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SOCIAL SKILLS

| HAVE THIS SKILL IF...

e |am able to express myself, to understand and give
meaning to concepts, thoughts, feelings, facts and
opinions while listening, speaking, reading and
writing.

e |am able to interact with people from different
cultures and in various everyday life situations.

WHAT WOULD YOU DO?

You are withdrawing money from an ATM, but there is a

problem and it takes your card. You:

e Are able to explain to the bank clerk what
happened;

e You understand from what he/she tells you how the
problem can be solved and to act accordingly;

If you had to write a written request, you:

e  Could explain everything in writing as well;

e Would be able to read and understand written
documents you may have to sign.
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SOCIAL SKILLS

| HAVE THIS SKILL IF...

e | can observe and recognise the behaviours that are
accepted in a given context/environment.

e | am able to adjust my behaviour according to what
people expect from me.

e | can adapt to the norms of my environment: way to
express myself, clothes, rules, hierarchy...

WHAT WOULD YOU DO?

At home, you are used to take your shoes off and talk

out loud on the phone. On the train/at work, you:

e Do the same, changing your behaviour would mean
not being yourself and that would not be right.

e Adapt your behaviour to what is required (explicitly
or implicitly, by observing how the others behave)
in the place you are, thus you don’t take off your
shoes nor talk out loud on the phone.
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SOCIAL SKILLS

| HAVE THIS SKILL IF...

e | accept that other people may have opinions
different from mine.

e |respect the others’ beliefs, behaviours, ways of life
even if they are different or contrary to my own.

e Evenif | disagree with them, | want the others to
have the right to express their ideas.

WHAT WOULD YOU DO?

You are a Christian/Muslim and you meet your sister’s
new boyfriend. It comes out that he is Muslim/Christian.
He explains that his religious belief, which is different
from yours, is the right one whereas you are mistaken.
You:

e Getangry: he is the one mistaken whereas your
religious belief is the right one, and you need to
convince him.

e Explain that there is no right or wrong regarding
beliefs, and that he should not speak this way:
everyone is free to believe what he/she thinks to
be true but has to respect what others choose to
believe.
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SOCIAL SKILLS

| HAVE THIS SKILL IF...

e |am able to reach an agreement with other people.

e | am good at convincing people.

e | am able to make people feel at ease.

e | pay attention and truly listen to what the others
have to say.

e |am good at reassuring people.

WHAT WOULD YOU DO?

Someone has contacted you to see your car that you’re
selling. When he/she arrives, he/she shows interest but
tries to lower the price. You:

e Had prepared for this possibility: your price was
higher than what you wanted to get from the
selling: you accept to lower it a bit to get at least
what you expected. You underline all positive
aspects of the car in order to prevent lowering the
price further.

e Refuse to negotiate the price, and your potential
client is terribly rude to try. You tell him/her that
he/she should accept your price or leave.
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SOCIAL SKILLS

| HAVE THIS SKILL IF...

e | think that diversity and respect of the others are
important.

e |lunderstand why diversity and respect are positive
in a society/group.

e | accept that the others can be different from me.

e |don’t undermine the others because of their
differences.

e |recognize we are all equal even if we are different.

WHAT WOULD YOU DO?

You are on the train, going back from work. During the
journey, several men start making fun of a black woman,
saying to her racist and sexist comments. You:

e Approach them and tell them they are being racist
and sexist and have no right to speak this way to
anyone. You try to explain that respect is crucial and
that this woman is their equal.

e Don’t really care: there is no need to approach
them as they are only talking, they are not hitting
her. Anyway, racist and sexist comments are not a
serious lack of respect.
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SOCIAL SKILLS

| HAVE THIS SKILL IF...

e | am able to express my opinion and to listen to the
one of the others.

e |accept compromising.

e |don’t get angry if the others disagree with me.

e |am able to trust the people with whom | work.

WHAT WOULD YOU DO?

You are a carpenter and you have to work on the
creation of a piece of furniture in a team with other
colleagues. You propose an idea but your colleagues,
even if they like it, want to modify it in order to avoid
some defects. You:

e Are offended, your idea was very nice and did not
have all these defects.

e  Getangry: how can they disagree with you? It was
the best idea! They probably want to modify your
proposal because they don’t like you...

e Take into account their comments on your proposal.
They will help you to improve it together with the
others.
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SOCIAL SKILLS

| HAVE THIS SKILL IF...

e | know how to behave in specific contexts.

e | know which language level and vocabulary
corresponds to each context.

e | am able to control my emotions and reactions in
order to stay calm and polite even in front of angry
or rude clients.

e | can control myself and remain polite even with
people | don’t like or if my supervisor makes a
comment that upsets me.

WHAT WOULD YOU DO?

You are working as a waiter/waitress in a restaurant. A
client gets angry with you because his/her dish is not
hot enough, it lacks pepper to his/her taste and you
took too long to bring it. You:

e Take a breath, smile and tell him/her you will bring
it back to the kitchen and solve the problem as soon
as possible.

e Tell him/her that he/she is being very rude and
you will not attend to him/her. That’s true, it is not
believable to be that unpleasant!
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SOCIAL SKILLS

| HAVE THIS SKILL IF...

e |am willing to help and advise people.

e | know the products of the organisation.

e |truly listen to people, their wishes and
requirements.

e |am good at communicating and expressing myself
clearly.

e | am extremely attentive to the client’s satisfaction.

e My objective is to retain the clients.

WHAT WOULD YOU DO?

You are an employee in a grocery store. A client is
looking for a specific spice but is very annoyed because
he/she does not remember the name. You:

e Tell him/her there is no problem: you will find
together what spice it is. You start asking questions,
carefully listening to the details he/she gives you
and make him/her smell what you think that spice
could be.

e Tell him/her there is no way to find that spice
without the name: you have too many spices in
your grocery store. He/she should first find the
name and then come back with it.
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e |am used to doing things with my hands.

e | have already been paid for a job requiring me to
work with my hands.

e |am good at doing things with my hands: | am
precise and | pay attention to detail.

e | always have new ideas and | like to be creative.

e |am able to carry out tasks using my hands for long
periods of time.

You just got a job in an artisanal pottery factory. You are
asked to make embossments on a jar in order to draw
little flowers and animals with specific tools. You:

e Have no problem with it. You are used to drawing
ornaments or carrying out tasks that necessitate a
high level of precision with your hands.

e Are a bit in doubt. You are used to using your hands
to make jars or other objects, but you are not used
to carry out work that necessitate a lot of precision.

e  You are not used to using your hands at all. Usually,
people even say you are a bit clumsy. You are more
at ease when you have to talk to other people than
when you need to use your hands.
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e | have a basic mathematical knowledge.

e | have good customer service skills.

e |am friendly and | like being in contact with many
people.

e |can acquire a good knowledge of the products
offered.

e |am able to negotiate if necessary.

You are a salesperson in a clothing store. A client asks
you for a jacket he/she has seen on the website but
cannot find it in the shop. You:

e Understand immediately the item he/she refers
to as you have a very good knowledge of all the
products. You have some items left in stock, you ask
his/her size and go to collect it.

e Have no idea about the item he/she refers to. You
need to ask a colleague or to search on the website.
There may be some items left in stock but as you
don’t want to look for it in vain, you give the client
a jacket that has the same size in order to try it on.
If it fits well, you will look for the one he/she has
asked you for, hoping one is left in stock.

‘Aj91940U0D
340M ued Asauiysew Suiyl] moy noge eapi ou
9ABY NOA "3]IYyM e 10} SINOA Suisn usaq 10u aney
NoA 1nq “4ed e 9AlIP 0} MOY 1NOQE BIP] UB SABY NOA
‘s|elda1ew Suiyl|
01 pash jou aJe noA asnedaq Assuiydew aspaud
SIY3} JO SPUBWIWIOD JUSJBHIP SY3 9Sn 03 Moy hoA 01
uje|dxa 01 SUOBWOS PIBU 3N NOA *SIIIYDA JO SadA}
1UDJDYIP SALIP 03 pasn aJe noAselyop oyjAirue) e
jS9INuIW Mdy
e ul auop 3q |[Im 3] ‘Ajsnoinaud 11 pasn aney Apeauje
noA se Assuiyoew jo adAl SIyl1 yum ases je aly e
:NoA "Ausuiyoew Suiyl] yum saiesd
Aneay anow 01 pay|se aue nNoA Jom 1e Aep 1say JnoA st 3

‘suone|ndas Ayajes 1oadsas Ajsnojndnuos | pue
SW SpunoJJns 1eym o) uonuane Aed | ‘[njaued we | e
.A.me
‘syonJ3 ‘suex-03 ‘sued) sadIyan Jo sadAy Juasaylp
3ulAlp 01 pash Apeadje we | asneaaq Apdinb 1
uJed| ued | Jo Ausuiydew 3uiyl] pasn Apealje aney| e
"9AlIP 01 PASN WE | pUB 3SUD|| S, JOALIP B OARY | e



C,

e

o

©w

INCLUSIVE+

I e . il st T oG Pt i 3 Incsie & Pracical sssrent ol for Gk Prctoners <
* d - i ¥
% N o / 3 -

,

!
BIA nog AL e )
| M, _Aa DGE OF THE MAIN HYGIENE KNOWLEDGE -~ i
7 " AND NOURISHMENT NEEDS =
,r. Ty o '8
) R =8

ILLS

OFESSIONA

PROFESSIONAL SKILLS'

._.__v_maZO 3140

S.N™

&
y
| 4

,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,

,mﬁez_
@

) NS
‘e

Ly L
7& 2 hﬁ.‘ . —~— M2



e |am able to count and | understand the different
orders of magnitude (dozen, hundred, thousand,
million, billion).

e |am able to perform simple calculations (additions,
multiplications, subtractions, divisions).

e | am able to perform the easiest calculations in my
head.

You work in a warehouse. Your employer asks you to
count the number of crates that contain nails. There are
many, but they are stowed in line on one another. You:

e Count every crate one by one. After a while, you will
finish the task, even if it takes time.

e Count the number of lines and the number of
columns and make a multiplication. If a few ones
are missing in one line, you will subtract them at
the end.

e  Will never manage to do it. There are too many and
you don’t know where to start. Even if you count
one by one, you will probably get confused.
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e | have knowledge of the basic behaviours to adopt
or to avoid in case of a wound, fall, intoxication etc.

e |am able to carry out simple actions in case of
common incidents, like the disinfection of a wound.

e | care for the well-being of other people and | am
able to carry out simple actions to meet it (e.g.
wash children or old people).

e | know the emergency numbers to call in case of a
more severe incident.

You are a childminder. As the weather is sunny and

the child you have to take care of wants to go cycling,

and as his/her parents gave you the authorisation to

accompany him/her to do this activity, you bring him/

her to the park. After a few minutes, he/she falls and

scratches a bit of his/her skin on the arm. You:

e Bring him/her home. It is a little wound, but it
needs to be disinfected anyway.

e Thatis nothing. You tell him/her that there is no
reason to cry for that and let him/her go on cycling
but more carefully.
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PROFESSIONAL SKILLS

| HAVE THIS SKILL IF...

e | have a good memory.

e |am interested about the products that the
enterprise | work in sells.

e | want to be able to be quick when a client asks me
about a particular product, which I think | can be
only if | know every product as much as possible.

WHAT WOULD YOU DO?

You work as a seller in a hardware store. A client asks

you about specific screws. You:

e Have no doubt about what he/she is talking about
and that they are sold in the store. You only need to
check whether they are in stock at the moment.

e The store may offer them, but you need to check
in order to be sure about which product the client
is talking about. Then, you will need to check the
availability as well.
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PERSONAL SKILLS

| HAVE THIS SKILL IF...

e | am aware that | like some ways to learn more than
others.

e | am aware of the methods that motivate me to
learn.

e | understand which type of learning corresponds to
me (visual, auditory, read and write, kinesthetic).

e | am aware of the learning strategies that
correspond to my type of learning (reading, tables,
working in groups, repeating, explaining, recopying,
writing lists, reformulating,...).

e | know if | prefer to learn online, on the job or
through lessons.

WHAT WOULD YOU DO?

You are a waiter/waitress in a restaurant. There is an
important event tomorrow. Therefore, you shall be
able to answer any question about the Menu and the
ingredients of the dishes. To do so, you:

e Try to memorise by reading the ingredient lists, this
is the best way to learn something.

e Are aware that in your case, you could read the
list of ingredients one thousand times without
memorising it. Therefore, you recopy it while
repeating it out loud, as you have understood that
in this way you remember things.
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PERSONAL SKILLS

| HAVE THIS SKILL IF...

e |am able to act relying only on myself.

e | don’t always ask for someone else’s help when |
have a problem: | try to find the solution by myself
first.

e | can manage a task without any outside help, even
if | make mistakes.

WHAT WOULD YOU DO?

Your boss asked you to write a document in a word

processing programme. You need to make a table, but

you don’t manage to adjust the cells as you wish. You:

e Ask your colleague/your boss for help.

e Look for some information on the Internet and try
to find a solution using the different tools of the
programme. If you cannot find any solution, you ask
someone for help.
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PERSONAL SKILLS

| HAVE THIS SKILL IF...

e When something changes in my life or in my
environment, | can easily adjust to it.

e | feel quickly at ease when changes occur.

e | accept and manage changes even when things are
already planned.

e | stay calm when faced with changes.

e | accept the others’ opinion and can adapt
accordingly.

WHAT WOULD YOU DO?

You are a waiter/waitress in a restaurant. The prominent
figure who was supposed to come next week for dinner
anticipated his/her visit. You have two days left instead
of five to prepare everything. You:

e Completely panic. You tell your employer it is
impossible to change plans and anticipate that
much.

e Take a breath and start imagining solutions to
succeed in spite of this last minute change.
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PERSONAL SKILLS

| HAVE THIS SKILL IF...

e |am able to understand why | am stressed.

e | know the strategies to adopt in order to resist
stress and prevent it from having negative effects
on me.

e | am able to manage my stress and use it to be more
effective.

e |am able to focus on the positive aspects in a
frustrating situation in order to calm down.

e If I am too stressed out or frustrated, | am able to
explain and discuss it peacefully.

WHAT WOULD YOU DO?

You are a waiter/waitress in a restaurant. It is lunchtime,
the place is full of clients and you are running to prevent
them from waiting for too long. After one hour at this
pace, you're feeling completely stressed out. You:
e Go on this way, even if you know that in the end,
you may break a plate, fall or burst into tears.
e Think about a way to calm down quickly in order
to go on more effectively and without any incident.
You will manage to serve every client in a pleasant
way as always, maybe after a glass of water and a
one-minute breathing exercise.
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PERSONAL SKILLS PERSONAL SKILLS

| HAVE THIS SKILL IF... | HAVE THIS SKILL IF...

e | am able to analyse a situation.

e |am good at searching for solutions. e Itisimportant for me to always respect the rules
e lunderstand if it falls under my competence to about time.
solve a problem and if not, | am able to identify the e |care about the deadlines.
right person to ask for help. e lunderstand when I need to hurry up in order to
e | am able to evaluate the risks that would be respect a deadline.
triggered by the way | choose to solve the problem. e |lunderstand that it can be a problem for the others
e |am able to take decisions. if | am late.

e | think that it is not professional to be late.

?
WHAT WOULD YOU DO+ WHAT WOULD YOU DO?

You are a worker in a factory. The machine you are

working on stops functioning. It is a big, complicated You work in a clothing store. Today, you are in charge of

and potentially dangerous machine. You: the opening, but yesterday you had a party with your

e Decide to have a look to find out where the friends. When your alarm clock goes off, you are too
problem could come from, but always respecting tired to get up. You:
the safety regulations. If you cannot find a solution e Setit to get off after 15 more minutes. You will be a
without infringing them, you call your colleague bit late, but you're too tired. Anyway, there are not
who is in charge of solving these types of problems. many clients on a Friday morning and you will be

e Decide to have a look to find out where the more effective if you sleep a bit more.
problem could come from, but respecting the *  Face up to your responsibilities and get up anyway.
safety regulations. However, if it is not enough, you You cannot be the cause for any loss of your

enterprise. Next time, you may leave the party a bit

keep on trying even if it goes beyond the safety
earlier in order to be able to wake up more easily.

regulations. Anyway, you are a good mechanic,
there is no doubt you will succeed.
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PERSONAL SKILLS

| HAVE THIS SKILL IF...

e |am able to plan.

e | finish every task on time.

e | don’t forget my tasks, meetings or deadlines.

e |am able to prioritise my tasks.

e |invent methods to avoid forgetting things if it
happens to me (with to-do lists, etc...).

WHAT WOULD YOU DO?

You start working as a caregiver for an elderly person.
His/her family explains you which medicines he/she
should take and at what time. Then, they also tell you
about a few doctor appointments for which you will
have to take him/her. You:
e Don’t take any note. That is not useful, you have the
best memory ever, you will remember everything.
e Take notes in the calendar of your mobile phone/
in your day planner. This way, you are sure not
to forget anything. Also, medicines and doctor
appointments are not things to joke about.
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PERSONAL SKILLS

| HAVE THIS SKILL IF...

e | observe a lot people and things around me.

¢ | often notice little changes before the others.

e |listen carefully to what people tell me.

e | don’t hesitate to provide complementary
information in my written/oral communications.

e | don’t hesitate to give examples in order to precise
my speech.

WHAT WOULD YOU DO?

A new employee arrives in the restaurant where you
work. Your employer asks you to act as a mentor with
him/her and to explain what he/she cannot do, what is
expected from him/her and to provide advice. You:

e Need only a few minutes of observation to
understand the kind of person he/she is, how he/
she feels and to personalise your mentoring. You
precisely explain how this workplace works and
provide many examples to illustrate the whole list
of prohibitions you have shared with your new
colleague.

e Talk a bit with the person to know him/her better.
You provide him/her with some examples of the
worst prohibitions in this workplace according to
you. Then you go back talking about something that
interests you more.
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PERSONAL SKILLS

| HAVE THIS SKILL IF...

e |am willing to do my job impeccably.

e |am able to adapt my behaviour to a work context.

e |always do my best to show the best image of
myself and of the organization where | work.

e | am able to control myself in order to always
respect the rules, manage my emotions and avoid
brutal reactions.

WHAT WOULD YOU DO?

You are a waiter/waitress in a restaurant. A client you

have just served calls you back angrily saying there

is sauce in his/her dish whereas he/she had asked to

withdraw it. You know he/she forgot to tell you about

this detail and you don’t like his/her unpleasant attitude.

You:

e Excuse with a smile and propose to bring the dish
back to the kitchen and to ask for another one
without sauce.

e Tell him/her it is his/her fault as he/she forgot to tell
you. You add that you may bring it back as a favour
if he/she stops being unpleasant.
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PERSONAL SKILLS

| HAVE THIS SKILL IF...

e | am able to manage my time in order to finish all
my tasks before the deadline.

e |am not late at work and | don’t leave before the
scheduled time.

e | don’t hesitate to record planned appointments to
avoid forgetting or missing them.

e | am able to identify the most relevant tools to
record appointments in line with my daily practice
(phone, electronic or paper calendar, etc.).

e lam able to include last minute meetings/events in
my schedule.

WHAT WOULD YOU DO?

You work as a childminder and have to take care of four

children. You have to pick up two of them at school,

and to take each of them to his/her activities in the
afternoon, that start and finish at different times and
differ from one day to another. You:

e Have a day/weekly planner in which you have
registered the time of every appointment and
activity of each child in order to be always on time
and avoid forgetting anything.

e Have not written anything down. It is useless, you
always remember everything and the children know
when they have their activities too, so there is a
dual safety.
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PERSONAL SKILLS

| HAVE THIS SKILL IF...

e |canwork alotin order to reach objectives.
e | am ready to make efforts if there is a period with
more work than usual.

WHAT WOULD YOU DO?

You have decided to take a competitive examination in
order to improve your situation and get a stable job. It
is in two months and you know there is a lot to study in
order to succeed. You:

e Make a revision timetable in order to organise your
study so that all the topics of the programme are
covered. Anyway, you will revise as much as you
can, every time you will have a free moment. Your
timetable is a minimum reference point.

e Tryto find time to study between two outings with
your friends. Anyway, if you spend too much time
studying, you’re not effective anymore. You have to
wait to be in the right mood in order to learn.
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HOBBIES

THIS HOBBY INCLUDES THAT...

| like to play in team with other people, in a club or
not.

| play sports/games in which it is necessary to work
together and trust each other to win.

I am able to bring my contribution to the game and
to a general positive atmosphere.

Even if | may like competition, | always remain
respectful of the opponent.

EXAMPLES OF SPORTS YOU MAY
PRACTICE:

football
basketball
handball
rugby
relay races
volleyball
ice hockey
aqua ball
tennis
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HOBBIES

THIS HOBBY INCLUDES THAT...

e During my spare time, | play music, dance, sing, do
theatre.

e | use dance/music/theatre etc. as a way to express
my emotions.

EXAMPLES OF ACTIVITIES YOU
MAY DO:

e playing a musical instrument

e dancing

e singing

e acting

e writing (stories, poetry, comics...)

e  creating music using electronic programmes
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HOBBIES

THIS HOBBY INCLUDES THAT...

e In my spare time, | like to listen to other languages

(e.g. songs in a foreign language, videos/films/
computer games with subtitles, etc.).

e |like to meet people who speak another language

and | try to communicate with them.

e | have followed or | am interested in following
foreign language lessons.

e  Foreign languages fascinate me.

EXAMPLES OF ACTIVITIES YOU
MAY DO:

e going to multilingual events
e  participating in a tandem project
e listening to songs in a foreign language

e watching movies/videos in a foreign language (with/

without subtitles)

e playing online games that imply communication
with players from other countries

e following foreign language lessons

e reading books in bilingual versions

e travelling to foreign countries (with the intention to

learn at least some words)
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HOBBIES

THIS HOBBY INCLUDES THAT...

¢ |love to read one or more types of materials.

e |am able to concentrate on what | am reading for a
while.

e It may happen that | try to read in different
languages/bilingual books.

EXAMPLES OF MATERIALS YOU
MAY READ:

e novels

®* magazines

* newspapers

e comics

e specialised journals/periodicals
* blogs
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HOBBIES

THIS HOBBY INCLUDES THAT...

e | can give time for things in which | believe/to act in line

with my convictions.

¢ | have already been involved in an association/given
time for specific causes that are important to me.

EXAMPLES OF CATEGORIES OF

ASSOCIATIONS YOU MAY VOLUNTEER

IN:

e Animal protection associations

e Intercultural dialogue associations

e Intergenerational dialogue associations

e Environment protection associations

e LGBT associations

e  Pacifist associations

e Associations for the protection of women and/or
children

e Human Rights associations

e Associations providing aid for the most deprived

e  Associations supporting community development and

neighbourhood life
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HOBBIES

THIS HOBBY INCLUDES THAT...

e |like to play games that require interaction,
collaboration, communication with other people.

e | like multiplayer games that imply to manage
(e.g. manage time or money), to guess (e.g. try to
understand/communicate the right information),
etc.

e | play games that require developing strategies and/
or anticipating what my opponent will do in order
to win.

EXAMPLES OF TYPES OF GAMES
YOU MAY PLAY:

e Games with cards (e.g. poker, Uno)

e Games with pawns (e.g. Battleship, Monopoly)
e Games with questions (e.g. Trivial Pursuit)

e Guessing games (e.g. Taboo, Pictionary)

e Games with roles (e.g. Cluedo)

e  Games with letters (e.g. Scrabble)

e Strategy games (e.g. Chess, checkers)
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e |am able to use a keyboard.

e | am able to check whether | have an Internet
connection.

e | know the different search engines.

e | am able to identify the key words to type in order
to get relevant results.

e |am able to select the type of material | need
(textual information, images, videos, books, etc.).

You are a seller in a clothing store. A client asks you for a
product he/she has seen on the brand’s website but that
you don’t know. To help him/her, you:

e Search for the brand’s website on the Internet (on
your phone or on the computer) and ask the client
to indicate which product he/she has in mind. It will
be done in a minute!

e You’re not sure about how to search for it on the
Internet. You prefer to ask a colleague or the client
to search for it and show you the product.
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e |am able to create an e-mail address (on my own or
with someone else’s help).

e | know how to send an e-mail and how to attach a
document.

e | can use the basic functions of a mailbox: | am able
to read the e-mails | received, to check the ones |
sent, to register drafts and to manage the spam.

You want to candidate for a job online, but you need an

e-mail address in order to send your CV. You:

e  Give up. You don’t know how to create an e-mail
address nor how to send your CV. You would waste
too much time and anyway, you prefer to go to
the shops and directly leave your CV to potential
employers.

e Create an e-mail address. It will not take so much
time because you already know what kind of
mailbox you would prefer to have and how to create
an address. Once created, you type an e-mail,
attach your CV and send it to the right address.
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e |am able to use a keyboard and | know simple
combinations of keyboard keys (e.g. to copy and
paste).

e | know how to use basic programmes: | can write a
text in through a word processing programme, save
and print a document, etc.

e | can find the documents, images, audios | saved in
the computer.

e | know how to surf on the Internet.

Your employer asked you to copy the job offer he wrote
by hand through a word processing programme to find
another seller in the shop. Then, you will have to print it
in order to put it on the front door. You:

e Have no problem with it. It takes you five minutes
to copy it through a word processing programme,
save it in the documents and print it.

e Are able to copy it, but it may be difficult to print it.

e Will meet difficulties opening the programme and
copy the job offer correctly. You’re not used to write
on the computer, and you have no idea about how
to print a document. You have to ask someone to
remind/show you how it works.
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e |aminterested in technology and | am always
willing to learn more about how to use it.

e |am not afraid of using new tools.

e | believe that technological devices can help me be
more effective in my work and make me save time.

You have to interview clients about their shopping

experience in a store. Before, you had to fill in paper

questionnaires according to what the clients told you.

Today, your employer told you that you will have to use

a tablet and therefore to fill in electronic questionnaires.

You:

e Are a bit upset: it worked very well with paper
questionnaires and it was very simple. Why
does your employer want to make things more
complicated? You don’t know how to use a tablet
and you don’t want to!

e Are curious about this new tool and how it will
change your daily work. Let’s learn how to use it!

e You're already familiar with tablets, it’s going to be
child’s play!






PARTNERS

f.o\, coremsa
|

Asociatia Consultantilor si Expertilor
in Economie Sociala

EURO{ »personal
Zkolenie VZV@ & BOZP
TRENINGOVE CENTRUM

o @

INoOva

E:O-‘WSI_;HBI’"IC\JJ'

Co-funded by the

COORDINATOR
FUNDACION COREMSA

www.fundacioncoremsa.org

ACE-ES

WWW.ace-economiesociala.ro

EUROPERSONAL

www.skolenievzv.eu

INOVA

wwWw.inovaconsult.com

CESIE

cesie.org

The European Commission's support for the production of this publication does not constitute an

Creative Europe Programme  endorsement of the contents, which reflect the views only of the authors, and the Commission

of the European Union

cannot be held responsible for any use which may be made of the information contained therein.




	Inclusive+ copertina adult.pdf
	Carte Inclusive+Social Skills.pdf
	Carte Inclusive+professional skills.pdf
	Carte Inclusive+personal Skills.pdf
	Carte Inclusive+hobbies.pdf
	Carte Inclusive+ digital Skills.pdf
	Inclusive+ copertina adult
	Pagina vuota
	Pagina vuota



