sentences, ...
@verall assessment )
\_ /
Test 2
— 4 N
@bjectlves ) °
Q_evel achieved / Score ) °
6(0ur strong points ) °
(Your points to work on ) °
@verall assessment ) °
\_ /

Test 3

@bjectives ) (e h

G_evel achieved / Score ) °

Gour strong points ) °

(Your points to work on ) °

@verall assessment ) °

Activity 2. The European Union has developed the Common European
Framework of Reference for Languages (CEFR). It is a self-assessment tool
for language skills that can help you identify your current level. Using the
matrix proposed in Appendix 1, tick the statements that correspond to you
and complete the table below according to the level proposed by the CEFR:

/Capacity What you know how to A1|A2|B1|B2|C1 CZ\

Listening

Taking partin

a conversation

Oral expression

Reading
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Activity 3. You have just defined your level of general and vocational linguistic
knowledge. The last step is to set the targets to be achieved before and during
the period of mobility. Complete the table and indicate below by ticking the
priority areas of learning according to the following scale:

1 = highest priority

6 = lowest priority

K Learning Areas Priority \
. o
Technical vocabulary
o
Grammatical knowledge
o
Listening skills
o
Spoken communication
o
Reading skills
°
Writing skills
_ J
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Activity 4. Tips for progressing before departure

Many of you think that the best way to learn a language is to spend an immersion
period abroad. Well, that's true! But waiting to leave to start to learn, relearn,
disinhibit, be obliged to speak is not necessarily an effective strategy. The more
you work on your language skills before departure, the more rapid and thorough
your progress during the mobility period. Here are some tips for working on your
language without breaking the bank:

¢/ Beentrepreneurial:in some cities, there are clubs of foreign students. Participating
is a good opportunity to improve and progress your oral skills, to become familiar
with new cultures, to establish lasting relationships, to learn about mobility
programmes and perhaps to find a host company for an internship abroad.

¢/ Be organised and determined: Online sites offer free courses to work on your
vocabulary and grammar.

¢/ Be curious: seek out and take advantage of international events organised in your
region. It's a way to find up-to-date information about the country you are targeting.
Remember that in big cities there is often a cultural centre that represents the
country where you want to stay. You will find that most conferences and events are
open access.

¢/ Work as a team: ask questions of your friends, your family, your teachers and
advisors to find funding and take courses in a school.

¢/ Be autonomous and creative: take ownership of this list, adapt it to the possibilities
offered in your environment, and especially make it evolve.

Over to you!
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DETECTING THE LINKS BETWEEN TRANSFERABLE
SKILLS AND YOUR PROFESSIONAL PROFILE

A quick reminder:
1/ Technical skills are fundamental to a mission, but they are not the only ones.

2/ Itis also necessary to rely on the personal skills, called «soft skills» by the English-

speaking world.

3/ Unlike vocational techniques, which are generally applicable only in specific

situations, soft skills are cross-curricular/ transferable skills that can be used at
any time and not only in the workplace.

4 [ Unlike the theoretical knowledge that you learn in training, these skills can develop

in many activities (work, free time, volunteering ...] and then be reapplied in other
contexts than the original one.

5/ Good news: employers are convinced that mobility is a very good place to develop

soft skills.

Now that you have understood how important soft skills are for you, it's time to identify
yours and which ones you need to develop to achieve your professional goals.

EFFECTIVE

COMMUNICATION ADAPTATION

ORGANIZATION

TEAMWORK

CONFIDENCE

CREATIVITY / CURIOSITY

INITIATIVE

Over to you. Here are the 7 most popular soft skills with European companies. Try
to use the features according to the instructions. This exercise will allow you to
understand what professional skills softs are, and make use of some of them, such as:
organisation, communication, self-confidence and creativity.

EFFECTIVE COMMUNICATION

e ~\ @ Having good oral expression, knowing how to esta-
blish good relationships with others, knowing how to
adapt your speech according to the situation and the

What is it about ? people.

® Knowing how to compose communications: structure
your ideas, be synthesised, be clear, concise.

\_ /@ These skills are equally important when communica-

ting in your mother-tongue as in a foreign language.
Why is it
important?

e N\ Try to identify an activity / experience in which you
have already practised these skills and describe their
usefulness in this specific context:

and for any profile. Good communication skills help to

] Itis a fundamental skill in any professional environment
build the image of the company.

Over to you!
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ADAPTATION

-

What is it about ?

-
4
Why is it
important?
-

:

Over to you!

e Be open to change.
e Be able to adapt and evolve your work.

e Use appropriate language, modify behaviour to
adapt to the standards of a new group, adjust
quickly to change.

e Be able to review your judgment or opinions.

e Challenge your knowledge and beliefs.

To evolve within a company, adhering to its corporate
culture and codes of behaviour is very important.

Being ready to get involved, to accept changes when
necessary is synonymous with interest, motivation
and understanding of the context and constraints of
the company.

Try to identify an activity / experience in which you
have already practised these skills and describe
their usefulness in this specific context:

ORGANIZATION

e N

What is it about ?

Why is it
important?

N

[ Over to you!

e Be able to organise you work, to adopt a working
method.

e Be able to gather information and resources
needed to accomplish a task.

e Manage constraints (time, resources, availability
of the people involved, ...].

e Ability to adapt working methods to context and
objectives.

From the moment you work with others, it is
essential to be organised. Failure to meet deadlines,
can penalise the activities of other people in the
production process.

Try to identify an activity / experience in which you
have already practised these skills and describe
their usefulness in this specific context:
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TEAMWORK

-

What is it about ?

Why is it
important?

[ Over to you!

e Work within a group according to a common
objective.

e Be able to listen and respect the ideas of others,
to defend your ideas while being able to rally to
the collective opinion.

e Accept constructive criticism and corrective
action.

e Show solidarity, help someone to complete a task.

For recruiters, it is always good to have candidates
who know how to work as a team and who will
combine their skills together to achieve something.
A good team cohesion allows a company to move
forwards and motivate its employees.

Try to identify an activity / experience in which you
have already practised these skills and describe
their usefulness in this specific context:

INITIATIVE

-

What is it about ?

Why is it
important?

[ Over to you!

e Being more than just a performer, do not just wait
for directives from your hierarchy

e Act on your own initiative without being solicited
by someone or forced by events.

e Proposing solutions to problems or dysfunctions,
making spontaneous proposals.

It is often the ability that allows a recruiter to check
the potential for a candidate’s evolution in terms
of tasks and position within the company. Having
initiative implies autonomous capacities and the
ability to analyse a context.

Try to identify an activity / experience in which you
have already practised these skills and describe
their usefulness in this specific context:
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SELF CONFIDENCE

-

What is it about ?

~

Why is it
important?

[ Over to you!

e Be convinced that you possess the capabilities to
achieve an expected performance.

e Be able to make decisions, involve and motivate
colleagues especially in critical phases.

e Respond constructively to your failures.

e Be aware of your own worth, your own capacities
and ideas, beyond the opinions of others.

Having confidence shows that a candidate is
emotionally stable, forward-thinking, capable of
assuming responsibility, and is determined to
achieve his or her goals.

Try to identify an activity / experience in which you
have already practised these skills and describe
their usefulness in this specific context:

CREATIVITY / CURIOSITY

-

What is it about ?

~

Why is it
important?

[ Over to you!

e Knowing how to transform things, take them
forwards, consider new and different solutions.

e Know how to observe, seek information, ideas ....
e Ask questions, want to learn.

e This requires a sense of innovation, to break
the beaten track, what the English call «to think
outside the box».

Finding good ideas, new solutions and strategies is
a way for the company to innovate its products and
remain competitive.

Try to identify an activity / experience in which you
have already practised these skills and describe
their usefulness in this specific context:
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Over to you. Another little effort, the end of the first stage is near! You could now self-
evaluate your transferable skills, to identify those that are already usable and those
that you want to develop or acquire. Tick only the boxes of the skills you think are
necessary to do your chosen trade.

‘ Yes

| don’t know

.No

"EFFECTIVE h P
COMMUNICATION
| feel capable of: Establish good relations with
others Q Q

Adapt my speech according to the
situation and the people Q Q

Structure and synthesise my ideas

Write work-based texts (email,

O O
commercial letters, ...) Q Q

O 00 0O @

- /
4 N
ADAPTATION

| feel capable of: Adjust quickly to change
Use appropriate language

Change my behaviour to adapt to the
standards of a new group

Review my judgements
and my opinions

OO0 O00 @
OO 000
OO0 O00 @

Look critically at myself and what | do

\_ /

-
ORGANIZATION

| feel capable of:

N

Organise my work
Manage constraints

Transmit operational information to
the right person (s)

Define and schedule a task over
time

Work independently

-
TEAMWORK

| feel capable of:

Listen to and respect the ideas
of others

Defend my ideas

Accept constructive criticism
and make corrections

Show solidarity

Be open-minded

O 0O 000 @
O O O 00O

OO0 O @

OO0 0O O

OO 000 @

OO0 O @
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INITIATIVE

N

| feel capable of:

Anticipate problems or
malfunctions

Make spontaneous proposals

Be able to assess the potential
risks of my actions

Be autonomous, act on my own

Critically analyse situations

/SELF

CONFIDENCE

| feel capable of:

Be confident in my work

Be determined to fulfil my
commitments

Cope with unforeseen events

Evaluate my weak points and
progress

Channel my emotions, manage
stress in new situations

53

OO0 0 @

O 0000 @
O 000 O

OO0 0O O

OO0 0 @

O 0000 @

-~

CREATIVITY /

CURIOSITY

| want to: Observe and ask questions
Learn new things
Be open to myself and to others
Look beyond the beaten track
Develop knowledge of other
cultures, other countries

-

O 0000 @
O OOOO

O 0000 @
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YOUR PERSONAL VOCATIONAL MOBILITY
PROJECT

You now know what your «skills capital» is, what you can already make use of and
capitalise upon in your chosen trade. Now you could determine the objectives of the
period of mobility in terms of skills to acquire, so you can define the characteristics,
the typology and the context of your internship abroad.

Activity 1. Using the table entitled «Job title», list below the technical and
vocational skills that you have identified. Then associate a value of 0 to 3 by
answering the following question: Will an internship abroad help me develop
this skill?

0 : not useful at all
1 : not very useful
2 : quite useful

3 : very useful

Technical / vocational skills

” © ® @ @
4 © ® @ @
Y © ®» @ @
Y ©®» @

Add additional skills if required

Activity 2. List the skills you have checked in the table «Self-assessment of
cross-curricular competencies» and evaluate the degree of usefulness of a
foreign placement for each competency by assigning a value of 0 to 3:

0 : not useful at all
1 : not very useful
2 : quite useful
3

: very useful

Cross-curricular / transferable skills
EFFECTIVE COMMUNICATION

1/

2/

3/

ADAPTATION
1/

2/

3/

ORGANIZATION
1/

2/

3/

TEAMWORK
1/

2/

3/

@ GGG e
D 0 006
OICIONNOIOIONNOIONIO
OIOIOEENOIOIONENOIONIO

@@E
EE
OIOIO
OIOIO

o8



INITIATIVE
1/

2/

3/

OIOIO,
OIOIO,

SELF CONFIDENCE
1/

@G
OICIC

2/

3/

CREATIVITY / CURIOSITY
1/

OJOXO
OIONC
&»® ®
@ © @

2/

3/

@@ ©
CIORC
OIORO,
OO0

Activity 3. This activity aims at enabling you to take stock of your linguistic
skills and define your goals for progress during your period of mobility.
Complete the following questions based on the results of the section
«Language proficiency according to your vocational profile»

In relation to the results in the test that you have completed and the self-
evaluation CEFR activities, what is your current level of knowledge?

[ Basic ) [ Intermediate}

What is the level expected by the prfofile of the position ?

[ Basic ) [ Intermediate}

List the difficulties that you have found on a professional level for each of
the 4 skills below:

[ LISTENING J

SPEAKING

=
=
=

WRITING
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List the areas of learning that you have checked as priorities in the «Learning
Areas / Priority» table and assess the degree of usefulness of an overseas
internship for each skill by assigning a value from 0 to 3:

0 : not useful at all
1 : not very useful
2 : quite useful

3 : very useful

Area of Learning

Technical vocabulary
Grammatical knowledge
Listening skills

Spoken communication
Reading skills

Writing skills

Priority
1 = highest priority
6 = Lowest priority

OO0 00O0

OROROROXOXO
ORCROROIOIO
OROROROXOIO
OROROROXOXIO

Internship Abroad

PORTRAIT OF THE OVERSEAS INTERNSHIP

It is time to draw a portrait of the context of the work-based internship most
adapted to your current situation and your professional objectives. To help
complete the questions and identify the internship experience as well as
possible, do not forget that:

1/ the «perfect» internship does not exist because the typology of training
that each person can hope for depends on the level of the language that
you have at the start and also on the needs / expectations of the host
companies;

2 / a less favoured country or locality may provide excellent opportunities for
professionalisation. What counts is how you will succeed in capitalising
on your mobility experience with recruiters;

3/ doing an internship in a professional field complementary to your own,
or doing different tasks than those provided in your profession, can still
allow you to develop the vocational skills that you need and that are sought
after by the employers.

With a little curiosity, adaptability, spirit of initiative and confidence you will
succeed in finding the right balance.

Indicate 3 vocational sectors that seem relevant to your professional project:
Example: tourism, applied research, marketing - trade, ...

1/
2/
3/

Indicates 3 internship profiles that seem relevant to your professional project:
Example: administration, customer relations, accounting and management, ...

1/
2/
3/
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Select from the activities below the ones you want to practice more in your
work-based training activities by assigning them a value according to the
following rating: 1 the most important to 3 the least important.

Speaking @ @ @
Writing @ @ @
Reading @ @ @

Choose the duration of mobility according to your needs and your personal
situation (social commitments, resources, ...J:

Short duration / number of weeks:

Long duration / number of months:

Finally, select 2 countries that particularly interest you:
1/
2/

A FEW SUGGESTIONS TO FIND THE RIGHT

PROGRAMME TO GO ABROAD

Here are some suggestions to find the programme abroad that will meet your
expectations as much as possible.

Ask your referral counsellor, youth information centre, employment agencies,
your teachers/trainers.

Participate in information workshops to learn about and compare programme
characteristics:

e Access criteria (age, linguistic prerequisites, ...)

e Schedule of departures

e Administrative constraints (visa, insurance, health, ...)
e Destinations

e Duration

e Starting arrangements (collective, individual)

e Pre-departure training and preparation

e Types of internships in companies

e Living conditions in accommodation

e Grants - amounts / types

e Individual contribution

e Terms and deadlines for submission of applications.

Be curious, determined, enterprising, organised and flexible. A very / overly
demanding or closed person in his or her positions will encounter more
difficulties to leave. Thus, being flexible, it will be highly appreciated.

Over to you!
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| AM READY,
AND I'M GOING!




STEP

| AM READY,
AND I'M GOING!

|

Where is the accommodation? And the place of training?
How to get there? It is far?

And transportation in the city?

When will the meeting be held with the internship tutor?
How to dress for the interview?

What if it does not go as planned?

Where to do the shopping?

How to get to know the city quickly?

The first days of a stay abroad are enchanting, intense and almost without
breaks. The obligation to speak constantly in a foreign language requires
a lot of concentration to understand and communicate on in daily life and
at work. Simple tasks become complex, and complex tasks cause concern.
The beginning is so intense and exciting that it can almost make you forget
what you were looking for from the internship.

This second step is here to help you:

e Take time for yourself, to move from action
to observation of your action plan.

e Assess your progress by asking the right questions
and involving your tutor (s).

e Set new professional goals for yourself.

e Make the period of mobility a milestone
in your professional project.

e Implement your reflective capacities to
analyse the skills under development and U
capitalise on them during your future job interviews. &
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You have arrived at your destination: the
long-awaited 360° immersion is about to start!

7 days a week....
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HOW TO USE THIS TOOLKIT

In order to capitalise on your period of mobility, it is important
to ensure regular monitoring. It is up to you to assume the
responsibility for this both by carrying out the self-evaluation
activities and by asking your internship tutor to fill out the
intermediate and final evaluation materials. The skills analysis
tools proposed in this section are «progressive». This means
that you will be required to complete them over time depending
on when you have been able to find the requested information
and according to a timetable that you will have set up for
carrying out professional progress analysis activities and the
capitalisation of your assets.

The frequency of evaluation activities is to be determined
according to the length of the period of mobility. For example:

e For an internship of 6 weeks, an intermediate evaluation at
week 3 and at the end will be sufficient;

e For longer periods of training, it is necessary to supplement
the activity sheets and complete the intermediate evaluations
every 6 weeks.

Finally, do not forget that the schedule of your internship
tutor is certainly very busy. As soon as you arrive at your
placement, explain the materials, their purpose and establish
the evaluation dates together. This is a way of showing that you
are organised, and demonstrates your ability to plan tasks and
be proactive right from the very start.

Activity 1. Characteristics of the host company

This form will allow you to create a portrait of the internship company. On your
return home, it will be useful to help explain to recruiters the context where
you worked, the benefits of the work-placement, and common elements to
the environment of your target company. Try to complete it in its entirety by
asking for information from your colleagues and from your internship tutor,
using the Internet, ... Be courteous and discreet. Sometimes companies do
not want to disclose sensitive internal information. Select the keywords in the
left column that correspond to the internship companies and list them in the

right column.

Characteristics

Key Words

Host Company

Legal status

Single proprietorship

Limited Liability Company
(Corp, Ltd ...

Association

Sector

Y

Private, public /state owned

Activity

Commercial / non-commercial

~

Field /Sector

Trade, industry,

Commercial or service

of activity Sector: primary, secondary,
tertiary
.
4 Local
Scope of activity National
(Geographical
Context) European
International
.
/
) Number of employees
Size
Turnover
.

® Describe briefly the company products or services:

® Who are the company’s customers?




Activity 2. «My internship»

Here are 2 activities to do one week after the beginning of the internship.
They aim to:

e® make it possible to situate your role within the company,
e understand the internal organisation of the company,

e as for the previous activity, prepare a clear presentation of the context
of the internship to be used on return home or on the spot, during job
interviews,

@ measure the evolution of your tasks over time.

Sheet 1. The context of the internship

Try to answer briefly the questions below. Do not hesitate to involve your
colleagues and your internship tutor to collect the information you need.

o What are the different departments in the company?

[Example : administration, sales, marketing, commercial activities,...]

@ |f possible, insert or draw a diagram showing the organisation in the company:

70

® In what department are you working?

@ Who is overseeing your activities during your internship? One or several
employees? Describe their role (s) in the company

® Are you working as part of a team?
If yes, describe the jobs that your colleagues do.

1/
2/
3/

® Are you working with colleagues from different countries?
If so, list the nationalitites.

® In order to complete your tasks, with what other departments in the company are
you in contact?

@ Do you have direct contact with customers? Local or International customers?

® How would you describe the social climate within the company?
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® What do you think are the most significant differences in regard to interpersonal
relationships in the workplace when comparing your home country and the country
in which you are doing your internship? Give a few examples.

Behaviour:

Atmosphere at work:

Realtionship with your hierarchial superiors:

® Try to give an example of what you absolutely should not do in terms of behaviour in
regard to human relations at work in the host country.

Sheet 2. The job profile

List all the tasks of your internship profile in the company and tick the boxes
corresponding to the transversal competences that you use to realize them.

This record is to be updated at the end of weeks 6, 12, 18, ... Duplicate it as
many times as necessary.

Repeat the exercise by adding any new tasks that your tutor gives you as
time goes on.

Creativity / Curiosity

Organisation
Communication
Adaptation
Teamwork
Initiative

Self Confidence

Internship Tasks

1

2

N

® Describe any difficulties that you have encountered during this period in the execution
of your tasks and explain how you overcame these difficulties.

1/
2/
3/
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Activity 3. Linguistic Progress

In the left column, insert the tasks you indicated in the table above and
tick the boxes of the 4 linguistic activities by choosing the ones you used to

execute each task.

A task can correspond to several linguistic activities.

This record is to be updated at the end of weeks 6, 12, 18, ... Duplicate it as

many times as necessary.

/

Internship Tasks

Understanding

Oral Communication

Writing

Reading

1 Example : dealing with customers

® Describe any language difficulties you have encountered during this period in
carrying out your tasks and explain how you overcame them:

1/

2/

3/

® Where, in your opinion, have you made the most progress in the period in terms
of language acquisition? Use the phrase «I'm more comfortable ...» and give
examples:

Vocabulary ?

Grammatical knowledge?

Comprehension skills?

Reading skills?

Writing skills?
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Activity 4. Social and extra-professional activities - to be updated every 6
weeks

You do not have to duplicate anything, just answer questions by adding the
new activities in the predefined boxes.

This activity will allow you to describe the social, cultural and leisure
activities that you have carried out during your stay to help you get to know
the country, the traditions, ... You will be able to capitalise on them during
recruitment interviews to show another facet of your transversal skills: your
spirit of initiative, your curiosity, adaptation, ...

Also, in case you do not know which activities to choose, read the questions
and maybe you will get some ideas.

Have you found opportunities to improve your language
skills? Describe them by explaining what you have
gained from them.

Example: language courses, conversation exchanges,
participation in volunteer events

Week 6

Week 12

\
In what social activities did you participate during this
period?
Example: a birthday, a dinner, sporting activities, other
fun activities
/
Week 6
Week 12
Week 18
\_ J

Week 18
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Have you identified opportunities to deepen your
knowledge about the culture of the country?
Describe them by explaining what you have gained
from them.

Example: participation in conferences, shows, films...

Week 6

Week 12

Week 18
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Activity 5. Intermediate evaluation by the trainee’s tutor- To be completed
every 6 weeks.

The advice of a professional about how you are evolving in the company is very
important. We suggest that you do this activity together, because it offers the
opportunity to have constructive exchanges and a better understanding of the
employer’s perspective, expectations of your contribution within the company
and the degree of expected progress. For you, participating in the evaluation
Is an opportunity to measure the degree to which you have succeeded in your
own self-assessment activities. These evaluation activities will also allow
you to set goals in terms of progress consistent with the tasks entrusted to
you and to consider new ones. Do not forget that the document is a synthesis.
Do not hesitate to note in a notebook what the employer explains to you!
Duplicate the table below as many times as necessary.

Intermediate Evaluation by the trainee’s tutor - Week 6, Week 12,
Week 18,...

/Name of the participant : Assessed period )
From To
Name of the company:
\_ J

Please complete the questionnaire below, circling the appropriate number:

1 weak - 5 excellent

1. Assiduity / adherence to objectives / deadlines
2. Teamwork

3. Adaptability skills

4. Spirit of initiative

5. Intégration into the team
6

7. Quality and accuracy of work

8. Problem-solving skills

9. Speed of work, methodology and organisation

10. Motivation for the work and enthusiasm

1

1

1

1

1

. Time management 1
1

1

1

1

11. Capacity for analysis of work and to correct errors 1
1

N N NN NN DN NN NN NN
W W W W W W wWw W wWw w w w
~N A B> B B> B B> B B> B B B

12. Autonomy shown in task completion

Comments about your strengths

Soft skills /transversal skills

Behaviour

Linguistic skills

Areas of improvement

Soft skills /transversal skills

Behaviour

Linguistic skills

Additional comments

Name and position:

\U‘IO‘IO‘IO‘IU‘IU‘IO‘IU‘IU‘IO‘IO‘IO‘IJ

Date:

Place:

Signature :
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Activity 6. Final self-assessment of transversal / cross-curricular skills

For each skill, choose and describe an example of both a professional and
social situation where you think you have used it. We suggest that you do not
wait until the end of your placement to select the examples.

a I a

Effective Self confidence

communication

. J .
. I -
: Creativity/

Adaptation Curiosity
_ / \_
a N

Over to you! What do you think is the purpose of this activity?

Organization
. J
a N

Teamwork

N
/

Initiative
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Activity 7. Final evaluation by the trainee’s tutor

This is the overall summary of your progress to be filled by your internship
tutor at the end of your placement. Just as for the intermediate evaluations,
if you wish and if your tutor agrees, complete it together. This is the last
activity: have you got your pen and paper or your tablet?

A. MAKING CONTACT AND THE RECUITMENT OF THE TRAINEE

What motivated you to recruit this trainee?

O You wanted to develop your company’s activities in the trainee’'s home country
O The trainee had work-based experience that attracted you

O The trainee had a profile adapted to your activities

O Other, specify:

Upon arrival of the trainee in the company
O The tasks had already been predefined?
O Had the trainee’s tutor already been identified?

O Did you give him/her any documentation to read?

How did you identify the tasks for the internship?
O According to his/her qualification?
O Compared to his/her training?

O You have entrusted him with tasks involving knowledge related to his/her home
country?

O Other, specify:

B. DEVELOPMENT OF SKILLS DURING THE INTERNSHIP

During the internship, the trainee learned:
O Operational skills he/she did not know
O To use tools that he /she did not master
O Other ways of organising his/her work
O Other ways of exchanging information
O Other, specify:

From the following, what do you think are the skills that have been developed by the
trainee?

O Consistency in his/her work

O Organisational skills

O Ability to work to deadlines

O Ability to solve problems

O Ability to cope with new technologies or working methods

O Verification of work done

O Timekeeping

O Critical thinking and analysis of responsibility for errors

Among the following propositions, what do you think are the interpersonal qualities
that the trainee has developed in his relationships with his/her colleagues?
O Respect for hierarchy

O Ability to establish positive contacts with colleagues

O Ability to work in conjunction with other departments

O Ability to work with people of different nationalities and cultures

In his / her relationship with the company, would you say that the trainee:

O Has expressed an interest in the activities of the company
O Has understood the corporate culture

O Has been able to show an ability to adapt
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In searching for information for the management and completion of tasks, would you
say that the trainee:

O Has the ability to search for information
O Is able to find information
O Is able to assess, prioritize and make use of information

O Is able to synthesise and transmit information

What do you think of his linguistic progression?

(O Was his/her initial level sufficient to carry out the proposed tasks?
(O Was his/her progression steady and regular?
O Was he/she sufficiently motivated to learn?

O What, in your opinion, are the most significant areas of progress?

Additional comments:

Date:

Name and First Name of the Tutor:

Signature:

Over to you! What do you think is the purpose of this activity?
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AN EFFECTIVE
SUMMARY OF WHAT
| HAVE LEARNT




ETAPE

AN EFFECTIVE SUMMARY
OF WHAT | HAVE LEARNT

?

You are thinking about how to take stock of what
you have learned, discovered, experienced ..

How to update your CV?

Do you have any questions about how you can use
your period of mobility in your job search?

How do you capitalise on your internship during job
interviews?

In this third stage, we have prepared questionnaires,
writing and self-assessment activities to enable you to:

e Take stock of what you have learned during
your stay abroad, what actions and initiatives
you have taken to carry out your activities on site.

e Highlight some of the more «hidden»
aspects of your experience.

e Select the most relevant elements
to enhance mobility in your job searches.

e Explain what has been learned and build
an argument for success in recruitment interviews. m
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Time flies, doesn’t it?

Here you are back home

It's already time to complete
a report to capitalise on all
that you have learnt
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Activity 1. Assessment of the personal added value of the mobility
experience

Choose from the following five propositions those which, according to
you, correspond most to what the experience of mobility has brought you.
Then rank them in order of importance according to the following scale:

1 most important - 5 least important.

a N

Discover new countries

Have a clearer understanding of my professional profile

Strengthen my self confidence

Valorise my skills

Deeper understanding of my personality

Better self-knowledge

Take stock of my professional and personal goals

Identify my transferable skills

Self-motivation to develop professionally

Objectivity, becoming more autonomous

Adapt to new situations

Develop my autonomy in the management of my career plans

Validate my professional project

Identify my professional weaknesses

Motivation to do some more training

Get the most out of the intercultural experience

N /

For each proposal that you have indicated in the table above, briefly describe
the reasons for your choice and justify them.

Example: Motivation to do some more training: the period of mobility has
allowed me to understand that | can learn new things even if | have not been
able to complete my studies. To achieve my professional project, | have to do
some more training. Now [ feel more confident and determined to achieve
success in my training.

Proposal 1

Proposal 2

Proposal 3

Proposal 4

Proposal 5
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Activity 2. Characteristics of the training company

Try to write a 10-line presentation of the company in which you did your
internship. You can use the information you provided in Stage 2 in the
«My Internship» section.

Imagine answering a recruiter’s question: Can you explain to me the
industrial sectoral context of the company where you trained, its activities,
its characteristics?

Activity 3. Assessment of professional activities in the company

List all the tasks you have carried out throughout your internship in your
company and tick the boxes corresponding to the transferable skills that you

think have used to achieve them.

Tasks undertaken during the Internship

Organisation

Communication

Adaptation

Teamwork

Initiative

Self-confidence

Creativity/Curiosity
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Activity 4. Assessment of technical / vocational skills Activity 5. Assessment of Linguistic Progress

In the left column, fill in the tasks you listed in the table above. Compare In the left column, fillin the tasks you listed in the table above and tick the
them to the target trade you identified in Stage 1 «each profile, skills boxes of the 4 linguistic activities by choosing the ones that you used to
and a personal mobility project» and try to determine their degree of execute each task.
transferability to your professional context. For each task, mark the boxes A task can correspond to several linguistic activities.
as follows:
/
' Transferable _ 8
Partially Transferable ;: E
2| E
‘ Not Transferable plelg g
Tasks undertaken during the Internship E g § E

1 Example : dealing with customer enquiries

g OO0 O :
: O OO :
3 O OO ,.
: O OO 5
; O OO
; OO0 ‘
7 O OO 7

E OO O




Using the table proposedin Appendix 1, select the statements that correspond
toyouand complete the table below selecting the appropriate CECR Language

Now compare these results with those you obtained in Activity 2. «Knowing
the language skills of your job». Try to answer the following questions:

Has you level changed? If yes, describe your current level.

List the areas of progress that you think are the most important:

1/

2/

3/

4/

Level.
4 Capacities What you know how to A1|A2|B1|B2|C1 CZ\
°
)
LISTENING
)
)
°
°
TAKING PART IN
A CONVERSATION | o
°
°
FLUENT ORAL °
EXPRESSION
°
°
°
°
READING
°
°
- /
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Activity 6. Skills Assessment

This activity aims to enable you to take stock of your achievements and
possibly those who still need to develop according to your vocational profile,
find key words to update your CV and express the added value of the period
of mobility in your letters of application.

Even if the skills change, you are now familiar with the sub-skills.

For each sub-skill, assess the level of your skills prior to departure and how
they have progressed by the time you return home by choosing a value of
1 (low) to 5 (excellent). Feel free to add any supplementary sub-skills as

appropriate.

Prior to

Skills Sub skills Departure On Return Home
< weak / excellent » < weak / excellent »
K
Basic vocabulary 1 2 3 4 5 1 2 3 45
Vocational/Technical Vocabulary 1 2 3 4 5 1 2 3 4 5
Written Fluency 1 2 3 4 5 1 2 3 45
Use of the internet, social media... 1 2 3 4 5 1 2 3 4 5
Foreign Oral Fluency 12 3 4 5 12 3 45
Language

Communication

Ability to adapt according

to the person you are 1 2 3 4 5 1 2 3 4 5
communicating with

Eas.ewhendea.li.n.gwith new 1 2 3 4 5 1 2 3 4 5
subjects of activities

Prior to
Skills Sub skills Departure On Return Home
< weak / excellent » < weak / excellent »
K
Interaction skills 1 2 3 45 1 2 3 45
Planning of Work 1 2 3 4 5 1 2 3 4 5
Perseverance facing difficulties 1 2 3 4 5 1 2 3 4 5

Personal L .

Involvement |dentification of solutions 1 2 3 4 5 1 2 3 4 5
Personal Impact in the 1 2 3 4 5 1 2 3 4 5
work-based setting

1 2 3 4 5 1 2 3 4 5
1 2 3 4 5 1 2 3 4 5
_
K
Sociability 1 2 3 4 5 1 2 3 4 5
With the other team members 1 2 3 45 1 2 3 45

Inter-personal In a group 1T 2 3 45 1T 2 3 45

skills
Intercultural adaptation 1 2 3 4 5 1 2 3 4 5

1 2 3 4 5 1 2 3 4 5
1 2 3 4 5 1 2 3 45
_
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Activity 7. Summary of the mobility experience

We all forget things as time goes by: details, names, activities, difficulties,
exploits, ... Completing the questions below will allow you to keep a written
record of all the most significant elements of your experience abroad. This
activity also aims to organise your ideas and select the elements that you
can highlight in your CV and letters of application. It will also allow you to
prepare yourself to respond in a pertinent way to the questions asked by
the recruiter during a job interview, and in particular to:

e quickly and consistently select the elements to support your answers,
e add things into the conversation when you feel it starts to stagnate
e and possibly to introduce your experiences if the recruiter does not do so

The questionnaire was designed to correspond to the majority of current
mobility programmes. Do not hesitate to make it your own by removing or
modifying the parts that do not correspond to your mobility project.
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Sheet 1. Administrative information about mobility programmes

® Programme Name

® How did you choose this programme? What selection criteria did you use?

@ Did you undergo a selection process?
If yes, give the reasons why you were selected.

® Type of Programme for departure: O Individual O Group

Sending Organisation :

Length of the Internship: From to

Number of weeks:

Destination Country:

Sheet 2. Preparation/Training prior to departure and during the period
of mobility

® A - Have you participated in pre-departure preparation sessions? If yes, describe
the contents and the organisational aspects (example training via the internet, in
an institution, etc.)

Length of the preparation: Number of hours:

@ B - Have you participated in pre-departure preparation/training during your
internship/work-placement sessions? If yes, describe the contents and the
organisational aspects (example: training via the internet, in an institution, etc.)

Sheet 3. The Internship / Work-placement

Presentation of the Company

® Name: ® Number of Employees:

@ Describe the way the company is organised (overall objectives, activities and
current projects)

® Role in the Company:

® Department in which you completed your placement:

e How did you find this internship/work-placement?

O On my own
O Through an intermediary organisation

O Other, specify:

® Tasks completed in the company:

® Link with your studies and training: O YES O NO

® Respect of the content originally planned for the placement:

® Value to you of the tasks carried out:

® Integration into the team:

® Relationship with your tutor:

® Relationship with the rest of the team in the company:

Length of the preparation: Number of hours:
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Results of the Internship/Work-placement

You can tick as many boxes as you want.

O | improved my practical knowledge

O | was able to complete a personal work-based project
O | learned about with my future career prospects

O | was able to compare my theoretical knowledge with the practicalities of the

workplace
O The internship has improved my chances of getting a job

O | learned to work in a foreign environment and | have improved intercultural

knowledge
O During my internship, | improved my language skills

O During my internship, | developed my understanding of the concept of European

citizenship
O | taught my mother tongue in the host company

(O lintroduced new methods / technologies / ideas into my host company

e What were the main vocational/technical skills required for the internship?

Sheet 4. Personal Aspects

@ Briefly describe what this experience has brought you in terms of:

Living in another country:

Working in another country:

e How did you organise your free time? What activities did you take part in?

@ Did you have the opportunity to socialise with colleagues or new acquaintances?

® |In your opinion, what are the main personal skills needed to carry out a mobility
experience abroad?

® What vocational projects do you wish to pursue at the end of the internship?

@ Is it different from what you were considering before you left? (if yes, why)

® What steps are you planning to take in the next six months to achieve your
professional projects?

® What problems have you encountered during your period abroad, in the workplace
and in everyday life? Describe 3 examples and explain how you solved them.

1/

@ If you had the possibility to start from scratch, what modifications would you like to
make in your choices, your behaviour, the programme you chose, ...7

2/

® Give 3 pieces of advice that you would give to candidates who are unsure whether
to do an internship abroad:

1/

3/

2/

3/
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® Give an amusing experience, anecdote or memory to make an interviewer smile:

A FEW SUGGESTIONS TO TAKE THINGS FURTHER

Don’t forget to implement the other approaches to capitalise on prior learning
which can help to make the professional competences acquired during the
period of mobility even more understandable to recruiters, such as:

1/ Evaluate your level of language thanks to the numerous tests recognised in
the country where you completed your work-placement. To find out about
them see Appendix 2, where there is a list of the most common ones.

2 / Finalise and retain the certificates and the materials in this Toolkit through
which you can certify the skills and qualifications that you have acquired.

3/ Obtain and retain the certificates from your training centre and from mobility
operators [if applicable), in your country and in the country of destination,
and finally from the host company.
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STEP

AN INTERVIEW
WITH RECRUITERS

@ Have you landed any job interviews?

“ Wondering how to prepare for them?

Are you ready to highlight
your experiences during your time abroad?

Are you apprehensive about the questions
that a recruiter might ask?

This last step allows you to take stock of:

e [ he «hidden» characteristics
sought by recruiters.

e The level of interest that potential

employers may show in time spent abroad.

e Strategies to highlight your experiences
during your time abroad.

e [ips for successful Business Interviews. =
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Preparing for job interviews
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Highlighting the value of the vocational/technical skills developed in a work-
placement abroad and, more generally, the added value of the mobility
experience for the company, during a job interview is an activity that requires
considerable thought, analysis and preparation.

WHAT RECRUITERS ARE LOOKING FOR

e It is now widely recognised that an international experience can enhance a
job application. And this may surprise you, for a large number of types of
companies: whether their activity is international or not, experience abroad
are increasingly valued. Indeed, as you already know, in addition to mastering
a language, these experiences reinforce the transferable skills that are
particularly sought by all recruiters.

e Whatever the conditions of your internship abroad (tasks, type of company,
location, ...], the skills resulting from the experience abroad can be an asset
in any professional context.

e These skills are sought because they complement and improve the
efficiency of operational know-how and technical-professional skills, for
example:organisation, effective communication and the capacity for using
initiative are particularly useful when the positions offered by the company
are in direct contact with customers and/or suppliers, or need to manage
business relationships, ...

e And once learned, soft skills are not lost and develop constantly in the
implementation of any activity. On the other hand, in order to be effective,
the technical-vocational skills require regular updating, which represents a
significant cost for companies. Taking a chance and choosing a confident,
curious and enterprising candidate is to employ someone with real potential
for evolution. This represents a long-term investment for a recruiter.

HOW TO HIGHLIGHT YOUR SKILLS

The formal job description does not describe everything a recruiter is looking
for in a potential employee, especially in terms of soft skills.

Context, selection criteria, job objectives: by collecting as much information as
possible about the job and the company (activities, culture, plan, challenges),
you can:

e Anticipate the recruiter’s expectations,

e Link the skills gained during your time abroad to the job description and
expectations,

e Develop your arguments,
e Prepare examples related to the position that you are applying for.

1/ Do not just reply point by point to the wording of job offers. Dig deep, look
at the company’s website, other similar offers, press articles, ask people in
your network to give you suggestions, ...

2 /Your comments must be clear, your answers relevant and concise. A
recruiter makes a first impression of a candidate in the first 3 minutes. If
you hesitate or appear to be searching for things to say, the recruiter may
think you lack self-confidence and feel that you do not possess good enough
communication skills for the job.

3/ Using the information that you included in your internship report, practice
answering typical questions:

e Why did you go?
e What was the added value for the company?
* Do you plan to work abroad again at some time in the future?

4/ Take part in as many practice interviews as you can, ask for advice from
people who have worked abroad before you.

5/ Identify the ways to keep up your language skills and maintain your level:
watch films in the foreign language, read press articles and look for any
opportunity to strike up conversations in the foreign language.

6/ During the interview, don't forget to smile at the interviewer!

Now you are ready!
Over to you!
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Understanding

Speaking

Writing

COMMON EUROPEAN FRAMEWORK OF REFERENCE

FOR LANGUAGES - SELF-ASSESSMENT GRID

{3

Listening

]

Reading

£

Spoken
interaction

O

Spoken
production

4

Writing

A1

Basic User

| can understand familiar words and
very basic phrases concerning myself,
my family and immediate concrete
surroundings when people speak
slowly and clearly.

| can understand familiar names, words
and very simple sentences, for
example on notices and posters or in
catalogues.

| can interact in a simple way provided
the other person is prepared to repeat
or rephrase things at a slower rate of
speech and help me formulate what I'm
trying to say. | can ask and answer
simple questions in areas of immediate
need or on very familiar topics.

| can use simple phrases and
sentences to describe where | live and
people | know.

| can write a short, simple postcard, for
example sending holiday greetings. |
can fill in forms with personal details,
for example entering my name,
nationality and address on a hotel
registration form.

A2

Basic User

| can understand phrases and the
highest frequency vocabulary related
to areas of most immediate personal
relevance (e.g. very basic personal
and family information, shopping,
local area, employment). | can catch
the main point in short, clear, simple
messages and announcements.

| can read very short, simple texts. |
can find specific, predictable
information in simple everyday
material such as advertisements,
prospectuses, menus and timetables
and | can understand short simple
personal letters.

| can communicate in simple and
routine tasks requiring a simple and
direct exchange of information on
familiar topics and activities. | can
handle very short social exchanges,
even though | can't usually
understand enough to keep the
conversation going myself.

| can use a series of phrases and
sentences to describe in simple
terms my family and other people,
living conditions, my educational
background and my present or most
recent job.

| can write short, simple notes and
messages. | can write a very simple
personal letter, for example thanking
someone for something.

B1

Independent user

| can understand the main points of clear
standard speech on familiar matters
regularly encountered in work, school,
leisure, etc. | can understand the main
point of many radio or TV programmes
on current affairs or topics of personal or
professional interest when the delivery is
relatively slow and clear.

| can understand texts that consist
mainly of high frequency everyday or job-
related language. | can understand the
description of events, feelings and
wishes in personal letters.

| can deal with most situations likely to
arise whilst travelling in an area where
the language is spoken. | can enter
unprepared into conversation on topics
that are familiar, of personal interest or
pertinent to everyday life (e.g. family,
hobbies, work, travel and current
events).

| can connect phrases in a simple way in
order to describe experiences and
events, my dreams, hopes and
ambitions. | can briefly give reasons and
explanations for opinions and plans. |
can narrate a story or relate the plot of a
book or film and describe my reactions.

| can write simple connected text on
topics which are familiar or of personal
interest. | can write personal letters
describing experiences and impressions.

B2

Independent user

| can understand extended speech and
lectures and follow even complex lines
of argument provided the topic is
reasonably familiar. | can understand
most TV news and current affairs
programmes. | can understand the
majority of films in standard dialect.

| can read articles and reports
concerned with contemporary
problems in which the writers adopt
particular attitudes or viewpoints. | can
understand contemporary literary
prose.

| can interact with a degree of fluency
and spontaneity that makes regular
interaction with native speakers quite
possible. | can take an active partin
discussion in familiar contexts,
accounting for and sustaining my
views.

| can present clear, detailed
descriptions on a wide range of
subjects related to my field of interest. |
can explain a viewpoint on a topical
issue giving the advantages and
disadvantages of various options.

| can write clear, detailed text on a wide
range of subjects related to my
interests. | can write an essay or
report, passing on information or giving
reasons in support of or against a
particular point of view. | can write
letters highlighting the personal
significance of events and experiences.

C1

Proficient user

| can understand extended speech
even when it is not clearly structured
and when relationships are only
implied and not signalled explicitly. |
can understand television
programmes and films without too
much effort.

| can understand long and complex
factual and literary texts, appreciating
distinctions of style. | can understand
specialised articles and longer
technical instructions, even when they
do not relate to my field.

| can express myself fluently and
spontaneously without much obvious
searching for expressions. | can use
language flexibly and effectively for
social and professional purposes. |
can formulate ideas and opinions with
precision and relate my contribution
skilfully to those of other speakers.

| can present clear, detailed
descriptions of complex subjects
integrating sub-themes, developing
particular points and rounding off with
an appropriate conclusion.

| can express myself in clear, well-
structured text, expressing points of
view at some length. | can write about
complex subjects in a letter, an essay
or a report, underlining what | consider
to be the salient issues. | can select a
style appropriate to the reader in mind.

C2

Proficient user

| have no difficulty in understanding any
kind of spoken language, whether live
or broadcast, even when delivered at
fast native speed, provided | have some
time to get familiar with the accent.

| can read with ease virtually all forms of
the written language, including abstract,
structurally or linguistically complex
texts such as manuals, specialised
articles and literary works.

| can take part effortlessly in any
conversation or discussion and have a
good familiarity with idiomatic
expressions and colloquialisms. | can
express myself fluently and convey finer
shades of meaning precisely. If | do
have a problem | can backtrack and
restructure around the difficulty so
smoothly that other people are hardly
aware of it.

| can present a clear, smoothly-flowing
description or argument in a style
appropriate to the context and with an
effective logical structure which helps
the recipient to notice and remember
significant points.

| can write clear, smoothly-flowing text
in an appropriate style. | can write
complex letters, reports or articles
which present a case with an effective
logical structure which helps the
recipient to notice and remember
significant points. | can write summaries
and reviews of professional or literary
works.
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OFFICIAL EVALUATION TESTS OF THE MOST
SPOKEN LANGUAGES IN EUROPE

Each country provides an official test to assess and certify the language proficiency
for non-native speakers. It is always important to have a level test at the end of the
mobility to evaluate the progress and demonstrate to employers your professional
skills in foreign languages.

You will find below the names of some diplomas/tests for the most spoken
languages in Europe. It is up to you to decide when you should pass your test,
choose an authorised centre, compare prices, ... with a bit of curiosity, spirit of

initiative, organisation and efficient communication.

German:
Deutsches Sprachdiplom | et I
Diplomas of the Goethe-Institut

English :

TOEIC - Test Of English for
International Communication
|IELTS - International English
Language Testing System

Spanish:
DELE - Diplomas de Espanol como
Lengua Extranjera

French:

DELF - Dipléme d'Etudes
en Langue Francaise

DALF - Diplome Approfondi
de Langue Francaise

Italian:
CILS - Certificazione di Italiano come
Lingua Straniera

CELI - Certificato di lingua italiana

Dutch:
CNaVT - Certificaat Nederlands als
Vreemde Taal

Portuguese:
CELPE-Bras - Certificado de Profi-
ciéncia em Lingua portuguesa para
Estrangeiros

Polish:
Egzamin certyfikatowy z jezyka
polskiego jako obcego

Russian:

TecT No pycckomy s3bIKy Kak
nHocTpaHHomy (TPKW) - test of
Russian as a foreign language (TRKI)

Swedish:
Swedex

WORK PLACEMENT CERTIFICATE EXAMPLE

WORK PLACEMENT CERTIFICATE

I, the undersigned

as (position)

in the company (name of the company - address)

Certify that Mrs/Mr

realised a work placement of (duration)

from to as (position)

During her/his assignment, Mrs/Mr

carried out the following tasks:

And she/he demonstrated (specify interdisciplinary skills):

Place : Date :

Signature of the participant Signature of the company

Stamp
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