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1. Introduction 

Overview 

This manual constitutes the primary intellectual output of the E-MOTION project, a strategic initiative 

designed to facilitate and support the reintegration of women into the labour market. In today’s rapidly 

evolving global economy, possessing technical qualifications or "hard skills" is no longer the sole 

guarantor of securing employment. Employers increasingly prioritize "soft skills"—competencies such as 

emotional intelligence, adaptability, effective communication, and resilience—as the decisive factors for 

professional success and long-term retention. 

Purpose 

The comprehensive purpose of this manual is to provide a structured, practical, and scalable resource for 

two distinct but interconnected groups: 

1.​ Job Counsellors and Trainers: To provide professionals with a verified methodology based on 

Emotional Intelligence (EI) and Neuro-Linguistic Programming (NLP). This allows counsellors to go 

beyond basic CV editing and address the root psychological and behavioral barriers facing their 

clients. 

2.​ Job Seekers (specifically women): To offer concrete, actionable tools that improve social and 

labour inclusion. The manual aims to reinforce employability, boost confidence for interviews, and 

encourage self-employment as a viable career path. 

This manual specifically addresses the needs of low-skilled or long-term unemployed adults. It focuses 

on mobilizing the internal resources required not just to find a job, but to navigate the complex social 

dynamics of modern workplaces. 

 

2. Methodology 

Development Process 

The content of this manual was developed through a rigorous process of transnational cooperation 

between organizations in Turkey, Spain, and Portugal. The methodology is grounded in the empirical 

observation that psychological barriers—such as fear of rejection, lack of self-confidence, and rigid 

mindsets—are often greater obstacles to employment than a simple lack of technical training. By 

addressing these internal factors, we prepare candidates to acquire external skills more effectively. 

The "Pill and Tool" Approach 

The manual utilizes a modular learning approach designed for flexibility and ease of use: 

●​ The "Pill" (Theory): Each chapter begins with a "Pill"—a concise theoretical overview of a specific 

soft skill. The Pill defines the skill, corrects common misconceptions, and explains why it is a critical 

asset in a professional context. It serves to build the intellectual foundation and motivation for 



learning. 

●​ The "Tool" (Practice): Following the theory, the "Tool" provides a practical, hands-on activity or 

worksheet. These tools are designed to turn abstract theory into practiced behavior. They can be 

utilized in group workshops, one-on-one counseling sessions, or for individual self-reflection. 

●​ To access the fully developed content of each Pill and Tool, please follow the link provided: 
https://e-motion-eu.eu/products 

 
Target Groups 

While the primary design focus is on unemployed women and the counsellors who support them, the 

versatility of these materials makes them applicable to a broader audience, including: 

●​ Long-term unemployed individuals seeking to modernize their professional profile. 

●​ Entrepreneurs looking to build resilient, emotionally intelligent teams. 

●​ Adult education centers, NGOs, and public employment agencies seeking to upgrade their training 

curricula. 

 

3. Chapter 1: Self-Awareness 

3.1 Topic: Mapping Your Inner Landscape 

Definition: Self-awareness is the conscious knowledge of one’s own character, feelings, motives, and 

desires. It involves knowing one’s internal states, preferences, resources, and intuitions. It is the absolute 

foundation upon which all other emotional intelligence skills are built. 

Core Content: 

To make effective, sustainable career decisions, we must first "map" our internal world. This landscape 

consists of four distinct areas that drive our behavior: 

1.​ Internal States: The emotions you are feeling at any given moment (e.g., anxiety, excitement, 

fatigue, flow). Recognizing these states in real-time helps you manage your reactions, rather than 

being controlled by them. 

2.​ Preferences: What you naturally like or dislike. This goes beyond hobbies to work styles. Knowing 

that you prefer "quiet, focused, independent work" over "loud, collaborative, fast-paced 

environments" is crucial for choosing a job where you will thrive rather than burn out. 

3.​ Resources: Your learned skills and inherent talents. These are the tools you carry with you into the 

workplace, including both technical abilities (using software) and soft traits (patience, 

organization). 

4.​ Intuitions: That "gut feeling" about a person or opportunity. Learning to listen to this subtle signal 

can guide you away from toxic workplaces or toward hidden opportunities that logic might miss. 

Relevance: A lack of self-awareness often leads to "misalignment"—accepting a job that conflicts with 

your preferences or ignores your core resources. By understanding these four aspects, you move from 

"just looking for any job" to "seeking a role that fits who I am," drastically increasing long-term success. 

https://e-motion-eu.eu/products


3.2 Topic: Your Professional Brand Image 

Definition: Professional Self-Awareness extends beyond knowing your inner feelings; it includes 

understanding how those feelings and behaviors are perceived by others. This is often called your 

"Personal Brand"—the reputation and promise of value you present to an employer. 

Core Content: 

One of the most challenging aspects of self-awareness is recognizing the gap between Identity (how you 

see yourself) and Image (how others see you). 

●​ Example: You might see yourself as "passionate and energetic," but a recruiter might perceive you 

as "aggressive or overbearing" if you don't regulate your volume and tone. 

●​ Example: You might see yourself as "careful and thoughtful," but an employer might perceive you 

as "slow or indecisive." 

Successful job seeking involves closing this gap. High self-awareness means you can step outside yourself 

and view your resume, your outfit, and your body language through the eyes of a stranger. 

Consistency is Key: Your brand must be consistent. If you claim to be "detail-oriented" (Internal 

Resource) but your CV has spelling errors, your brand is broken. Self-awareness allows you to catch these 

inconsistencies before the interview. 

 

3.3 Activity: Personal Resource Inventory 

Objective: To identify and formalize one’s internal states, preferences, and resources for use in job 

seeking, moving from vague feelings to concrete data. 

Instructions: 

1.​ States (The Emotional Baseline): Reflect on your typical week. List the 5 emotions you feel most 

often (e.g., anxious, hopeful, frustrated, curious, bored). Be honest about negative states. 

2.​ Preferences (Likes & Dislikes): List 5 professional activities you prefer doing, and 5 you strongly 

dislike. Be specific (e.g., Like = Organizing complex data; Dislike = Cold calling potential clients). 

3.​ Resources (Your Toolbox): List 3 learned or inherent skills you rely on heavily to get through life. 

These are your "anchors" in a storm. 

4.​ Analysis: Look at your lists. How do these factors impact your current job search? 

○​ Prompt: "If I often feel 'anxious' (State) and I dislike 'cold calling' (Preference), I should avoid 

applying for high-pressure sales jobs." 

 

3.4 Activity: The Personal SWOT Matrix 

Objective: To use a strategic business tool to analyze the participant's current standing in the labour 

market, distinguishing between internal control and external reality. 

Instructions: 

1.​ Internal Factors (You - Control): Fill in the top two quadrants. 



○​ Strengths: What do you do better than others? What unique certifications or soft skills do you 

possess? 

○​ Weaknesses: What tasks do you avoid? What skills are you missing? (Honesty here is vital for 

growth). 

2.​ External Factors (The World - No Control): Fill in the bottom two quadrants. 

○​ Opportunities: Is your industry growing? Is there a new technology you could learn? Are there 

local networking events? 

○​ Threats: Is the industry shrinking? Is there high competition? Are automation tools replacing 

your old job? 

3.​ The Strategy Match: Draw lines connecting your Strengths to your Opportunities. 

○​ Prompt: "How can I use my specific Strength (e.g., communication) to take advantage of that 

Opportunity (e.g., a new networking event)?" 

 

4. Chapter 2: Self-Regulation 

4.1 Topic: Emotional Anchors 

Definition: Self-regulation is the ability to act in one's long-term best interest, consistent with one's 

deepest values. It involves the ability to calm oneself down when upset and cheer oneself up when 

feeling down. 

Core Content: 

For a job seeker, self-regulation involves two distinct emotional anchors that stabilize them during the 

turbulence of unemployment: 

1.​ Crisis Management (Calming Down): The ability to de-escalate anxiety, anger, or panic when facing 

rejection or stress. This prevents immediate negative reactions—like snapping at a potential 

employer or giving up—that could harm professional relationships. 

2.​ Sustaining Morale (Cheering Up): The ability to self-motivate when feeling discouraged, lethargic, 

or hopeless. This is crucial for maintaining the stamina required for a job search that may last 

months. 

Values as a Guide: How do we know what our "best interest" is? It is defined by our deepest values. 

When an immediate impulse (e.g., "I don't want to go to this interview because I'm nervous") conflicts 

with a long-term goal ("I want to provide for my family"), self-regulation is the bridge that allows us to 

choose the value over the impulse. 

4.2 Topic: Resilience 

Definition: Resilience is a key component of self-regulation. It is the capacity to recover quickly from 

difficulties or setbacks. In the context of job seeking, it is the ability to hear "no" and maintain the 

motivation to ask again. 

Core Content: 



●​ The "Resilience Muscle": Many believe resilience is a trait you are born with. However, psychology 

tells us resilience is like a muscle. Every time you face a rejection, process the pain, and choose to 

try again, you are strengthening your ability to handle future stress. 

●​ Recovery vs. Prevention: You cannot prevent rejection; even the most qualified candidates get 

rejected. Therefore, your goal should not be to avoid failure, but to shorten your recovery time. 

Self-regulation helps you move from "I am devastated" to "I am ready to try again" in hours rather 

than weeks. 

●​ Rejection is Data, Not Definition: When a door closes, it is easy to internalize it as a statement 

about your worth ("I am not good enough"). A resilient mindset views rejection as objective data 

("My resume didn't highlight the right skills for this specific role"). By viewing it as data, you can fix 

the strategy without breaking your spirit. 

 

4.3 Activity: The Long-Term Interest Check-In 

Objective: To develop the ability to pause during emotional stress (trigger moments) and apply 

techniques to return to a state consistent with long-term goals. 

Instructions: 

1.​ The Conflict: Identify a Short-term vs. Long-term conflict. 

○​ Example: Short-term desire to avoid a difficult phone call (Fear) vs. Long-term desire for 

financial stability (Value). 

2.​ The Pause: Close your eyes and take 5 deep, slow breaths. Focus entirely on the physical sensation 

of breathing. This interrupts the "fight or flight" response and engages the rational brain. 

3.​ Journaling: Write down the Trigger and the Feeling. Then answer the crucial question: "What 

action would align with my deepest values right now?" 

4.​ Action Plan: Identify one immediate step to take that honors that long-term value (e.g., "I will draft 

the email now, even if I send it later"). 

 

4.4 Activity: The Rejection Reset Button 

Objective: To provide a structured method for processing the disappointment of job rejection 

immediately after it happens, separating self-worth from the outcome. 

Instructions: 

1.​ Acknowledge the Sting: Don't suppress the emotion. Write down exactly how you feel ("I am 

feeling frustrated/sad because..."). 

2.​ Separation (Facts vs. Story): Separate what actually happened from the narrative you are creating. 

○​ Fact: "I received an email saying they chose another candidate." (This is neutral). 

○​ Story: "I am unemployable and will never find a job." (This is false). -> Cross this out. 

○​ Correction: "I wasn't the right fit for this specific puzzle piece." 

3.​ The Lesson: Identify one thing you did well (to build confidence) and one thing to change for next 



time (to build competence). 

4.​ The Reset Action: Do a physical action to signify the reset (e.g., shred the paper, wash your face, 

take a walk). Then, open a new blank application. 

 

5. Chapter 3: Empathy 

5.1 Topic: Empathy as a Professional Asset 

Definition: Empathy is the action of understanding, being aware of, being sensitive to, and vicariously 

experiencing the feelings, thoughts, and experience of another, even if not explicitly communicated. 

Core Content: 

Empathy is often viewed as a purely social skill ("being nice"), but it is a critical professional asset, 

especially in growing sectors like elder care, customer service, and team management. Employers value 

empathy because it allows an employee to "read the room" and predict problems before they escalate. 

●​ Vicarious Experience: The core of empathy involves stepping out of your own perspective and 

asking, "If I were in their shoes, facing these specific constraints, how would I feel?" 

●​ Decoding Unstated Needs: In a professional setting, clients and colleagues rarely say exactly what 

they need emotionally. 

○​ A client complaining about "price" might actually be feeling insecure about the quality or their 

own budget. 

○​ A colleague missing a deadline might be feeling overwhelmed rather than lazy. 

○​ Understanding these unstated needs leads to faster conflict resolution and stronger loyalty. 

 

5.2 Topic: The Science of Active Listening 

Definition: Active Listening is the external action of empathy. It requires the listener to fully concentrate, 

understand, respond, and then remember what is being said. It is distinct from simply "hearing," which is 

a passive physical process. 

Core Content: 

Most communication failures happen because we are listening at the wrong level. 

1.​ Ignoring: Not listening at all; completely disengaged. 

2.​ Pretending: Nodding and saying "uh-huh," but the mind is elsewhere. 

3.​ Selective Listening: Hearing only what fits your own agenda or confirms what you already believe 

(confirmation bias). 

4.​ Empathetic (Active) Listening: Listening with the specific intent to understand the other person's 

frame of reference, feelings, and needs, not just their words. This builds trust and uncovers hidden 

information. 

 

5.3 Activity: Decoding Unspoken Needs 



Objective: To practice being sensitive to the vicarious experience of others without relying on explicit 

verbal communication. 

Instructions: 

1.​ Scenario Analysis: Read a card describing a conflict (e.g., "A customer returns a product 

aggressively, shouting that it doesn't work"). 

2.​ Vicarious Experience: In pairs, discuss the implicit layer. Dig beneath the surface behavior. 

○​ Question: What is this person feeling beneath the anger? (Embarrassment? Financial pressure? 

Fear of being cheated?). 

3.​ Strategy Development: Develop a response strategy based purely on this empathetic 

understanding. 

○​ Task: Write one sentence to de-escalate the situation that addresses the emotion, not just the 

fact. (e.g., "I can see you are frustrated, let's sort this out immediately.") 

 

5.4 Activity: The 3-Level Listening Challenge 

Objective: To train participants to stop "rehearsing their response" while others are talking and instead 

listen for Content, Emotion, and Intent. 

Instructions: 

1.​ Setup: Divide into pairs (Speaker and Listener). The Speaker picks a topic card and speaks for 2 

minutes. 

2.​ The Challenge: The Listener is not allowed to interrupt. No questions, no advice, no nodding 

aggressively. Just focus. 

3.​ The Loop Back: Once the Speaker finishes, the Listener must "loop back" (summarize) what they 

heard on three levels before the conversation can continue: 

○​ Content: "What I heard you say was..." (The facts/data). 

○​ Emotion: "You seemed to feel..." (The tone, body language, frustration/excitement). 

○​ Intent: "It sounds like what you really want is..." (The underlying need or goal). 

 

6. Chapter 4: Communication 

6.1 Topic: Principles of Effective Communication 

Definition: Communication is the process of exchanging information, ideas, feelings, or messages 

between two or more people to create shared meaning. It is the bridge between confusion and clarity. 

Core Content: 

●​ Objectives of Communication: We communicate to Inform (convey facts), Express (share feelings), 

Persuade (convince others), or Establish Relationships (build social bonds). 

●​ Verbal vs. Non-Verbal: 



○​ Verbal: Uses words for precision. 

○​ Non-Verbal: Uses gestures, facial expressions, posture, and tone. 

○​ The Conflict Rule: When verbal and non-verbal messages conflict (e.g., saying "I'm fine" with 

clenched fists), people almost always believe the non-verbal signal. 

●​ Communication in Teams: Effective team communication requires clarity, a healthy feedback 

culture, transparency, and adaptability to different communication styles. 

●​ Barriers to Communication: 

○​ Physical: Noise, distance, poor technology. 

○​ Psychological: Prejudice, stress, emotions, lack of trust. 

○​ Linguistic: Jargon, language differences, unclear definitions. 

 

6.2 Activity: How to Announce Something Negative 

Objective: To work on the specific vocabulary and body stance used to describe something negative 

without showing hostility or damaging the relationship. 

Instructions: 

1.​ Setup: In groups of 2, one participant identifies a negative behavior or habit of the other (or uses a 

role-play scenario like "bad breath," "chronic lateness," or "an error in a report"). 

2.​ The Delivery: The participant must tell the other person the negative news. They should aim for 

neutrality and helpfulness. 

3.​ Feedback: The receiver gives feedback on how the message was received. Did they feel attacked? 

Did they feel supported? How could the wording be softer? 

4.​ Switch Roles: Repeat the process. 

○​ Key Learning: Finding a positive, constructive way to announce negative things brings 

professional maturity. It preserves the relationship while fixing the problem. 

 

6.3 Activity: Imitation Game 

Objective: To develop active listening and awareness of non-verbal communication power. 

Instructions: 

1.​ Setup: Groups of 2. One is the "Leader," the other is the "Mirror." 

2.​ Action: The Leader makes big, expressive gestures, facial expressions, and movements (no words). 

3.​ Imitation: The Mirror must reproduce exactly what the Leader does in real-time, matching energy 

and speed. 

4.​ Debrief: Discuss how non-verbal cues convey energy and intention even without words. How hard 

was it to pay that much attention to someone else's body language? 

 

7. Chapter 5: Flexibility 



7.1 Topic: Adapting to the Evolving Labour Market 

Definition: Flexibility (or Change Tolerance) is the ability to alter oneself or one's responses to changed 

circumstances or environment. It demonstrates the ability to learn from experience and improves the 

fitness of the learner as a competitor. 

Core Content: 

●​ The Only Constant is Change: The world of work is not static. Industries rise and fall, technologies 

evolve, and hiring practices shift. A successful job seeker cannot rely solely on the methods that 

worked five or ten years ago. 

●​ Mental Preparedness: Flexibility is less about having a specific technical skill and more about a 

mindset. It is the mental preparedness to say, "The environment has changed, so I must change my 

approach." 

●​ Market Shifts: If a specific job role is disappearing, a flexible candidate looks for transferable skills 

rather than waiting for the old role to come back. 

●​ Altering Strategies: To be competitive, you must be willing to alter old strategies. If a resume 

format isn't getting results, or if a networking approach is hitting dead ends, flexibility requires you 

to stop, assess the new environmental factors, and pivot to a new strategy immediately. 

 

7.2 Topic: The Growth Mindset Advantage 

Definition: Growth Mindset is the belief that basic abilities can be developed through dedication and 

hard work. It contrasts with a "Fixed Mindset," which assumes intelligence and talent are static traits. 

Core Content: 

●​ Fixed Mindset: Believing your qualities are carved in stone. ("I am an administrator; I cannot do 

sales," or "I am too old to learn computers.") This mindset makes change terrifying because if you 

can't do it now, you think you never will. 

●​ Growth Mindset: Believing that new skills can be learned. ("I haven't used this software before, but 

I can learn it.") This mindset makes change an exciting challenge. 

●​ The Power of "Yet": A simple way to build flexibility is adding the word "yet" to the end of negative 

sentences. 

○​ Fixed: "I don't have the qualifications for this job." 

○​ Growth: "I don't have the qualifications for this job yet." 

 

7.3 Activity: The Unexpected Interview Scenario 

Objective: To practice altering one’s strategy (flexibility) based on sudden shifts in information or 

circumstances. 

Instructions: 



1.​ Preparation: Participants are given a job profile and prepare for a simulated interview. They plan 

key talking points to fit that profile. 

2.​ The Curveball: Just before or during the simulation, the "Interviewer" introduces a major, 

unexpected change. 

○​ Examples: "Actually, this role now requires 50% travel," or "We need a technical specialist, not 

a manager." 

3.​ The Pivot: Participants must incorporate this new information immediately into their responses. 

They must demonstrate the capacity to alter their perspective and sell themselves under the new 

constraints, rather than sticking to their prepared script. 

 

7.4 Activity: The Transferable Skills Bridge 

Objective: To translate "rigid" personal experiences or past roles into flexible professional vocabulary 

suitable for a modern CV. 

Instructions: 

1.​ The "Rigid" List: In column one, list experiences felt to be "irrelevant" (e.g., raising children, 

volunteer work, hobbies). 

2.​ The Bridge (Analysis): In column two, break down what was actually required to do that task. 

○​ Example (Raising Kids): Conflict resolution, budgeting, scheduling, crisis management. 

3.​ The Translation: In column three, rename these tasks using "Power Words." 

○​ Result: "Logistics Management," "Event Coordination," "Budget Oversight." 

4.​ The Pitch: Practice introducing yourself using only the new professional vocabulary from column 

three. 

 

8. Chapter 6: Time Management 

 
8.1 Topic: Awareness, Prioritization, and Action 

Definition: Time management is the ability to plan and control how you spend your hours to accomplish 

tasks effectively. It is not about doing more, but about doing what matters. It involves Awareness (where 

time goes), Prioritization (what is important), and Action (execution). 

Core Content: 

●​ The Eisenhower Matrix: A classic tool for organizing tasks by Urgency and Importance. 

○​ Urgent + Important: Do it now (Crises, Deadlines). 

○​ Not Urgent + Important: Plan it (Strategy, Skill building, Exercise). This is where growth 

happens. 

○​ Urgent + Not Important: Delegate (Interruptions, some emails). 

○​ Not Urgent + Not Important: Eliminate (Social media scrolling, Time wasters). 



●​ Energy Management: Time management is actually energy management. Match tasks to your 

energy cycles. Do deep work when your energy is high (often mornings) and admin tasks when 

energy is low. 

●​ Time Blocking: Divide the day into dedicated blocks for specific types of work rather than 

multitasking. 

 

8.2 Activity: Time Budget for a Goal 

Objective: To learn to prioritize tasks based on goals and visualize time usage as a finite financial budget. 

Instructions: 

1.​ Choose a Goal: Select a specific personal or professional objective (e.g., finding a job, learning a 

language). 

2.​ Allocate: Participants receive a "24-hour budget." They must allocate hours according to their 

current daily routine. 

3.​ Reflect: Look at the budget. What activities support the goal? What activities block it? 

4.​ Rebalance: Adjust the budget to align with the priority goal. What needs to be cut to "afford" the 

goal? 

5.​ Debrief: Discuss how daily micro-choices influence long-term success. 

 

8.3 Activity: The Emotional Time Log Challenge 

Objective: To reveal hidden "energy sinks" and identify peak performance windows by tracking mood 

alongside time. 

Instructions: 

1.​ Log Everything: For one week, log activities in 30-minute blocks. 

2.​ Emotional Rating: Immediately after a block, assign a rating (1-5) reflecting your mood/energy 

(1=Draining, 5=Energizing). 

3.​ Analyze: At the end of the week, highlight activities rated 1 or 2. Calculate the total time spent on 

them. 

4.​ Re-Engineer: Strategically redesign the next week. Can you eliminate, delegate, or time-box these 

draining tasks? Can you move important work to your "Level 5" energy times? 

 

9. Chapter 7: Motivation 

9.1 Topic: Sustaining the Drive 

Definition: Motivation is the inner drive that pushes us to take action. It can be Intrinsic (purpose, 

passion, curiosity) or Extrinsic (rewards, pressure, deadlines). 



Core Content: 

●​ Signs of Low Motivation: Procrastination, apathy, overwhelm, and negative self-talk are not just 

"laziness"—they are signals that needs are not being met. 

●​ Motivational Triggers (McClelland): Different people are driven by different things: 

○​ Achievement: The need to reach goals and solve problems. 

○​ Affiliation: The need for connection and belonging. 

○​ Power/Influence: The need to impact others or lead. 

●​ Reigniting Motivation: When drive is low, use quick rechargers: physical movement to change 

state, reframing negative thoughts ("I'm still learning" instead of "I'm not good enough"), and 

celebrating small wins to create momentum. 

 

9.2 Activity: Efficient Teamwork (The Motivational Leader) 

Objective: To identify strengths/weaknesses in a group and practice motivating others as a leader. 

Instructions: 

1.​ Scenario: The group is assigned a task that has failed to reach its goals or is stalled. 

2.​ Leadership: One participant is designated as the "Leader." They must find the words and actions to 

motivate the team to improve. 

3.​ Evaluation: The team discusses the efficiency of the leader's approach. Did they use fear? 

Encouragement? Did they clarify goals? 

4.​ Switch Roles: Allow others to practice leadership strategies. 

 

9.3 Activity: Help a Friend with Low Motivation 

Objective: To practice adaptability by tailoring motivational strategies to specific individuals. 

Instructions: 

1.​ Scenario: You see a coworker struggling to work, often distracted or disengaged. 

2.​ Roleplay: In pairs, one person plays the unmotivated worker, the other acts as the colleague. 

3.​ Action: The colleague must discover the source of the low motivation (Is it fear of failure? 

Boredom? Burnout?) and adapt their speech to that specific "pillar." 

○​ Example: If they are bored, offer a challenge. If they are scared, offer support. 

4.​ Debrief: Discuss how "one size fits all" motivation rarely works. 

 

10. Chapter 8: Teamwork 

10.1 Topic: The Power of Cohesion 

Definition: Teamwork occurs when a group works cohesively toward a common goal, fostering a positive 

atmosphere and combining individual strengths to enhance performance. 



Core Content: 

●​ Aligning Efforts: Team members must clearly understand the "common goal." Without this, energy 

is wasted on friction and confusion. 

●​ Leveraging Talent: High-performing teams identify unique strengths (creativity, organization, 

leadership, technical skill) and assign tasks accordingly. They do not expect everyone to be good at 

everything. 

●​ Atmosphere: Cohesion creates a strong, positive working atmosphere. In the labour market, this is 

vital for job stability (resilience during stress) and productivity (mutual support speeds up 

problem-solving). 

 

10.2 Activity: Collaborative Goal Mapping 

Objective: To practice combining individual strengths to achieve a complex, common goal. 

Instructions: 

1.​ Identify Strengths: Each participant reflects and shares their top two personal strengths (e.g., 

detail-oriented, planner, public speaker). 

2.​ The Scenario: Provide a card detailing a required task (e.g., "Planning a Community Event"). 

3.​ Map the Solution: The team maps out a plan to achieve the goal. 

4.​ The Rule: Tasks must be assigned based on the identified strengths of the members. (e.g., The 

"planner" creates the schedule; the "public speaker" handles promotion). 

5.​ Review: Ensure the plan reflects cohesion—how will the members support each other? 

 

10.3 Activity: The "I" Statement Script 

Objective: To practice a communication technique that allows feedback without triggering 

defensiveness. 

Instructions: 

1.​ The Formula: "I feel [Emotion] when [Specific Behavior] because [Impact]." 

2.​ Translation Exercise: Convert accusatory "You" statements into neutral "I" statements. 

○​ Accusatory: "You are ignoring me." 

○​ Translation: "I feel frustrated when my emails go unanswered because it delays the project 

timeline." 

○​ Accusatory: "You are too bossy." 

○​ Translation: "I feel overwhelmed when I am given orders without discussion because I want to 

contribute my own ideas." 

3.​ Roleplay: Practice delivering these statements to a partner. 

 



11. Chapter 9: Conflict Resolution 

 
11.1 Topic: Navigating Conflict Constructively 

Definition: Conflict resolution is the method by which parties find a peaceful solution to a disagreement. 

It involves moving from opposing positions to a shared outcome. 

Core Content: 

●​ Conflict is Natural: Conflict is not a sign of failure; it is a sign of diversity. In any group, opinions will 

differ. 

●​ Destructive vs. Constructive: 

○​ Destructive: Focuses on personalities ("You are lazy"). It seeks to win. 

○​ Constructive: Focuses on ideas ("I think this timeline is unrealistic"). It seeks to solve. 

●​ The Golden Rule: Attack the problem, not the person. 

●​ Reaction vs. Response: A reaction is impulsive and emotional. A response is conscious, thoughtful, 

and aligned with goals. 

 

11.2 Activity: How to Ease a Situation Full of Tension 

Objective: To practice de-escalation techniques and understand conflict sources. 

Instructions: 

1.​ Scenario: Present a tense situation (e.g., A colleague organized a meeting without including a key 

team member, leading to an angry email exchange). 

2.​ Analysis: Break down the conflict components. What are the Needs (inclusion, respect)? What are 

the Fears (being replaced, looking bad)? What were the Triggers? 

3.​ Resolution: Participants propose specific actions to resolve the issue and role-play the 

de-escalation conversation. 

4.​ Learning: When understood, conflict becomes a bridge to better processes, not a wall. 

 

11.3 Activity: Changing Perspectives 

Objective: To develop empathy and understand different perceptions in conflict. 

Instructions: 

1.​ The Scenario: Provide a conflict scenario (e.g., missed deadline). 

2.​ Perspective A: The group writes a reflection or dialogue from the point of view of Person A. What is 

their truth? 

3.​ Perspective B: The group writes the same reflection from the point of view of Person B. 

4.​ Act It Out: Groups exchange and act out the opposing perspectives. 

5.​ Reflection: What changed when you saw the situation through the other person's eyes? Did the 



"villain" become human? 

 

12. Chapter 10: Decision Making 

12.1 Topic: Choosing a Course of Action 

Definition: Decision making is the process of selecting a course of action from multiple alternatives to 

achieve a goal. It is an act of responsibility. 

Core Content: 

●​ Types of Decisions: 

○​ Routine: Daily, low impact (what to wear). 

○​ Strategic: Long-term planning (career path). 

○​ Emotional: Relational choices. 

○​ Emergency: Crisis response. 

●​ The Process: 

1.​ Identify the Goal. 

2.​ Gather Information. 

3.​ Weigh Options (Pros/Cons, Risks). 

4.​ Make the Choice. 

5.​ Take Action & Review (Learn from the result). 

●​ Group Decisions: Requires listening, sharing ideas, and finding a balance between efficiency and 

respect. 

 

12.2 Activity: Team Decisions (Choosing Together) 

Objective: To experience collective decision-making, negotiation, and consensus-building. 

Instructions: 

1.​ Setup: Groups of 4-6. Distribute a concrete scenario card (e.g., "Choose one project to fund with 

limited budget"). 

2.​ Discussion: Allow 10-15 minutes to analyze options and negotiate. 

3.​ Consensus: The group must reach a collective decision. This is not just a majority vote; it must be a 

reasoned compromise that everyone can live with. 

4.​ Debrief: Did all members contribute? Did quiet members get a say? What obstacles arose? How 

was the final choice reached? 

 

12.3 Activity: What If It Were You? (The Three Filters) 

Objective: To analyze the influence of logic, emotion, and ethics on complex decisions. 



Instructions: 

1.​ The Dilemma: Present an everyday dilemma to the group (e.g., "You find a wallet with money but 

no ID"). 

2.​ The Three Filters: Discuss the options using three specific lenses: 

○​ Logic: What is the most rational solution? (e.g., Turn it in to police). 

○​ Emotion: How do you feel about this choice? (e.g., Fear of keeping it, desire for the money). 

○​ Ethics: What aligns with your values? (e.g., Honesty). 

3.​ The Choice: Choose an option and justify it based on which filter was prioritized. 

4.​ Learning: Decision-making improves with conscious reflection on why we choose what we choose. 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



13. Appendices 

Appendix A: Summary of Key Competencies 

●​ Self-Awareness: Understanding internal resources, states, and the gap between identity and image. 

●​ Self-Regulation: Managing emotions (crisis management and morale) to serve long-term goals. 

●​ Empathy: Vicariously experiencing the feelings of others to decode unstated needs. 

●​ Communication: Conveying meaning clearly through verbal and non-verbal channels. 

●​ Flexibility: Adapting mindset and strategy to evolving market conditions. 

●​ Time Management: Prioritizing energy and tasks using tools like the Eisenhower Matrix. 

●​ Motivation: Sustaining intrinsic drive and identifying motivational triggers. 

●​ Teamwork: Fostering cohesion and leveraging individual strengths for shared goals. 

●​ Conflict Resolution: Moving from destructive personal attacks to constructive problem-solving. 

●​ Decision Making: Using logic, emotion, and ethics to make responsible choices. 

 

Appendix B: Additional Resources 

●​ Nonviolent Communication by Marshall Rosenberg (for Communication & Conflict) 

●​ Emotional Intelligence by Daniel Goleman (for Self-Awareness & Regulation) 

●​ MindTools.com (Online resource for practical soft skills tools) 

●​ Erasmus+ Project Results Platform (For project outputs and related initiatives) 

Disclaimer: This publication has been produced with the support of the Erasmus+ Programme of the 

European Union. The contents of this publication are the sole responsibility of the partners and can in no 

way be taken to reflect the views of the NA and the Commission. 
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