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Introduction

Skills portfolio is one of the six intellectual output developed,
tested and finalized by the partnership formed by:
ADICE (France), CESIE (Italy), PRO WORK (Holland), STEP (Spain), VCC (Poland) within the
framework of the Erasmus + PC IMPRESS project (“Promotion and Capitalization of International Mobility Project to Reinforce Employability and Sociability System”) . PC IMPRESS
aims at promoting and capitalizing formal and non-formal knowledge and soft & hard skills
of young people coming from a mobility experience as a way to strengthened people’s
employability.
The intent of the Skills Portfolio is to serve as a framework for self-assessment, career
planning, and preparation for job interviews. It is designed to help young people taking
part in international mobility projects, which will record skills developed during mobility
program. It is a personal record of your accomplishments, therefore it should reflect your
true abilities, skills and accomplishments.
The process of preparing a skills portfolio has a very important spin-off. It will actually help
you learn and consolidate what you actually know. A lot of youngsters never categorize
what they know in terms of knowledge and skills. School/university graduates absorb a
lot of information that is not integrated with knowledge and competencies gained through
work and life experiences. When you are in a job interview you need to know how to present
yourself, and the skills you have. The employer will likely ask about work situations, where
you drew on your knowledge and skills to solve a problem, or accomplish a difficult task.

The four main advantages of this skills portfolio are:
1 • Skills awareness;
2 • Relevance and adaptability;
3 • Record of acquisition;
4 • Interview boost.

Your skills portfolio will consist of the descriptions of your abilities in each of the skill areas.
You will give responses to statements that will show your competencies. You are also
invited to give concrete examples of how you acquired this competency, whether during
previous experiences or during your mobility project. The aim is to make you think about
concrete examples that you could provide for instance during a job interview to justify your
skills and valorise your mobility project.
The skills portfolio documents are divided as such:
•

Before mobility: this part contains 8 major skills, divided into skills sets and suggested
tools to be used in order to identify a given skill. Then, there are questions/statements
which enable users to express and record the skills and competences they have. It is
also a possibility to identify gaps in skills and create a plan for enhancing the weak
areas during mobility.

•

During mobility: the youngsters will record himself/herself the activities they perform
during their own internship or volunteer project (create workshops for kids, etc.) and put
words on it to valorise these competences. They assess how well they are progressing
in improving their weak areas. The assessment comes from both a participant (self-reflection) and a manager/PM (assessment).

•

After mobility: participants fill in a questionnaire, write down competences they
acquired during mobility. A comparison is made between the starting point and after
mobility to check what progress has been made.

•

Skills Glossary: the glossary divided into 4 categories: action verbs, values, nouns and
adjectives. You can use the words to valorise your competencies.

Thanks to this portfolio, you can:
•

assess the skills you already have,

•

choose the skills you aim to acquire,

•

during your activities your new skills can be assessed and endorsed.

For further information, visit online platform www.yourcompetences.eu

Mobility in Europe

During last years, European Commission has promoted a new way
of learning for European citizens: mobility. From 2007 to 2013,
more than 2 million people have experienced different contexts and
cultures, empowering themselves and becoming a part of the big
picture of the European citizenship.

Why Mobility?
A mobility experience is the best way to grow personally and professionally. In fact,
volunteering or work experience abroad has an added values, as it takes place in a different cultural context, pushing you against your boundaries and limits and allowing you to
understand how to overcome them and to empower your abilities. Moreover, a mobility
experience abroad is also a good chance to take the time to understand yourself and to
think about personal and professional perspectives and future expectations.

What’s the aim of Mobility?
After a pre-departure training, participants get out from their community and learn to live
and to work in a context, which is not familiar and which is based on different cultural
values. This enables them to get to know better themselves, understand their limits and
boost their self-esteem. In fact, participants overcome difficulties first of all by themselves,
relying on their own competences. Moreover, they learn how to relate to other people and to
communicate in the best way, bridging the cultural and linguistic gaps. It’s the best way to
realize how different people are but - at the same time - how similar.

PROs of Mobility:
•

It makes you more competitive in the labour market.

•

It allows you to stand out from other people, as it makes you become more flexible and
adaptable to different labour contexts.

•

You “learn by doing” thanks to non-formal and informal methodologies usually applied
in volunteering context, which are useful for applying for future jobs.

•

It empowers your soft skills.

•

You are active and feel engaged in civil society.

•

It gives you the opportunity to have an internationally recognized certificate, which
increase your chance to be successful in the labour market.
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of the skills portfolio
Adaptability

Ability to adjust oneself readily to different conditions and
situations.

Adequate

Able to fulfill a need or requirement without being abundant,
outstanding.

Appropriate
Awareness

Knowledge that something exists, or understanding of a
situation or subject at the present time based on information or
experience.

Capacity

Ability to do, experience, or understand something.

Common

Prevailing, widespread; widely know or frequently encountered.

Competence

A cluster of related abilities, commitments, knowledge, and skills
that enable a person (or an organization) to act effectively in a job
or a situation. Competence indicates sufficiency of knowledge
and skills that enable someone to act in a wide variety of situation.

Compromise

The settlement of a dispute by concessions on both or all sides /
something midway between 2 or more things.

Conversation

The interchange through speech of information, ideas.

Culture

The habits, traditions, and beliefs of a country, society, or group
of people.

Curious

Eager to learn, inquisitive.

Decode

• To extract meaning from,
• To translate from a code into the original language or form.

Diligent

Careful and persevering in carrying out tasks or duties.

Discipline
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Right or suitable, fitting.

A process of controlling one’s behavior and actions, either
through self-motivation or through teaching and punishment.

Empathy

The ability to imagine what it must be like to be in someone’s
situation.

Ethics

Ideas and beliefs about what type of behaviour is morally right
and wrong.

Express

To put thoughts into words. To show/manifest or reveal.

Feelings

Emotional or moral sensitivity / an impression or mood / a state
of mind / a physical or mental impression.

Flexibility

Ability to change to cope with variable circumstances or situations or to adjust to meet particular or varied needs.

Grow

To increase by natural development / to increase in size or substance.

Honest
ICT

Interact

Not given to lying, cheating, stealing, etc. Trustworthy.
(Information and Communication Technology)
The study of the technology used to handle information and
aidcommunication.
To act on or in close relation with each other.

Knowledge

Awareness or understanding gained through experience or study
/ the sum or range of what has been perceived, discovered or
learned.

Lifelong
learning

Learning that is pursued throughout life. It is flexible, diverse
and available at different times and in different places. Lifelong
learning crosses sectors, promoting learning beyond traditional
schooling and throughout adult life (ie post-compulsory education). The European Lifelong Learning Initiative defines lifelong
learning as „a continuously supportive process which stimulates
and empowers individuals to acquire all the knowledge, values,
skills and understanding they will require throughout their lifetimes and to apply them with confidence, creativity and enjoyment, in all roles circumstances, and environments.”
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Listen

To give attention with the ear; to attend closely for the purpose
of hearing.

Morality

A system of moral principles. Conformity to conventional standards of moral conduct.

Netiquette

The rules of etiquette that apply when communicating over
computer networks, especially the Internet.

Numeracy

Ability to understand and work with numbers.

Open-minded

Willing to consider ideas and opinions that are new or different
to your own.

Opportunity

A favourable, appropriate or advantageous combination of
circumstances. A chance or prospect.

Patient
Persuade

To induce to elieve by appealing to reason or understanding;
convince.

Positive

Tending to emphasize what is good or laudable. Constructive

Priority

Something given specified attention / the right of precedence
over others.

Proper

Corect in behaviour or conduct / appropriate or suited for some
purpose.

Propose

To offer or suggest (a matter, subject, case) for consideration,
acceptance or action.

Qualification

An official record of achievement awarded on the successful
completion of a course of training or passing of an exam.

Respect
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Enduring trying circumstances with even temper.
Tolerant/understanding.

To feel or show deferential regard for; esteem or admire.

Responsive

Reacting or replying quickly or favorably as to a suggestion,
initiative, etc.

Self-control

The ability to exercise restraint, or control over one’s feelings,
emotions, reactions.

Self-evaluation

The process or an instance of assessing oneself and weighing
up one’s achievement.

Skills

Proficiency, facility or dexterity that is acquired or developed
through training or experience / a developed talent or ability.

Social media

The websites and applications considered as collectively constituting a medium by which people share messages, photographs,
and other information, especially in online communities or
forums based on shared interests or backgrounds.

Soft skills

Personal attributes that enable someone to interact effectively
and harmoniously with other people.

Solution
Strength
Task

A specific answer to or a way of answering a problem.
A good quality or ability that makes someone or something
effective.
A specific piece of work required to be done as a duty or chore.

Thoughts

The act or process of thinking; deliberation, meditation or
reflection.

Tolerance

The capacity for or the practice of recognizing and respecting the
beliefs or practices of others.

Weakness

A particular part or quality of something or someone that is not
good.
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2
Linguistic
test

Linguistic test
To improve the use of the Skills portfolio, you are invited to do a linguistic test.
The test can be done online; here are some examples of websites you can use to assess
your level:

English

http://www.cambridgeenglish.org/test-your-english/
http://englishenglish.com/englishtest.htm
http://www.lcci.org.uk/placementtests/

Spanish

http://ave.cervantes.es/prueba_nivel/default.htm?Idioma=esp

German

http://www.goethe.de/cgi-bin/einstufungstest/einstufungstest.pl

Polish

http://www.profi-lingua.pl/placement/polski/

Italian

http://www.acad.it/test-di-italiano-online.html

French

http://www.languagelevel.com/french/index.htm
http://apprendre.tv5monde.com/en/learn-french/simulation-du-testde-connaissance-du-francais
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The table below is taken from the Common European Framework of Reference for Languages realized by the Council of Europe.
It is made for self-assessment.

Reception

C2

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

Lecture
I 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.

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

Written
I can express myself with clarity and
precision, relating to the addressee flexibly
and effectively in an assured, personal,
style.

Production
Spoken
I 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.

Written
I can write clear, smoothly flowing text in an
appropriate style.
I 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.
I can write summaries and reviews of professional or literary works.
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Reception

C1

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

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

Interaction
Spoken

Written

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

Production
Spoken
I can present clear, detailed descriptions of
complex subjects integrating sub-themes,
developing particular points and rounding
off with an appropriate conclusion.
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Written
I can express myself in clear, well-structured text, expressing points of view at
some length.
I can write detailed expositions of complex
subjects in an essay or a report, underlining
what I consider to be the salient issues.
I can write different kinds of texts in a style
appropriate to the reader in mind.

WHICH LEVEL ?

WHAT'S
YOUR
NAME ?

... WELL
WIE HEISST DU ?

¿CÓMO TE
LLAMAS?

Reception

B2

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

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

Interaction
Spoken

Written

I can interact with a degree of fluency and
I can write letters highlighting the personal
spontaneity that makes regular interaction
significance of events and experiences.
with native speakers quite possible.
I can take an active part in discussion in
familiar contexts, accounting for and sustaining my views.

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

Written
I can write clear, detailed text on a wide
range of subjects related to my interests.
I can write an essay or report, passing on
information or giving reasons in support of
or against a particular point of view.

19

Reception

B1

Listening
I can understand the main points of clear
standard speech on familiar matters
regularly encountered in work, school,
leisure, etc.
I 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.

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

Interaction
Spoken
I can deal with most situations likely to
arise whilst travelling in an area where the
language is spoken.
I 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).

Written
I can write personal letters describing
experiences and impressions.

Production
Spoken
I can connect phrases in a simple way in
order to describe experiences and events,
my dreams, hopes & ambitions.
I can briefly give reasons and explanations
for opinions and plans.
I can narrate a story or relate the plot of a
book or film and describe my reactions.
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Written
I can write straightforward connected text
on topics, which are familiar, or of personal
interest.
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Reception

A2

Listening
I 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 geography, employment).
I can catch the main point in short, clear,
simple messages and announcements

Reading
I 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 geography,
employment).
I can catch the main point in short, clear,
simple messages and announcements

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

Written
I can write short, simple notes and
messages relating to matters in areas of
immediate need.
I can write a very simple personal letter, for
example thanking someone for something.

Production
Spoken
I 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

Written
I can write a series of simple phrases and
sentences linked with simple connectors
like „and", „but“ and „because“.
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Reception

A1

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

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

Interaction
Spoken
I 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.
I can ask and answer simple questions in
areas of immediate need or on very familiar
topics.

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

Production
Spoken
I can use simple phrases and sentences to
describe where I live and people I know.
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Written
I can write simple isolated phrases and
sentences.

3
Skills
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How to use it?
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Skills
and skill sets
Each skill comprises general definitions as well as skill sets that relate to particular
skills within a given area. Skill sets serve as a basis to create statements which are later
supposed to be used by the participants to valorize the skills and competences they
acquired during mobilities. Next to each statement there is information on the skill set it
refers to.

Competence

Communication in the mother tongue
Definition
1.
2.
3.

Articulate thoughts and ideas effectively using oral, written, and nonverbal
communication skills in a variety of forms and contexts.
Listen effectively to decode meanings (knowledge, values, attitudes, intentions).
Use communication for multiple purposes (to inform, instruct, motivate, and persuade)
and in diverse environments.

Skill set
S1.
S2.
S3.
S4.
S5.
S6.
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Ability to understand and interpret concepts, feelings, facts or opinions in oral form.
Ability to understand and interpret concepts, feelings, facts or opinions in written form.
Ability to express concepts, feelings, facts or opinion in oral form.
Ability to express concepts, feelings, facts or opinion in written form.
Ability to interpret the world and relate to others.
Ability to interact in an appropriate and creative way in any situation.

COMPE TENCE

Competence

Communication in foreign languages
Definition
1.
2.
3.

Articulate thoughts and ideas effectively in a foreign language, in a variety of forms
and contexts.
Listen effectively to decode meanings.
Use communication for multiple purposes and in foreign environments.

Skill set
S1.
S2.
S3.
S4.
S5.
S6.
S7.
S8.
S9.

Ability to understand and interpret concepts, feelings, facts or opinions in oral form.
Ability to understand and interpret concepts, feelings, facts or opinions in written form.
Ability to express concepts, feelings, facts or opinion in oral form.
Ability to express concepts, feelings, facts or opinion in written form.
Ability to interpret the world and relate to others.
Ability to interact in an appropriate and creative way in any situation.
Knowledge of vocabulary, grammar and language.
Appreciation of cultural diversity.
Ability to use technical language accordingly to the field of work.

Mathematical competence and basic competences in science and technology
Definition
1.
2.
3.

Demonstrate ability to reason with numbers and other mathematical concepts.
Demonstrate the ability to evaluate scientific and numerical information on the basis
of its sources and the methods used to generate it.
Demonstrate the capacity to evaluate scientific arguments based on evidence
and to apply conclusions from such arguments in an appropriate manner.

Skill set
S1. Ability to use constructed thinking in order to solve a problem in every situation.
S2. Understanding of mathematical term and concept and know how to apply it.
S3. Knowledge of basic principles of the natural world, scientific concepts, methods
and technological processes
S4. Numeracy (ability to perform basic calculations)
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Competence

Digital competence
Definition
1.
2.

3.

Apply Technology Effectively: technology as a tool to research, organize, evaluate, and
communicate information.
Use digital technologies, communication/networking tools, and social media appropriately
to access, manage, integrate, evaluate, and create information to function successfully in a
given environment.
Fundamental understanding of the ethical and legal issues surrounding the access and
use of information technologies.

Skill set
S1.
S2.
S3.
S4.

Critical use of information technology for work.
Basic skills in ICT.
Understanding the role, opportunity and risks related to ICT in everyday life.
Ability to use and handle technological tools and machines.

Learning to learn
Definition
1.
2.
3.
4.

Demonstrate commitment to learning as a lifelong process.
Be a self-directed learner: go beyond basic mastery of skills to explore and expand your
own learning and opportunities to gain expertise.
Demonstrate initiative to advance skill levels towards a professional level.
Reflect critically on past experiences in order to inform future progress.

Skill set
S1. Ability to pursue and persist in different kinds of learning.
S2. Identifying available opportunities.
S3. Ability to gain process and assimilate new knowledge, skills and qualification required for
career goals.
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Competence

Social and civic competences
Definition
1.
2.

3.

4.

Interact effectively with others: know when it is appropriate to listen and when to speak,
conduct oneself in a respectable, professional manner.
Flexibility and adaptability: adapt to change (to varied societal roles, job
responsibilities, schedules, and contexts, work effectively in a climate of changing
priorities) and be flexible (react to feedback effectively, be stress-resistant, deal
positively with drawbacks and criticism, understand, negotiate, and balance diverse
views and beliefs to reach solutions, particularly in multi-cultural environments).
Collaborate with other people: be able to work effectively and respectfully with diverse
teams, be flexible and willing to be helpful in making necessary compromises to
accomplish a common goal.
Opt for shared responsibility in collaborative work, and value the individual contributions made by each team member.

Skill set
S1.
S2.
S3.

Ability to effective interaction with other people.
Ability to adapt to the changing situation, being flexible and work under pressure.
Ability to work effectively and collaborate with other team members.

Cultural awareness and expression
Definition
1.
2.
3.
4.

Work effectively in multi-national team.
Respect and be aware of cultural differences and work effectively with people from a
range of social and cultural backgrounds.
Be tolerant and respond open-mindedly to different ideas and values.
Make use of social and cultural differences to create new ideas and increase both
innovation and quality of work.

Skill set
S1. Awareness of local, national, European culture heritage and their place in the world.
S2. Basic knowledge of contemporary culture.
S3. Understanding of cultural diversity.
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Competence

Sense of initiative and entrepreneurship
Definition
1.
2.
3.
4.

Work effectively in multi-national team.
Respect and be aware of cultural differences and work effectively with people from a
range of social and cultural backgrounds.
Be tolerant and respond open-mindedly to different ideas and values.
Make use of social and cultural differences to create new ideas and increase both
innovation and quality of work.

Skill set
S1.
S2.
S3.
S4.
S5.
S6.
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Ability to turn idea into action.
Creativity/innovation.
Ability to plan and manage tasks.
Independence.
Motivation.
Determination.

4
Pre-mobility
preparation

very often

often

sometimes

Communication in the mother tongue is the ability to express and interpret concepts, thoughts, feelings, facts and opinions in both oral
and written form (listening, speaking, reading and writing) and to interact linguistically in an appropriate and creative way in a full range of
societal and cultural contexts.

never

Communication
in the mother tongue

Understand
1. I can interact appropriately.
2. I find it easy to read and comprehend written instructions.

Express 		
3. I am able to transmit an understandable message to others.
4. I am aware of when to use specific levels of language
(colloquial, informal, formal).

5. I am able to competently develop and articulate ideas
and present a justified point of view.

6. I can clearly define and communicate objectives and ideas.
7. I can clearly communicate objectives and ideas.
8. I can express constructive feedbacks and communicate
this feedback effectively.

9. I am able to immediately respond constructively
and critically to ideas of others.

Write		
10. I can organize and structure my thoughts
to create structured reports.

You have just evaluated your competences in “communication in the mother tongue”.
How could you value them? Which example would you provide during a job interview?
....................................................................................................................
....................................................................................................................
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Communication
in foreign languages
Communication in foreign languages involves more than the basic skills of communicating in the first language. It implies skills in mediation, language comprehension and understanding other cultures. The degree of mastery depends on several factors including
above and beyond the capacity to listen, speak, read and write.

Understand
1. I am able to listen and understand oral message,
including from native speakers.

2. I can interact appropriately with native speakers.
3. I understand instructions from my employer.
4. I am able to understand written texts:
the gist, details, the implicit.

Express
5. I can find a solution to a problem by communicating even with limited
knowledge of a language.

6. I can handle use a foreign language in everyday situations:

conversation in shops, offices, small talk in the workplace, group work,
discussion.

7. I am able to communicate using appropriate vocabulary and sentences.
8. I can communicate respecting the accent and the pronunciation, with
clear meaning, accent, articulation and pronunciation.

9. I’m aware of the difference between formal and informal language
and can express it.

10. I can use technical language related to my field of work.

Write		
11. I am able to communicate in writing using appropriate vocabulary
and sentences in a professional situation.

12. I can translate written texts.
You have just evaluated your competences in “communication in foreign language”.
How could you value them? Which example would you provide during a job interview?
....................................................................................................................
...................................................................................................................
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Mathematical competence is the ability to develop and apply mathematical thinking in
order to solve a range of problems in everyday situations, with the emphasis being placed
on process, activity and knowledge.
Basic competence in science and technology refer to the mastery, use
and application of knowledge and methodologies that explain the natural world. These involve an understanding of the changes caused by
human activity and the responsibility of each individual as a citizen.

Practical use
1. I am able to convert currency calculate and budget costs
for daily life.

2. I can solve practical problems involving multiplication and division.
3. I can understand and use simple fractions.
4. I can understand, estimate, measure and compare length, capacity,
weight and temperature.

5. I can extract, use and compare information from lists, tables,
simple charts and simple graphs.

6. I show willingness to use mathematical reasoning (models, graphs, charts),
both in personal and professional life.

7. I can create/plan a budget for a specific action/project.
8. I can solve simple mathematical problems without a calculator.
9. I can analyze the level of risk involved in my decisions.

You have just evaluated your mathematical competence and basic competencies in
science and technology. How could you value them? Which example would you provide
during a job interview?
....................................................................................................................
....................................................................................................................

32

4×π×

B=A

-P

sometimes

pyr

00

)B
(n 1
0+
0)B

L=50,000

never

(n

=
2)
-(x+ 2 = 9
-x - 11
-x = -11
x=

Digital competence
Digital competence involved the confident and critical use of information society technology and thus basic skills in information and communication technology (ICT).

Internet
1. I am able to find, understand and use information on the Internet.
2. I use social media to communicate.
3. I am able to understand, critically analyse and utilise
online media.

4. I am able to understand, critically analyse and utilise social media.
5. I understand risks connected to exposing important information
on the web and know what to do to stay secure.

6. I can understand issues surrounding internet security.

Computer
7. I can use a computer.

		

8. I use an e-mail box and write proper formal messages.

		

9. I operate the following applications:
a. I can create tables in Excel, including basic formulas
and the creation of graphs.

		

b. I can create presentations on PowerPoint.

		

c. I can use Word to write reports.

		

d. I can use InDesign or similar software.

		

e. I can use Photoshop or similar software.

		

f. I can use Adobe Illustrator or similar software.

		

10. I can write a CV using computer.

		

11. I can type quickly with my 10 fingers.

		

12. I can program/write computer code.

		

13. I can use computer and other office equipment
(printer, fax, copy machine, binding machine).

		

You have just evaluated your digital competence. How could you value them?
Which example would you provide during a job interview?
....................................................................................................................
....................................................................................................................
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Social and civic
competences

very often

often

sometimes

never

Social competence refers to personal, interpersonal and intercultural competence and
all forms of behavior that equip individuals to participate in an effective and constructive
way in social and working life It is linked to personal and social well-being. An understanding of codes of conduct and customs in the different environments in which individuals
operate is essential.
Civic competence, and particularly knowledge of social and political concepts and structures (democracy, justice, equality, equality,
citizenship and civil rights) equips individuals to engage in active and
democratic participation.

Tolerance and flexibility
1. I adapt easily to new situations.
2. I can balance different views and beliefs to reach a compromise.
3. I am tolerant towards others who have different values.

Control
4. I am resistant to stressful situations.
5. After conflicting situations I can calm down really fast.

Professional behavior
6. I assume responsibility for my actions
and I can recognize my mistakes.

7. I conduct myself in a respectable and professional manner
8. I am aware that I need to control my emotions at work

and stay polite and professional in every situation at work.

Team work
9. I am team-oriented.
10. I can adapt to different work methods within international teams.

You have just evaluated your social and civic competences How could you value them?
Which example would you provide during a job interview?
....................................................................................................................
....................................................................................................................
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Learning to learn
Learning to learn is related to learning, the ability to pursue and organize one’s own
learning, either individually or in groups, in accordance with one’s own needs, and awareness of methods and opportunities.

Want to learn
1. I am able to dedicate time to learn autonomously.
2. I am eager to acquire new skills.
3. I am able to collect information for the purpose of research.
4. I am able to spot an opportunity and seize it.
5. I can take a step back and put things into perspective.

Perseverance
6. I am able to motivate myself and show dedication
7. I am able to persevere with learning

and to be concentrated on objectives.

8. I take my mistakes seriously, but I get over it easily.

Difficulties
9. I pursue my goals even when faced with difficulties.
10. In case of failure, I am capable of self-criticism.
11. I am able to cope with pressure.
12. I can assist in eliminating the stress of others.
13. I am able to recognize the limits of my ability
and know when to ask for help.

You have just evaluated your learning to learn competence.
How could you value them? Which example would you provide during a job interview?
....................................................................................................................
....................................................................................................................
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Sense of initiative
and entrepreneurship

very often

often

sometimes

never

Sense of initiative and entrepreneurship is the ability to turn ideas into actions. It involves
creativity, innovation and risk-taking, as well as the ability to plan and manage projects
in order to achieve objectives. The individual is aware of the context of his/her work and
is able to seize opportunities that arise.
It is the foundation for acquiring more specific skills and knowledge
needed by those establishing or contributing to social or commercial
activity. This should include awareness of ethical values and promote
good governance.

Project management
1. I am able to turn ideas into action by proposing new solutions.
2. I can plan and organize my activities.
3. I can delegate tasks to the relevant people when necessary.
4. I am able to resolve any situations effectively.
5. I can inform the appropriate people and ensure transparency
in difficult situation.

6. I can anticipate the consequences of my actions.
7. I can evaluate the success of my activities after they have ended.
8. I can take initiatives and propose ideas to my supervisor.
9. I am able to accept and apply constructive analysis, evaluation
and criticism of ideas.

You have just evaluated your sense of initiative and entrepreneurship.
How could you value them? Which example would you provide during a job interview?
....................................................................................................................
....................................................................................................................
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Cultural
awareness and expression
Cultural awareness and expression involves appreciation of the importance of the creative expression of ideas, experiences and emotions in a range of media (music, performing arts, literature and the visual arts…).

Tolerance and flexibility
1. I have experienced cultural and religious differences.
2. I am interested in current local cultural customs/events
happening abroad and n work of arts and culture.

3. I understand multicultural and socioeconomic differences.
4. I respect other work cultures and beliefs

and I am tolerant with people whose values differ from mine.

5. I adapt myself to the context and to local cultures and I act accordingly.
6. I can explain my own culture to a foreigner.
7. I can explain cultural misunderstandings.
8. I understand cultural misunderstandings.
9. I am aware of my prejudices/assumptions on other cultures
but I can go beyond them.

You have just evaluated your cultural awareness and expression.
How could you value them? Which example would you provide during a job interview?
....................................................................................................................
....................................................................................................................
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5
During mobility

very often

often

sometimes

never

Communication
in the mother tongue

1. I talk to my Family and friends in my home country.
2. I write down things I do on a regular basis.
3. I talk about my mobility experience through emails
and blogs and to describe my way of life.

4. I am in touch with my supervisor/PM in home country.
5. I try to transfer knowledge on my mothertongue to local inhabitants.

You have just evaluated your competences in “communication in the mother tongue”.
How could you value them? Which example would you provide during a job interview?
....................................................................................................................
....................................................................................................................
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Communication
in foreign languages

1. I understand what other people say to me in everyday situations.
2. I understand what my co-workers say to me when working.
3. I understand and can perform instructions from my employer.
4. I understand native speakers.
5. I use body language when communicating in a foreign language.
6. I find a solution to a problem by communicating even
with limited knowledge of a language.

7. I express my thoughts in a foreign language in everyday situations
and other people can understand me.

8. I express my thoughts in a foreign language in my workplace
and my co-workers/customers can understand me.

9. I am aware of the difference between formal
and informal language and can express it.

10. I use technical language related to my field of work.
11. I translate written texts.
You have just evaluated your competences in “communication in foreign language”.
How could you value them? Which example would you provide during a job interview?
....................................................................................................................
...................................................................................................................
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Practical use
1. I convert currency (native to local), calculate and budget costs
for daily life.

2. I solve practical problems involving multiplication and division.
3. I understand and use simple fractions.
4. I understand, estimate, measure and compare length, capacity,
weight and temperature.

5. I extract, use and compare information from lists, tables,
simple charts and simple graphs.

6. I show willingness to use mathematical reasoning (models, graphs, charts),
both in personal and professional life.

7. I create/plan a budget for a specific action/project.
8. I perform calculations in a daily situations.
9. I keep my everyday expenses and budget.
10. I analyze the level of risk involved in my decisions.

You have just evaluated your mathematical competence and basic competencies in
science and technology. How could you value them? Which example would you provide
during a job interview?
....................................................................................................................
....................................................................................................................
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Digital competence
Internet
1. I find, understand and use information on the Internet.
2. I use social media to communicate.
3. I understand, critically analyze and utilize online media.
4. I understand, critically analyze and utilize social media.
5. I understand issues surrounding internet security.
6. I understand risks connected to exposing important information
on the web and know what to do to stay secure.

Computer
7. I can use a computer.

		

8. I use an e-mail box and write proper formal messages.

		

9. I operate the following applications:
a. I create tables in Excel, including basic formulas
and the creation of graphs.

		

b. I create presentations on PowerPoint.

		

c. I use Word to write reports.

		

d. I use InDesign or similar software.

		

e. I use Photoshop or similar software.

		

f. I use Adobe Illustrator or similar software.

		

10. I write a CV using computer.

		

11. I type quickly with my 10 fingers.

		

12. I program/write computer code.

		

13. I use computer and other office equipment

(printer, fax, copy machine, binding machine).

		

You have just evaluated your digital competence. How could you value them?
Which example would you provide during a job interview?
....................................................................................................................
....................................................................................................................
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Tolerance and flexibility
1.

I get along with people in the country I am visiting.

2. I adapt easily to new situations.
3. I consider opinions of other people in the team.
4. I communicate with my colleagues.
5.

I balance different views and beliefs to reach compromise.

6. I can manage unexpected events (extra-tasks, etc).

Control
7.

I am resistant to stressful situations.

8. I control my emotions even in difficult situations.
9. After conflicting situations I can calm down really fast.

Professional behavior
10. I apply correct personal hygiene.
12. I dress appropriately. (choice of clothing, make up, jewelry etc.)
13. I show discipline and come in on time.
14. I conduct myself in a respectable and professional manner.
15. I ask and understand what is expected of me.
16. I have a positive attitude.
17. I plan further steps of my actions.
18. I foresee consequences of my actions.
19. I use proper language to adjust to different target audiences.
20. I am aware that I need to control my emotions at work

and stay polite and professional in every situation at work.

44

very often

often

sometimes

never

Social and civic
competences

Team work
20. I am team-oriented.
21. I know my place and role in a team.
22. I can adapt to different work methods within international teams.

You have just evaluated your social and civic competences How could you value them?
Which example would you provide during a job interview?
....................................................................................................................
....................................................................................................................
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very often

often

sometimes

never

Learning to learn

Want to learn
1. I dedicate time to learn autonomously.
2. I am eager to acquire new skills.
3. I accept challenges to acquire new skills.
4. I apply resourcefulness and creativity when problem-solving.
5. I collect information for the purpose of research.
6. I seek out and take into account good advice.
7. I spot an opportunity and seize it.

Perseverance
8. I have the confidence to ask questions

and query established ideas and theories

9. I motivate myself and show dedication
10. I persevere with learning and I’m concentrated on objectives.
11. I take my mistakes seriously, but I get over it easily.

Difficulties
12. I pursue my goals even when faced with difficulties.
13. In case of failure, I am capable of self-criticism.
14. I cope with pressure.
15. I assist in eliminating the stress of others.
16. I recognize the limits of my ability and know when to ask for help.

You have just evaluated your learning to learn competence.
How could you value them? Which example would you provide during a job interview?
....................................................................................................................
....................................................................................................................
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Sense of initiative
and entrepreneurship
Project management
1. I turn ideas into action.
2. I propose new activities to my manager.
3. I search for new and more efficient ways to work.
4. I plan my work ahead.
5. I organize time for unpredicted situations.
6. I prioritize tasks.
7. I stand up for the values and missions of my organization.
8. I manage my activities by collaborating
with different stakeholders.

9. I can give my opinion during discussions
at work regarding a project.

10. I delegate tasks to the relevant people when necessary.
11. I analyze the strengths and weaknesses of a project.
12. I evaluate the success of my activities after it has ended.
13. I find and execute alternatives if the original plan fails.
14. I meet deadlines of the tasks I am given.

Autonomy
15. I am independent in my work.
16. I travel and find my way independently.
17. I am independent in my daily life ( travel, shopping, etc.)
You have just evaluated your sense of initiative and entrepreneurship.
How could you value them? Which example would you provide during a job interview?
....................................................................................................................
....................................................................................................................
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very often

often

sometimes

never

Cultural
awareness and expression

Tolerance and flexibility
1. I have experienced cultural and religious differences.
2. I understand etiquette of other cultures and religions.
3. I am interested in current local cultural customs/events
happening abroad and in work of arts and culture.

4. I understand multicultural and socioeconomic differences.
5. I respect other work cultures and beliefs

and I am tolerant with people whose values differ from mine.

6. I adapt myself to the context and to local cultures and I act accordingly.
7. I can explain my own culture to a foreigner.
8. I can explain cultural misunderstandings.
9. I understand cultural misunderstandings.
10. I am aware of my prejudices/assumptions on other cultures
but I can go beyond them.

You have just evaluated your cultural awareness and expression.
How could you value them? Which example would you provide during a job interview?
....................................................................................................................
....................................................................................................................
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6
After

Mobility assessment

very often

often

sometimes

never

Communication
in the mother tongue

Understand
1. I can interact appropriately.
2. I find it easy to read and comprehend written instructions.

Express 		
3. I am able to transmit an understandable message to others.
4. I am aware of when to use specific levels of language
(colloquial, informal, formal).

5. I am able to competently develop and articulate ideas
and present a justified point of view.

6. I can clearly define and communicate objectives and ideas.
7. I can clearly communicate objectives and ideas.
8. I can express constructive feedbacks and communicate
this feedback effectively.

9. I am able to immediately respond constructively
and critically to ideas of others.

Write		
10. I can organize and structure my thoughts
to create structured reports.

You have just evaluated your competences in “communication in the mother tongue”.
How could you value them? Which example would you provide during a job interview?
....................................................................................................................
....................................................................................................................
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Communication
in foreign languages
Understand
1. I am able to listen and understand oral message,
including from native speakers.

2. I can interact appropriately with native speakers.
3. I understand instructions from my employer.
4. I am able to understand written texts:
the gist, details, the implicit.

Express
5. I can find a solution to a problem by communicating even with limited
knowledge of a language.

6. I can handle use a foreign language in everyday situations:

conversation in shops, offices, small talk in the workplace, group work,
discussion.

7. I am able to communicate using appropriate vocabulary and sentences.
8. I can communicate respecting the accent and the pronunciation, with
clear meaning, accent, articulation and pronunciation.

9. I’m aware of the difference between formal and informal language
and can express it.

10. I can use technical language related to my field of work.

Write		
11. I am able to communicate in writing using appropriate vocabulary
and sentences in a professional situation.

12. I can translate written texts.
You have just evaluated your competences in “communication in foreign language”.
How could you value them? Which example would you provide during a job interview?
....................................................................................................................
...................................................................................................................
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Practical use
1. I am able to convert currency calculate and budget costs
for daily life.

2. I can solve practical problems involving multiplication and division.
3. I can understand and use simple fractions.
4. I can understand, estimate, measure and compare length, capacity,
weight and temperature.

5. I can extract, use and compare information from lists, tables,
simple charts and simple graphs.

6. I show willingness to use mathematical reasoning (models, graphs,
charts), both in personal and professional life.

7. I can create/plan a budget for a specific action/project.
8. I can solve simple mathematical problems without a calculator.
9. I can analyze the level of risk involved in my decisions.

You have just evaluated your mathematical competence and basic competencies in
science and technology. How could you value them? Which example would you provide
during a job interview?
....................................................................................................................
....................................................................................................................
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Digital competence
Internet
1. I am able to find, understand and use information on the Internet.
2. I use social media to communicate.
3. I am able to understand, critically analyse and utilise
online media.

4. I am able to understand, critically analyse and utilise social media.
5. I understand risks connected to exposing important information
on the web and know what to do to stay secure.

6. I can understand issues surrounding internet security.

Computer
7. I can use a computer.

		

8. I use an e-mail box and write proper formal messages.

		

9. I operate the following applications:
a. I can create tables in Excel, including basic formulas
and the creation of graphs.

		

b. I can create presentations on PowerPoint.

		

c. I can use Word to write reports.

		

d. I can use InDesign or similar software.

		

e. I can use Photoshop or similar software.

		

f. I can use Adobe Illustrator or similar software.

		

10. I can write a CV using computer.

		

11. I can type quickly with my 10 fingers.

		

12. I can program/write computer code.

		

13. I can use computer and other office equipment
(printer, fax, copy machine, binding machine).

		

You have just evaluated your digital competence. How could you value them?
Which example would you provide during a job interview?
....................................................................................................................
....................................................................................................................
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very often

often

sometimes

never

Social and civic
competences

Tolerance and flexibility
1. I adapt easily to new situations.
2. I can balance different views and beliefs to reach a compromise.
3. I am tolerant towards others who have different values.

Control
4. I am resistant to stressful situations.
5. After conflicting situations I can calm down really fast.

Professional behavior
6. I assume responsibility for my actions
and I can recognize my mistakes.

7. I conduct myself in a respectable and professional manner
8. I am aware that I need to control my emotions at work

and stay polite and professional in every situation at work.

Team work
9. I am team-oriented.
10. I can adapt to different work methods within international teams.

You have just evaluated your social and civic competences How could you value them?
Which example would you provide during a job interview?
....................................................................................................................
....................................................................................................................
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Learning to learn

Want to learn
1. I am able to dedicate time to learn autonomously.
2. I am eager to acquire new skills.
3. I am able to collect information for the purpose of research.
4. I am able to spot an opportunity and seize it.
5. I can take a step back and put things into perspective.

Perseverance
6. I am able to motivate myself and show dedication
7. I am able to persevere with learning

and to be concentrated on objectives.

8. I take my mistakes seriously, but I get over it easily.

Difficulties
9. I pursue my goals even when faced with difficulties.
10. In case of failure, I am capable of self-criticism.
11. I am able to cope with pressure.
12. I can assist in eliminating the stress of others.
13. I am able to recognize the limits of my ability
and know when to ask for help.

You have just evaluated your learning to learn competence.
How could you value them? Which example would you provide during a job interview?
....................................................................................................................
....................................................................................................................
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very often

often

sometimes

never

Sense of initiative
and entrepreneurship

Project management
1. I am able to turn ideas into action by proposing new solutions.
2. I can plan and organize my activities.
3. I can delegate tasks to the relevant people when necessary.
4. I am able to resolve any situations effectively.
5. I can inform the appropriate people and ensure transparency
in difficult situation.

6. I can anticipate the consequences of my actions.
7. I can evaluate the success of my activities after they have ended.
8. I can take initiatives and propose ideas to my supervisor.
9. I am able to accept and apply constructive analysis, evaluation
and criticism of ideas .

You have just evaluated your sense of initiative and entrepreneurship.
How could you value them? Which example would you provide during a job interview?
....................................................................................................................
....................................................................................................................
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Cultural
awareness and expression

Tolerance and flexibility
1. I have experienced cultural and religious differences.
2. I am interested in current local cultural customs/events
happening abroad and n work of arts and culture.

3. I understand multicultural and socioeconomic differences.
4. I respect other work cultures and beliefs

and I am tolerant with people whose values differ from mine.

5. I adapt myself to the context and to local cultures and I act accordingly.
6. I can explain my own culture to a foreigner.
7. I can explain cultural misunderstandings.
8. I understand cultural misunderstandings.
9. I am aware of my prejudices/assumptions on other cultures
but I can go beyond them.

You have just evaluated your cultural awareness and expression.
How could you value them? Which example would you provide during a job interview?
....................................................................................................................
....................................................................................................................
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7
Monthly
diary

Tick
your mood!
Great
All right

So-so

Sad

How have you been received within your structure?
.......................................................................................................
.......................................................................................................
.......................................................................................................
Have you met your tutor?
• If so, how was the meeting?
.......................................................................................................
.......................................................................................................
.......................................................................................................
• If not, when is it intended that you you encounter?
.......................................................................................................
.......................................................................................................
.......................................................................................................
Have you participated in certain activities of the structure? Which?
.......................................................................................................
.......................................................................................................
.......................................................................................................
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Do you consider you received sufficent information to carry out your mission?
.......................................................................................................
.......................................................................................................
.......................................................................................................
After a few days on the spot, how do you look back at the objectives you stated in your
project form?
.......................................................................................................
.......................................................................................................
.......................................................................................................
Do they look feasible and suitable? Why?
.......................................................................................................
.......................................................................................................
.......................................................................................................
What are your first impressions of your home country?
.......................................................................................................
.......................................................................................................
.......................................................................................................
Have you encountered any difficulties? Which?
.......................................................................................................
.......................................................................................................
.......................................................................................................
If Yes to what solutions have you thought to overcome them?
.......................................................................................................
.......................................................................................................
.......................................................................................................
Have you already encountered local people (apart from the staff of the hostingstructure)?
.......................................................................................................
.......................................................................................................
.......................................................................................................
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Describe your accommodation conditions. Is it what was planned in the tripartite agreement /Partnership agreement?
.......................................................................................................
.......................................................................................................
.......................................................................................................
Do you live with other people? How does this go?
.......................................................................................................
.......................................................................................................
.......................................................................................................
Have you received your allowance?
.......................................................................................................
.......................................................................................................
.......................................................................................................
Do you think it is sufficient compared to the local standard of living?
.......................................................................................................
.......................................................................................................
.......................................................................................................
How do you move in the city? Do you encounter difficulties at this stage?
.......................................................................................................
.......................................................................................................
.......................................................................................................
Do you feel safe in your workplace? In your accommodation?
.......................................................................................................
.......................................................................................................
.......................................................................................................
Have you received additional information on the part of your tutoron:
• The local context for health issues(doctors, hospitals)
.......................................................................................................
.......................................................................................................
.......................................................................................................
• Customs and local standards?
.......................................................................................................
.......................................................................................................
.......................................................................................................
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Do you keep informed on local and national news of your host country?
.......................................................................................................
.......................................................................................................
.......................................................................................................
Do you have problems or concerns whatsoever about your health?
.......................................................................................................
.......................................................................................................
.......................................................................................................
Do you respect your safety guide instructions?
.......................................................................................................
.......................................................................................................
.......................................................................................................
Do you have comments, a story to tell?
.......................................................................................................
.......................................................................................................
.......................................................................................................
.......................................................................................................
.......................................................................................................
.......................................................................................................
.......................................................................................................
.......................................................................................................
.......................................................................................................
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8
Skills glossary
to valorise
the competencies

Action verbs

66

accelerate

create

foster

open

select

accomplish

defend

fulfill

operate

share

achieve

define

gain

organize

speak

adopt

delegate

gather

originate

specify

adopt

deliver

generate

participate

stand

advance

demonstrate

give

perform

strengthen

affect

design

host

plan

structure

affirm

develop

identify

practice

suggest

analyse

devoted

implement

prepare

supervise

appreciate

direct

improve

present

support

assist

discover

influence

produce

sustain

believe

distinguish

inspire

promote

target

brighten

diversify

involve

provide

test

build

earn

launch

pursue

touch

cause

educate

lobby

realize

train

choose

embrace

maintain

receive

understand

compel

encourage

manage

recommend

upgrade

complete

enhance

maximize

reflect

use

compose

enlighten

mediate

remember

utilize

conduct

evaluate

model

reorganize

validate

confirm

examin

modernize

represent

value

connect

excite

motivate

restructure

volunteer

consult

explore

negotiate

revise

work

contribute

facilitate

observe

save

coordinate

formulate

obtain

secure

Values
accomplishment

contribution

growing

recognition

accuracy

courage

honesty

respect

acknowledgment

creativity

independence

responsibility

adventure

directness

innovation

risk taking

authenticity

empowerment

integrity

service

balance

enthusiasm

lack of pretence

sharing

change

evolving

learning

spirituality

choice

excellence

organized

success

collaboration

exercise

partnership

tradition

commitment

focus

performance

trust

community

free spirit

personal power

truth

companionship

friendship

power

vitality

connectedness

fulfilment

productivity

recognition

contentment

full
self-expression

recognition

respect
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Nouns
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ability

credit

function

product

accomplishment

customer

goal

profit

accuracy

cycle

goods

program

acquisition

data

improvement

project

activity

deal

income

promotion

advice

decision

initiative

qualification

assistance

design

instruction

quality

assistant

document

invention

record

balance

duty

job

return

campaign

education

judgement

safety

capability

employee

knowledge

satisfaction

career

employer

labor

schedule

change

energy

leader

system

communication

enterprise

leadership

team

computer

entrance

management

technology

conference

environment

meeting

time

confidence

evaluation

operation

transaction

contract

excellence

partner

user

control

experience

people

visit

cost

facility

plan

work

course

finance

price

workflow

Communication: address, call, collaborate, contact, correspond, diagnose, elicit, hear,
influence, listen, negotiate, present, settle, speak, tell
Creativity: build, compose, conceptualize, create, design, direct, discover, entertain, illustrate, invent, innovate, model, originate, paint, perform
Helping/assisting: aid, assist, care, counsel, diagnose, educate, encourage, facilitate,
influence, refer, support, teach, volunteer
Improvement: add, decrease, eliminate, enhance, increase, maximize, minimize, remove,
sharpen, shorten, speed, terminate
Initiative: call, create, devise, design, develop, formulate, found, generate, initiate, launch,
set up, start
Leadership: coach, coordinate, delegate, direct, drive, enable, enforce, encourage, establish,
guide, inspire, lead, manage, mentor, motivate, organize, supervise
Organization: arrange, collect, distribute, file, inspect, maintain, monitor, organize, plann,
prepare, processe, record, review, schedule, sort, standardize, systematize, update, verify
Problem-solving: analyze, assess, classify, create, design, develop, evaluate, invent, isolate,
map, optimize, prioritize, revise, solve, test
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Adjectives
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accurate

attentive

conscientious

active

committed

consistent

adaptable

communicative

creative

advanced

complex

studious

ambitious

complete

team-centred
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