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Introduction to the CGC DigiTrans HE Curriculum

Introductory session: What to expect from the CGC DigiTrans HE Curriculum?
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Learning Objective

V Learners can explain the basic rationale of
the CGC Roundabouts for Digital
Transformation Methodology and the
corresponding HE Curriculum.
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Agenda

Exploring our starting points

Introduction to the CGC Roundabout for Transformation
Methodology

Expectations Mapping

The learning journey ahead

c"’ﬂ."L

<3 (4 DigiTrans
"7-/,-;6 9 Co-funded by

the European Union

digitransformation.net Intro 1



Exploring our Starting Points

Task

In this activity, you will physically position yourself along an imaginary
scale in the room to indicate your level of familiarity with certain topics.
One side represents fi n tamiliar at a | theother sidefi v efraymi.l i ar o

Questions

1) How familiar are you with digital competences as a topic in career
guidance?

2) How familiar are you with the concept of multi-actor career
gui dance?o0

c"'r'."L

o (9 DigiTrans
‘7-’,&6 g Co-funded by

the European Union

digitransformation.net Intro 2



Introducing the CGC Roundabout \A
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Expectation Mapping

Task

Note your expectations using the guiding questions. One expectation
per card or sticky note. After collecting your expectations place them
to the fitting category on the board.

Questions

1) What do you hope to learn or achieve during this program?
2) What challenges do you expect to address?
3) How do you think this program will impact your professional practice?
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The Learning Journey Ahead

Introductory session

Unit 1: Digital competences
and the world of work

Session 1.1
How to describe digital
Ccompetences
Session 12
Growing demand for digital
skills onthe job market

Session 13
Digital competence
assessment

Unit 2: The CGC Roundabourt
for Digital Transformation
Method

Session 2.1
Intreduction te the CGC
Roundabout for Digital

Session22
The Engagement phase

SeszionZ3
The Azsessment phase

Session2d
The Planning phase

Session25
The Action phase

Session2.6
The Results & Evaluation
phases
Session27
Recap of Unit 2 and moving to
practical apelications

Unit 3: Application of the
Roundabout Method

Session 3.1
Identification of actorsin
phases of the Roundabout

Session32
Training of counselling using
the Roundabout Method

Session33
Reflection on results of the
Roundabout Method

‘Working with case studies and practical exercises throughout all units,

Unit 4: Transfer of the
Roundabout Method to local
contexts

Sessiond]
Intreduction to transfer &

change

Sessiond2
The engagementstage

Sesziond3
Azzeszment & gapanalysis

Sessiondd
Planning for change &
reflection
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the European Union




DigiTrans V

Unit 1

Digital competences and the world of work
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Sessions Overview

6 Session 1.1: How to describe digital competences?

6 Session 1.2: Growing demand for digital skills on the
job market

6 Session 1.3: Digital competence assessment
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Session 1.1

How to describe digital competences?

Activity 1.1 1: Introduction to Unit 1 & Session 1.1
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Learning Objectives

V Learners can explain the dimensions of the
CGC-DigiTrans competence framework.

V Learners can classify clients' statements
about digital skills according to the
dimensions of the DigiTrans competence
framework.
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How to Describe Digital Competences?
Introducing Digital Competences

Digital Competence Frameworks as Ressource for
Guidance Processes

Different Dimensions of Digital Competence

|dentifying Digital Competences
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Introducing Digital Competences

“o, DigiTrans

digitransformation.net

Co-funded by
the European Union

Activity 1.1.2: Introducing Digital Competences



DigiTrans W

Digital Competence Frameworks as
Resource for Guidance Processes

Activity 1.1.3: Digital Competence Frameworks as
Co-funded by Resource for Guidance Processes
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Why Digital Competences Matter in
Career Guidance

Digital transformation is reshaping jobs and skills
(European Commission, 2020).

How can career guidance professionals help clients
navigate this shift?
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The Role of Competence
Frameworks

Competence frameworks provide structure to understand, assess,
and develop digital competencies in career guidance.

Three key benefits:
V Clarify what digital competence means (for clients, counselors, and

employers).
V Provide a shared language for discussing digital skills in counseling.
VSupport career counselors in assessi
skills gaps.

Weber & Schulz, 2023
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(Digital) Competence Frameworks
Examples

A Digital Competences as sub-dimension
of general competence framework: e.g. OECD
Learning Compass (OECD, 2019a; OECD, 2019b)

Frameworks focused on Digital Competences in
general: e.g. DigComp 2.2 (Vuorikari, Kluzer & Punie,
2022)

Sector/occupation-specific digital competence

:nntggﬂaum frameworks: e.g. Digital Capabilities Framework for

education sector (Jisc data analytics, 2022)

Competence areas DigComp framework, Vuorikari 2022
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tools, basic troubleshooting, awareness of emerging
technologies.

A Information, Data, and Media Literacy i Searching,
evaluating, and managing digital information; critical thinking;
data privacy and security.

A Communication and Collaboration i Digital communication,
teamwork, online collaboration, digital networking.

A Digital Content Creation i Creating and modifying digital
content, digital copyright, self-marketing with digital tools.

CGC DigiTrans Competence \A
Framework
A Technical Proficiency i Operating and maintaining digital

@)
N
A Transversal Competences i Problem-solving in digital K ¢ 5 transversal /

environments, cybersecurity awareness, continuous learning. compstances

CGC DigiTrans Competence Framework Categories,
Weber & Schulz 2023
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How Can Frameworks Be Used in
Career Guidance?

Assessing a cl i einldedtidy stcemgths andaghps.s k i |

10T !
XX

w Guiding skill development T Suggest upskilling pathways.

< /’ Linking digital skills to job market needs i Ensure relevance.

Weber & Schulz, 2023
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How Can You Use Competence
Frameworks?

What relevance do competency frameworks have for
working with clients in the context of counselling processes?
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Different Dimensions of Digital

Competence

1.1.4 Handout DigiTrans Framework — Basic Digital Competences

Category (level 1) Differentiation (level 2)

Technical proficiency . Operatmg technical hardware (PC, tablet, mobile device, robots)

in personal and workplace context

| and workpl ontext

. Operatmg technical dlgltal soﬂware Al, techno\ogy and
i

Information, data and » Getting access to data, information. and digital content by

media literacy browsing, searching and filtering them

content. Deriving information from data

« Managing, storing, and organizing data, information, and digi

« Navigating through, analyzing, evaluating, and interpreting data,
information, digital content and their sources critically

Communication and « Communicating and interacting with other people through digital

collaboration technologies (e. g. e-mails, social media, videocalls|

« Collaborating with other people in groups and digital networks
through digital technologies and tools to produce shared

outcomes to meet shared goals

Digital content « Developing digital content and digital resources by using wort
creation processors, creating spreadsheets, software for production,

design, calculation, and simulation
s Integrating and re-elaborating digital content

Transversal « Creative, critical, and future thinking
competences + Problem solving

» Reflection

« Digital safety

« Digital citizenship

L Weber & Schulz, 2023
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Task for Small Group work (25 min.)

A Focus on the sub-dimensions of your assigned
category of the DigiTrans Framework. Discuss how
these could manifest themselves in the practical work
of CGCs.

A Record practical examples using the handout with the
overview table of the DigiTrans framework.

A Try to find examples for all sub-dimensions in your
assigned category.

Activity 1.1.4: Different Dimensions of Digital
Competence



Identifying Digital Competences

Digital competence groups | Situations from case “John”
Technical proficiency

Task for individual work (15 min.)

Information, data and media
literacy

A Read the assigned case study and mark text
SE—— passages you consider to be indicative of digital
collaboration CompetenceS.

A Assign the text passages to the appropriate
dimension of the DigiTrans framework in the
worksheet.

Digital content creation

Transversal com petences

A After individual work: Compare your results with
the solutions table presented.

A S DigiT
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Identifying Digital Competences

Solution table for A J o hDwo fiou agree? Did you come to different results?

Digital competence groups Situations from case fAJohno

Technical proficiency

Working with a new computer-controlled machinery in the factory
o  Working with digital interfaces
0o Programming the machines.
0  Using software

o0 troubleshooting technical issues

Information, data and media - John was required to interpret production data and reports.

Iiteracy - Understanding and making sense of the digital data.

- Hard to differentiate reliable sources from unreliable ones
Communication and collaboration | Shift to digital communication platforms within the company.

- Challenging to adapt to email and instant messaging for team coordination.

reluctance to engage in online collaborative tools

Digital content creation - Understanding the principles of creating clear and effective digital content.

Transversal competences _ Adaptability

aousladwo) reubia BuiAmuspl ;g T°T ANAnoy

- Digital learning,

- Resilience




Identifying Digital Competences \A

Solution table for AMa r i Do fiou agree? Did you come to different results?
| Digital competence groups [Si t uations from case AMari oo

Technical proficiency Working with PC every day and solid digital skills in most programmes
Handling of the headset

Handling of online meeting links

Information, data and Mario wants to know the background of the data.
media literacy

Mario questions the data sources

Communication and

- online meetings and online counselling
collaboration

Collaboration via digital whiteboard

Creating and collecting ideas via digital whiteboard

Content creation for social media
Support by the younger colleague by re-entering the meeting room again and rearranging setup (digital

problem solving)
Mario recognizes his learning needs ("At some point, we'll have to create another step-by-step learning

course for meo)

aousladwo) reubia BuiAmuspl ;g T°T ANAnoy

Anonymous user steals identity of the network and network tried to fix that (digital security, digital identity)

Verification in social networks (digital identity)

Openness to learning social media skills (digital learning)
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Session 1.2

Growing demand for digital skills on the job market

Activity 1.2 1: Introduction to Session 1.2
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Learning Objectives

V Learners can describe with examples how
the digital transformation has changed
occupational job requirements in different
professions.

V Learners can analyse the usefulness of
labour market information on occupational
competence requirements.
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Growing demand for digital skills on the job
market

Digital transformation of working life

Digital competence mapping with historical job profiles

How to identify current digital competence demands?
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Digital transformation of working life

Activity 1.2.2: Digital Transformation in Working Life
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Digitization vs. Digitalization

A Digitization: Converting analog information into
digital formats (e.g. scanning documents)

A Digitalization: Using digital technologies to
optimize processes (e.g. automated recruitment
procedures).

A Relevance to the labor market: necessity to
adapt to new technologies with corresponding
"Photo” by Unknown author is licensed under CC BY-NC CO m pete n Ce d e m an d S ]

A DiqiT (Weber & Schulz, 2023, pp. 25)
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Digital Transformation

A Broad-scale shift driven by digital technologies
across industries and professions.

A Changes in work processes, workflows, and
competency demands.

A Example: Automation of routine tasks and
increasing need for digital skills.

"Photo" by Unknown author is licensed under CC BY-NC

(Weber & Schulz, 2023, pp. 25)
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Digital Divide

A Disparity in access to digital technologies and
competencies.

A Challenges for specific groups (e.g., older
D, |de workers, low-skilled individuals, rural

, populations).
|~ A Labor market implications: Risk of digital
= exclusion.

"Photo" by Unknown author is licensed under CC BY-SA-NC

- (Weber & Schulz, 2023, p. 30)
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Lifelong Learning

A Continuous learning as a necessity to keep
up with digital developments and changing
competence requirements.

A Central role of training providers and career
counseling.

A Practical example: Training in digital tools for
career counselors.

Visual element from Canva (www.canva.com)
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Evolving Digital Competences
Example T Changes in the role of Career Counselors

Digital technologies require new competences in
career guidance.

Examples:

A Digital communication (emails, video
consultations, chatbots).

A Utilizing digital resources (databases, online
self-assessment tools).

A Data protection and ethical considerations in

R Visual element from Canva (www.canva.com) d | g Ital e nV| ro nm e ntS .
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Digital Competences for CGCs

N

0 5. transversal
competences

(Weber & Schulz, 2023, p. 15)

/'0 e

+C
':/“/;;G DigiTrans

digitransformation.net

Co-funded by
the European Union

Do P P Do =

Technical Proficiency: Using and
maintaining digital tools.

Data and Media Literacy: Critically
evaluating digital information.

Communication & Collaboration: Digital
interaction with clients.

Content Creation: Developing digital
materials for counseling and training.

Transversal Competencies: Problem-solving,
reflection, digital security awareness.

Activity 1.2.2: Digital Transformation in Working Life



Digital Transformation in
Working Life

Conclusion

A Digital transformation is reshaping competency profiles in various industries

A Need for continuous development of digital competences

A Need of support in the idenfitication of competency requirements, assessment
of digital competences and development/identification of suitable trainings
offers.

A Central role of career counseling and life long learning as supporting
measures.
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Digital Transformation in
Working Life

Discussion

A What examples have you observed where digital transformation has
significantly changed competency requirements in a profession?

A What are challenges for CGC in supporting clients resulting from
ongoing digital transformation?
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Oceup Title: 5 y

Deseri ption

Secretaries support the smocth operstions within an organization by performing a variety of
administrative tasks. These tasks include answering telephone calls, writing and sending letters,

I’ and taking They manage the physicsl filing
of documents, organize meetings and events, and handle basic databases. Manual management
and structuring of office workflows are central sspects of the role.

Basic Skills and Competencies

# Telephone and written communication with internal and exdernal contacts.
n =nd maintenance of calendars
anagement of paper documents
physical files and records
» Receiving and assisting visitors and guests
+  Cresting and handiing comespond such as busi letters and invitsti
#  Assisting with the ¢ ization of meetings and events

Basic Knowledge

« Basick fdedge in word p ing (e.g.. Mi Word or typing skills)
+  Familiarity with office equipment (e.g.. fax machine, copier, telephone system)
#  Understanding of company policies and procedures
+ Basic ge in office ization and filing mar
Skills and
*  Assis in travel planning and booking for employees
Basic knowledge in spreadsheets (e.g., Microsoft Excel) for cresting simple tables

»  Basic bookkeeping skills, e g., ma
#  Creating simple presentation mate upon requast
#  Processing incoming and outgoing mail shipments

ing small budgsts or the petty cash

Optional Knowledge

+  Knowledge of basic accounting and bookkeeping

»  Generzal legal foundations for filing and documentation in a business context
Basic knowledge of workplace safety regulations and their application in the office

#  Familiarity with writing and co rules in the i i

.
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Competence Evolution: Then vs. Now
o ‘ Task for Small Group work (15 min.)

A Analyze the Past (5 min.): Review the historical job
profile from 1999. Identify skills and competencies that
seem outdated or less relevant today.

A Imagine the Present (10 min.): Think about how this
profession might look today:

o Where do they think digital tools and competences are
relevant today?

o0 How do the trends from the Digital Transformation
Handout relate to this job profile?

Activity 1.2.3: Competence Evolution: Then vs. Now



Competence Evolution: Then vs. Now
e Plenum Discussion (15 min.)

administrative tasks. These tasks include answering telephone calls, writing and sending letters,

I’ and taking They manage the physicsl filing
of documents, organize meetings and events, and handle basic databases. Manual management
and structuring of office workflows are central sspects of the role.

Basic Skills and Competencies

Telephone and written communication with internal and external contacts A S h a r e y O u r k e y h y p O t h e S e S

Manual organization and maintenance of calendars
FPreparation and management of paper documents

A e past, X was important, but today, Y might be more

Cresting and handiing correspond such as business letters and invitsti

» Assisting with the ¢ ization of mestings and events r e | e V a n t . b

Basic Knowledge

Basic k

fdedge in word p ing (e.g.. Mi Word or typing skills)

.
[ o e e e g ) A Where are you uncertain?
Basic ge in office ization and filing mar

e e i v s A What questions would you research to get a better

Basic knowledge in spreadsheets (e.g., Microsoft Excel) for cresting simple tables
Basic bookkeeping skills, e.g., managing small budgets or the petty cash

picture of current competence requirements?

#  Processing incoming and outgoing mail shipments

Optional Knowledge

Knowledge of basic accounting and bookkeeping
General legal foundations for filing and decumentation in a business context
Basic knowledge of workplace safety regulations and their application in the office
Familiarity with writing and oo pond rules in the i i

A
(5 DigiTrans
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Comparing

Secretarial work: Digital T

y roles

The use of modem office has office p for secret; This has resulted in reduced
manual labour and repetitive work, as well as substantial reductions in paperwork and data entry.

Imagine organising a meeting for internal stakeholders; one change from ene stakeholder would mean that the
the secrel;r‘y"a-&;esn‘t have to call anyone and can access everyone’s calendar with the software suggesting
availabilities for all parties

From software for and document to communication tools, the modern secretary is
at the forefront of utilising technology te streamline office operations, enhance productivity. and facilitate seamless
collaboration. Here are seme examples of such digital tools:

Communication tools

Various communication toels such as video conferencing software, team collaboration platforms, and instant
messaging applications (like Zoom, Microsoft Teams and Skype) have become essential in the modem office. These
digital technologies enable real-time communication, allowing teams to collaborate and i i
irrespective of their physical locations.

ly.

Cloud computing

Cloud computing has revolutionised the modern office by providing scalable and flexible computing resources that car
be accessed remotely. Cloud-based services like cloud storage, applications, and backup solutions like Dropbox and

OneDrive have become integral to everyday office operations, enabling seamless collaboration and data accessibility

from anywhere.

“Technelogy has also allowed information to be centralised online, making backend operations easier. It has also
made information easier to access, especially remotely, enabling collaboration across teams and regions,” says Natal
Chung (Director at Page Personnel Hong Kong).

Productivity tools

One of the most significant impacts of digital technalogy on secretary careers is the automation of repetitive, manual
tasks such as scheduling, email management. filing, data entry, traditional minute-taking, and bookkeeping
responsibilities

Various productivity tools such as project software, task i , time tracking tools,
and automation software streamline workflow processes, enhance productivity, and optimise time management in the
modern office environment,

Some examples of productivity software include Microsoft Office, LibreOffice, Google Workspace, Zoha Office Suite
Power Bl and Apple iWerk.

A
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Task for Group Work (15 min.)

th tod

S

A Analyse the assigned excerpts of current labour

market information and discuss:

A What digital competences are explicitly

mentioned?

A How do todayos
your earlier hypotheses?

j

ob

descr i

A Are digital competences described in enough

detail to guide clients effectively?

A In a next steps share your main findings in plenary

the European Union

discussion.

Activity 1.24:Compari ng
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Learning Objectives

V Learners can describe strengths and
weaknesses of different types of
assessment instruments in different
guidance scenarios

Picture: https://pixabay.com/de/vectors/ziel-pfeil-volltreffer-bullseye-2070972/
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Digital Competence Assessment

Introduction to assessment tools

Hands-on assessment tool exploration with evaluation
framework

Evaluating assessment tools with scenarios

c"'r'."L
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‘7-’,&6 g Co-funded by

the European Union

digitransformation.net

Activity 1.3.1: Introduction to Session 1.3



DigiTrans V

How to assess digital competences?

Introduction to assessment tools & analysis framework

Activity 1.3.2: Introduction to Assessment Tools
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Why Assess Digital Competences?

A Definition: Digital competences include the
ability to use digital technologies safely,

assessing these competences is essential for
education and employment.

A Assessment Goals: Identifying strengths and
areas for improvement to support targeted
development.

¢I critically, and creatively.
x A Relevance: In a rapidly digitalizing world,

L Weber & Schulz, 2023
':°/riGDlngra ne Co-funded by
the European Union
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Different Methods for Digital
Competency Assessment

A Self-Assessments (ITU 2020):
+ Encourages self-reflection; easy to conduct.

I Subjective, potential for biased responses.
, A Performance-Based Tests (ITU 2020):

+ Objective measurement of specific skills, real-world
scenarios.

Peer Assessments (Kinney 2025):
+ Encourages collaborative learning; multiple perspectives.

I Time-consuming to design and implement.
x A

I Potential bias; requires clear criteria.

+C
':/“/;;G DigiTrans
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Instruments to Explore & Evaluate

Focus on three Tools

A Online Questionnaires: Europass Digital Skills
Test i standardized test for measuring digital
literacy based on self-evaluation and
knowledge questions

A Competency Interviews: A structured
interview guide adaptable to different job roles
(Weber et. al 2023).

A Paper-Based Questionnaire: Digital Self-
Efficacy TestT assesses confidence in using
digital tools (Ulfert-Blank & Schmidt 2022). .

v
v
X
X

A
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Tool Evaluation Framework \A\W

assessed?

o How relevant are these competencies
for different client profiles?

Ease of Use and Accessibility Dimensions of the Framework:

o How user-friendly is the tool?
o s it suitable for clients with varying

digital literacy levels? A Competency Scope
Flxibilty and Adaplabily A Ease of Use and Accessibility
o Can the tool be used in different

guidance settings (e.qg., individual,

aroup, rmete? A Flexibility and Adaptability

o s it adaptable for clients from diverse
professional fields?

Depth and Detail of Feedback A De pth and Detall Of Feed baCk
o What type of feedback is provided?

o Is the feedback actionable and practical
for guidance purposes?

l
‘/ Y
digitransformation.net

DigiTrans
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Hands-On Assessment Tool
Exploration & Evaluation

el
questions

Your notes:

Competency Scope

= Which digital competencies are
assessed?

o How relevant are these competencies
for different client profiles?

Ease of Use and Accessibility
= How user-friendly is the tool?

o Is it suitable for clients with varying
digital literacy levels?

Flexibility and Adaptability

o Can the tool be used in different
guidance setfings (e.q., individual,
group, remote)?

o ls it adaptable for clients from diverse
professional fields?

Depth and Detail of Feedback
o What type of feedback is provided?

for guidance purpeses?

= s the feedback actionable and practical

r"L
(o DigiTrans

digitransformation.net
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Task for Small Group work (30 min.)

A Review the assigned assessment tool by

examining provided excerpts, descriptions, or

screenshots.

c al

A Use the Evaluation Framework to
Ssystemat .

y

anal

yze

usability, adaptability, and feedback quality.

Activity 1.3.3: Hand-On Assessment Tool Exploration

t



Evaluating Assessment Tools
with Scenarios

Scenario 1: Supporting an Employer in Digital Upskilling

An employer seeks support in evaluating the overall digital competence level of its workforce
as a first step in planning a company-wide digital upskilling program. This assessment will
help identify general training needs and inform the development of targeted training
initiatives.

Scenario 2: Single Client Seeking Career Training Advice

A client is seeking advice on the digital competencies needed for a specific job goal and
would like guidance on what training would be most beneficial to achieve this objective.

Scenario 3: Developing Community Training for Digital Participation

A training provider is seeking support in developing workshops to improve community
members' digital competencies, aiming to enhance their ability to participate actively in a
digitally transformed society.
A S
"‘;f’,‘;c’ il Co-funded by . _ _
the European Union Activity 1.3.4: Evaluating Assessment Tools with
Scenarios
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Training Goal seé

V Key concepts of the method,
V Innovative potential of the

method,;
V Method description: processes &
steps.
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Key concepts é \A

V Nevtow/ogrwkh Anf@s. . wi t

) -

The different perspectives, experiences,
and skills of the various partners in the

"\rﬁ ,.,-;f; %
- o \' i e 2 ‘g& x\(/w (,).
network should be used to achieve BRe N
concrete solutions to problems for ‘

individuals or organizations é \a

gpala.wordpress.com

Network: Clients - Career counseling - Employers - Educational
providers...

Needs / perspectives / skills

A
°/AG DigiTrans Co-funded by
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Key concepts é\A

V Roundabout for Digital Transformationé..

The «Roundabout» indicates that the
process Is open and flexible. The
counselling process can be initiated by
different actors and during the process
other actors from the network can be
involved with the aim of achieving a
successful solution to the problem.

e-farmsrl.com
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Key concepts &
V Learning Helixe .

The term "learning helix" is used to refer to the possible positive effects, on
individuals and actors, that can be achieved through the process.

Individuals can gain new insights (concepts) about their digital skills and learning
opportunities, through concrete experiences and reflection (micro-level). But the
actors can also arrive at new ideas about necessary further developments, - e.g., of
counselling processes, possibilities of support or further training offers - through
cooperation (concrete experiences) and exchange (reflection of observations)
(meso-level).

A Concrete and active experiences play a special role in the
learning process at both levels.
A Cooperation in the network should be as concrete and practical
as possible to stimulate learning processes.

Picture created with Al
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Innovative potential of the method &

The proposed model contains innovative potential, both conceptually
and in the way it is developed, applied, and evaluated.

Multi-actor career guidance (MACG)

Case based collaboration

. Change in the results

Training needs analysis with reference to digital competences

Tools for practical implementation

Cooperative development, application, and evaluation/assessment

www.sparshgbs.in
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Met hod descripti on: pr

1. Engagement: interest, initial situation,
contracting

2. Assessment: situation, self-assessment and
awareness

3. Planning: based on needs analysis; meaning
of direction, goals, solutions, orientation and
planning, agreements

4. Action: activities, implementation
5. Results: achieve, record and document results
6. Evaluation: reflect and evaluate the process

A . i
'/r\G DigiTrans Co-funded by Picture created with Al
the European Union
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Refl ecti1l on

A Possible barriers of
the CGC Roundabouts
method

A Possible strategies for
resolving the identified
barriers
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Basic considerations on

t he model &

A Organisational or individual
perspective;

A Digital transformation as a relevant
topic

A Generic process model as a base

A Linearity of models and non-
linearity or practice

A Single contacts or counselling
processes

A Methodological knowledge in line
with knowledge about digitalisation

.
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Training Goal\sA
Phase 1: Engagement

Phase Description
1. Engagement - Initiation - what precedes counselling.
(interest, initial - Occasion - client seeks counselling individually.
situation, Counsellor supports client in describing the occasion, e.g., initial
: Situation.
contractin , . .
9 Counsellor and client clarify the interest.
Counsellor makes suggestions on how to proceed (contracting).

Discussions, exercises and case examples!

- (CaDigiTrans
./r.‘G g Co-funded by
the European Union 2.2.1

digitransformation.net



Phase 1: Engagement

Initiation - what precedesc oun s e | ng

In the run-up to counselling, clients have thought about

different things and undertaken activities to recognize or é
Improve their situation. Therefore, at the beginning of a |
counselling process, the question of how an individual (or

organisational) client became aware of the counselling or \
what he/she expects from it, is a relevant topic. ,ww\'\v\A'
\
¢.eev
A -
"‘;f’,‘;c’ rirans Co-funded by
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Phase 1: Engagement

Occasion - client seeks counselling individually. é

Interview opening: Put the client at ease
& Gather general information about the

b 4 -
] 4 O
counseling request .... !_ﬂ ﬂ

Welcome modalities, setting, verbal and non verbal behavior

The engagement of a client (individual or organisational, i.e., a company) into a
counselling or consulting process is the first and very important phase in the process.
':/“/::G DigiTrans
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Phase 1: Engagement

Counsell or supports client | escl

Initial situation-> t hi s phase focuses on the quest
organization has sought support and w

U Counsellor: Relationship building, transparency and security. Open discussion of possible concerns and
interests, sorting of concerns if necessary. Assumes responsibility for the further process with
contracting.

U Individual client: (existing) thoughts on the occasion and the initial situation (existing) emotions
regarding the initial situation can play a role.

U Organisational client: Employer or supervisor seeks counselling. Changes in the company or in the
company's environment require action, e.g., further training is needed due to the recruitment of new
employees.

r"L
(o DigiTrans
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Phase 1: Engagement

Counsellor and client clarify the intereste

Counsellor clarifies with the client the interest and whether
e.g., other actors already play a role (e.g., employer,
employees, or education provider) and whether previous
activities have already taken place.

c"'r'."L
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Phase 1: Engagement

Counsellor makes suggestions on how
to proceed (contracting)..e

The phase ends with a proposal on how to proceed in the process. Here, the
counsellor should already go into the possibilities of working with third partners
and point out the possible advantages. In the case of organizations, it should
also be clarified if interviews with individuals are possible.

Involvement of cooperation partners is addressed as a possibility in the contract, if applicable.
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Tool s é

A Guidelines for clarification of occasion, concern, mandate, and
contract

A Questionnaire for initial interview with emplovers

‘e, DigiTrans
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PRACTICE TIME
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Training Goalsé\A |

Phase 2 Assessment

4.2 Phase 2: Assessment

Phase Description

2. Assessment | Situation

(situation - Current situation

analysis, self- - Current or past activities
assessment, - Experience and knowledge

- Personalforganisational strengths and resources

- Motivation, thoughts, and attitudes for further development (e.g., further
education)

- Previous information / considerations for own development

- Activities to date

- Framework conditions, in particular for learning, personal environment,
time, etc.

- Changes in profession/ job/branches

- Possible future fields of work and requirements

and awareness)

Needs analysis

- Recording digital competences and competence needs

- Use of questioning techniques

- Integration of self-tests (competence self-assessment)

- Connection to requirements in the current or future field of activity

gA S

A
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Phase 2: Assessment

Assessment: situation i analysis i self-assessment &
awareness
In this phase, a general analysis of the 6

personal/organisational situation as well as a specific '
need analysis regarding digital competences is

combined. This can include a conversation about \
relevant influences for the situation (systemic approach) _ N(\V“"\.
and the unfolding of the biographical narrative to \,_eg;?\v‘

understand the professional and personal development
of individual clients and to give him/her the opportunity to
think through his/her own situation.
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Phase 2: Assessment

sar Working with individuals é .

o

Help your client to reflect on actual tasks, own strengths, and experience.

Many tools are available such as taacsirkalysa slallk ynshisis the "‘sitkre drikns:d anal y s
inArvieevr avid seswi@ssa rerdns aneld:ll 4t olioilhl adn@ssiendndioamrsi di gi t al

A Discuss the results of tools with the client. Interpretation and conclusions from this
sidpesp collasorzave mocinlthadorecartobrvcesst.ask i n the ¢ el

o

A The counselor has at disposal several tools (see appendix 4-7 in the manual)

A The counselor should to select the assessment tool that is most functional to the
clibnit seneetdsd.s
':/?:::G DigiTrans
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uments for phase 2 (Assessment)

Instruments for
working with
individuals é.

spendix 4: Task analysis

2 (Assessment)

Aim: Aim of this tool is to stimulate a dialogue and analyses with the
client about his current main work tasks and tasks he likes to perform.

Our everyday life as well as our work is characterised by activities. We
use verbs (activity words) such as "prepare"”, "drive", "write" or
"telephone" to describe what we do. The clients are encouraged to
describe their activities (work context, everyday life) (in writing or in
dialogue). They are also asked which activities they particularly enjoy
doing. Key words can be used to stimulate reflection.

A see manual Appendix 4-7

What do you do in your everyday life and at work? Do you phone,
assemble or plan? Make a conscious decision not to differentiate
between work and leisure. Make a spontaneous note of what comes to
mind. Make sure you use verbs (activity words) in your description.

The following questions can help you:

* What do | do when dealing with people?

* What do | do when dealing with information?

* What do | do when dealing with objects, animals, plants, etc.?

You can use the examples (examples for activities) to complete your list.

2.3.3

This is what | do:



strumento3.pdf
strumento3.pdf

Phase 2: Assessment \A

« « Workikgiwnilga cwnpta . a
S glwitlg pary..

A the analysis of the situation should focus on two levels. From an organisational
perspective, it is necessary to analyse the situation in different functions and
workplaces a job analysis interview (see appendix 8), employee appraisal on digital
competences and training needs (see appendix 9) ... é

A The tools focus on the situation in a company, the conversation with individual
employees help to identify their situation and needs a The tools for working with
individuals can be applied here.

The counsellor/consultant should clarify with whom the results of the
situation analysis and the assessment should / can be discussed.
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dix 8: Simple Job Analysis Interview on Digital Competence Needs

Instruments for
working with a

2 (Assessment)

The method supports the analysis of digital competence needs for a
specific position in an organisation.

company €.

The method intends to provide a simple frame for the analysis of
competence needs in an organisation that can be used when working
with employers. It builds on the DigiTrans competency framework
(Weber & Schulz 2023) and its competence dimensions:

* Technical Expertise

» |Information, Data, and Media Competence

» Communication and Collaboration

» Digital Content Creation

+ Transversal Competences
In addition, the method also provides questions to analyse security

requirements of a position as well as the frequency of technological
changes in the organisation, the training culture in the organisation and
challenges in relation to digital competence development in the past.
Below you can find an example interview guide for a job analysis with an
employer representative. It consists of two parts. A core part that covers
the digital competence dimensions of the DigiTrans Digital Competence
framework. An optional part that could be used situationally and may
provide additional information for planning suitable learning processes or
learning offers.

A see Manual Appendix 8-9

2.3.4

Questions:
« Job Overview and Responsibilities:

-~ Can vt arevada a dataillad Aacerrintian Af tha ink rala
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Phase 1: Engagement

Innovwvenbentemlemberaaiond. c 00 p e

Involvement of cooperation partners, where
appropriate, is included with the contract as a way
of clarifying e.g., digital requirements in profession

or job.
/:G DigiTrans

ISR Co-funded by
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Z score and t score

0 For each factor, sum the values reported by the clients
0 For each factor, calculate the z score. Subtract to the value of the
factor you have just calculated, the Mean of that factor and divide it
with the SD
z=(xnt)/ A
0 For each factor calculate the t score. Multiply the z score just
calculated with 10 and sum 50
t=(2*10) + 50
A
'/r"G DigiTrans Co-funded by

digitransformation.net the European Union
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Writing a Report e

C Service, days, time devoted to assessment
C Motivation for the consultation;

C The relevant aspects of the clinician's professional history;
C The results of the assessment: presentation of the instrument
and the dimensions it proposes to evaluate; presentation with
graph or other graphical representation of the z and/or t points

obtained,;
C Short conclusion on assessment results
C Signature of the professional.

>

./r‘\G DigiTrans

Co-funded by
the European Union
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PRACTICE TIME
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Training Goal sé\A

Phase 3: Planning

4.3 Phase 3: Planning

Phase Description
3. Planning Goal setting
(based on - ldentification of possible goals that the client can / would like to strive
needs analysis; for.
sense of - Differentiation of goals (e.g., in steps).
direction, goals, Planning of solutions - - o
solutions - Research and selection of possible qualification offers.
' ts - |dentification of financial support opportunities.
agreements) - Developing further solution steps that may be necessary before taking
up a qualification.
Agreements for next steps
- ldentify and agree on the steps to be taken until a second meeting.
- Name, describe and agree on concrete activities.
—
o GPigiTrans RENEN Co-funded by

*
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Phase 3: Planning

Goal Seﬂ‘iiﬂg -> Goal setting is on the one hand a very
strong means to motivate people and to give their action Q
direction and energy. Therefore, goal setting in this model is

a part of the planning process. It should be noted that ok

. o WAWS
someti mes goals seem to be « veer ™ w a
wor ko, Al need a new jobo).

| > S
and feasible. \

Goal setting can break down large goals into concrete sub-goals. Or it can narrow a

long-term goal into realistic and plannable steps. In an organizational context, goal

setting is linked to the strategical thinking and ensures that an activity is supported
throughout the further process.

gA S

<,‘Ir . _®
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Phase 3: Planning

Planning solutions -> Planning of the qualification
process is based on sound research for offers matching the
identified needs and the contextual aspects (time, place, ?

learning formats etc.).

A Financial support is often a very important aspect that needs to e\?""‘
be clarified and considered. |
A When qualification and training are proposed and planned as a \

solution aspects concerning finance and practical
arrangements need to be clarify as well. This applies also within

an organization.

L
";‘)/;iGDIgITra ns Co-funded by

the European Union
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Phase 3: Planning

Agreements for next steps -> itis helpful to have

clear agreements concerning the realisation phase. Who is doing ¢
what and how can support be offered during the new learning activity.
Also, steps that follow the training might be relevant and helpful to

share and agree with the client for a longer perspective. TN
o WA

oo™
Depending on the course of the process and the service offered, this =

phase may need more time. It may start in a first meeting and \
be finalized in a second one. This might be especially helpful to

provide clarifications before implementing an action (e.g., starting a

course).

—C
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2.4.3

Instruments
e.

A Gathering overview about further
education training offers (appendix

11):
A System-environment analysis
(appendix 1):

A Translating competence
requirements into CET objectives
(appendix 12):

A Employee logbook (appendix 14)

£ix 11: Gathering overview about further education training offers

12 of the
trument

Sample overviews of continuing education offers

se in the phase

3 (Planning)

Aim

The aim is to obtain a structured overview of training opportunities and to
record and share knowledge within the organisation in a structured way.

Short description

Vogelgesang and Pongratz (2021) describe strategies for funding advice
in the field of economic development, which can be used by actors to
obtain an overview of the most important funding programmes. These
strategies can also be applied to the overview of training provision.
Vogelgesang and Pongratz (2021) point out that it is hardly possible to
know all the offers. Therefore, it is particularly important to get a rough
overview of the provider landscape and to be able to make quick
enquiries through clear contacts on the part of the counsellor. In
addition, the information gathered should be summarised and, if
necessary, visualised. This model for the overview of continuing
education offers, based on Vogelgesang and Pongratz (2021), has its
own adaptations.

Instructions

Template overviews of continuing education offers {Source: own
adaptation, based on Vogelgesang & Pongratz, 2021)
Category Information
Programme

Supplier of further training
Target group(s)

Branches

Learning targets

Learning style (hybrid, in
presence, ...)

Content

Minimum number of
participants

When does the training
takes place?

EimndinAa annart initias
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PRACTICE TIME
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Phase 4: Action

Training Goal Sé\A\W

4.4 Phase 4: Action

Phase Description
4. Action - If applicable, steps are taken that are necessary before the start of the
(activities, further training (e.g., contracts, applications, agreements).
implementation |- Further training measure is realized
steps) - Client takes up further education
- Client gets support where applicable
A
<o (o DigiT
‘/,&G il Co-funded by

digitransformation.net

the European Union

251



Phase 4: Action

A The focus of this phase is the implementation of a planned activity,
e.g., by a client starting further education. 0

A This action usually requires various clarifications in which the |
counselor plays a supporting role providing practical
elements (e.g. preparing applications, making agreements . w(\V\&'
or enter into a contract. (8% W

A Enabling financial support for participation in C-VET may also |
require additional steps. In the case of employed people, it may be
necessary to clarify with the employer the number of working hours
and times for attending C-VET

While attending C-VET, the counsellor may offer support when needed.
This is particularly relevant if the client encounters difficulties (e.g., learning time, reconciling with
other roles).

("L
'/r'\G DigiTrans

digitransformation.net
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Phase 4: Action \A

Counsellor

The Counsellor supports steps necessary before the start of furthef training
(e.g., contracts, applications, agreements.
The Counsellor is approachable if further clarification or support in the
learning process is needed.

Individual client

Active participation in a further training measure.
The client contacts the counsellor, the company, or the training provider

when needed

c"'r'."L
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Phase 4: Action

Organisational client

The company prepares everything for the further training of the

employees. If necessary, the company concludes a cooperation

agreement with the training provider. The company supports the
employees in their continuing education.

Involvement and cooperation

Counsellor cooperates with employers and training providers to clarify
steps needed before starting training. Cooperation partners support the
Implementation of the measure.

c"'r'."L
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Instruments
e.

Next steps and
action plan (see
appendix 15).

Pdamee: of ez
It mien

Mot Sieps and Action Flan

WUse bn 1% Dase

4 Chaikon )

Bl

To doosmraent and concretse nesd sleps and acikons

Shon descriziion The formulated and torminabed aclions haln he clend b2 organze and 2
canlnd acions. The process of planning sunpons realsto esimalons
amnd can prapane a'so dor obstaces White thie acton plan far an
Indisidua focuses on hsmher dnecl coreer and leaming nelated actons., @
pdan for @ eompany oF afgansation soght incdude thie admind st
sleps b0 realse aotons for several shalf

e Inaclions TeLiIOnE:

& What do da
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IonT Was wil ih?: Polermiakorieniemes Kamerecoaching (Vol. 333} (pp
142 i ). Klei-Caota. (Osen Trandg lation]
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Training Goal sé\A
Phase 5: Results

4.5 Phase 5: Results

Phase Description
5. Results - Completion of further education
(achieve, record | - Learning achievements
and document |- Transfer of learning outcomes to the world of work (on the job, job search)
results) - Further support needs
¢, DigiTrans
‘/,&G = Co-funded by

the European Union

digitransformation.net
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Phase 5: Results

A The outcome of the whole process consists essentially
in the completion of C-VET, the identification of learning
achievements and the transfer of outcomes into the
workplace.

A Counselling can support in this phase both reflecting on
learning outcomes and presenting learning outcomes to
employers (e.g. updating application documents).

A Counsellors can also offer support for further steps and
agreed goals that go beyond CVET.

c"'r'."L
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Phase 5: Results

Counsellor

The Counsellor is available if further clarification or
support in transfer is needed.
The Counsellor documents (if applicable) the results/outcomes or
supports the client in presenting the achieved learning outcomes (e.qg.
update of the CV).

Individual client

The Client informs about the results.
The Client takes the next steps, formulates further interest and need for
support (if applicable).

c"'r'."L
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Phase 5: Results

Organisational Client

The company informs the counsellor about the completion of further
training and further concerns.

Involvement and cooperation

Cooperation partners document the results (e.g. give certificate for
training).

(""."L
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Phase 5: Results

Instruments

Continuin
Educationg

Certifi
appendigfi%)e (see

2.6.3

Use in the

|nstruction
s

cuuva

_— I

e ver unvase

rificate

At the end of a continuing edu

I e =

cation programme. it should be ensure

continuing education programme, its content and results aré documenled.

As arule,

the training institution is responsible for provid‘mg such proof
to the name of the panicipan\ and the institution, the title, the period of the training

and the scope of the training should also be documented. The content and
|earning outcomes should also be documen\ed. The record also contains

information on whether @ certificate or @ certificate of attendance has been
obtained. It is also advisable 10 work with the European profile passpor\. See here:

WwW.eurol ass-mfo.deAhl\ s://eur

Form (examp\e)
Continuing educatio

W p p opa euleurogasslen

and had @ total duration of:

“In addition




Phase 5: Results
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Training Goal sé\A
Phase 6: Evaluation

Phase Description
6. Evaluation - Review of the counselling process and results
(reflection and - If applicable: Stimulating a new continuing education process or further
evaluation) career steps (e.g., job search)
A
o JGPigiTrans Co-funded by

digitransformation.net the European Union
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Phase 6: Evaluation

A The object of the evaluation is to reflect and record the
counselling process and results.

A The benefit is, on the one hand, the improvement of the
counselling service and to gain knowledge for better
cooperation in the network.

A On the other hand, the reflection supports the client to
get better insight into his learning journey, strengths, and
future plans.

A It can stimulate clients to continue the learning process
and further career steps

c"'r'."L
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Phase 6: Evaluation \A

Counsellor

The Counsellor guides evaluation and reflection.
The Counsellor is open to suggestions, wishes, criticism.
The Counsellor passes on findings/experiences that are relevant beyond the
Individual case to cooperation partners (anonymous).
The Counsellor supports the client reflecting on learning journeys, strengths
developed, and next steps

Individual client

Client contributes his view on counselling process and results.

c"’”."L
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Phase 6: Evaluation

Organisational Client

The Client contributes his view on counselling process and results.

Involvement and cooperation

Other cooperation partners are included in the evaluation if
needed and applicable.

L
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Phase 6: Evaluation ) \ /A \

Instruments for phase 6 (Evaluation)

Appendix 17: Feedback questions

Name of the Feedback questions

instrument

Use in the phase 6 (Evaluation)

Aim At the end of a continuing education programme, open questions should

be answered and the CGC professional should gather feedback about
the counselling process.

Short description The following questions will support the CCG professional in gathering

feedback an: Appendix 18: Structures feedback form

asked either Name of the Structured feedback form
addition to €/ | jnstrument

providers. Y‘ Use in the phase 6 (Evaluation)
ns m m e n process. Ask [T A feedback form can be used at the end of counselling sessions or the
answers: counselling processes to obtain structured feedback from the client

- What woul (monitoring of the service) and to stimulate the client's reflection (self-
- What woul reflection).
- What went | Short description A structured feedback form can be offered digitally, or paper based. The
- What woul questions in a feedback form should be customised to the respective
_ . H H service. The client should be given time and a protected space to provide
TO O| . Feed baCk queStlonS (Ap pendlx 17) Instructions Questions: feedback without being influenced. It is important for the feedback form to
. . be submitted anonymously (digitally, via a letterbox or similar).
- Tool: Structured feedback form Eolinesling
.

. Instructions Questions for a scale evaluation
(Appendix 18) g v « tully applies,
* mostly applies,
« applies less,
.

Coordinatior
e How does not apply
e What : - < g .
o What Please think back to the interview(s): How would you rate the following
o Tk statements? Please tick one box for each statement. You can then give
e What your feedback on some questions openly.

« The session/ process has confirmed my views on continuing
education.

| got new ideas and answers for my continuing education.

| got answers to my questions.

| learned things that | didn't know before.

The interview motivated me to think more about continuing

2.6.5

20
‘/;KG DigiTrans Co-funded by
the European Union

digitransformation.net



Phase 6: Evaluation
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Goals of the session

A The Unit 2 Recap: a summary of goals and tasks in each phase
A Moving to Practical Applications: final activity and reflective
thoughts on the Method

A
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The Unit 2 Recap

AN

analysis, self-

Phase Description
1. Engagement Initiation - what precedes counselling. . vsA\
(interest, initial Occasion - client seeks counselling individually. o W
situation, Counsellor supports client in describing the occasion, e.g., initial e
; situation.
contractin . . .
9 Counsellor and client clarify the interest. \
Counsellor makes suggestions on how to proceed (contracting).
Phase Description
2. Assessment | Situation
(situation - Current situation

Current or past activities

Experience and knowledge

Personall/organisational strengths and resources

Motivation, thoughts, and attitudes for further development (e.g., further
education)

Previous information / considerations for own development

Activities to date

Framework conditions, in particular for learning, personal environment,
time, etc.

Changes in profession/ job/branches

Possible future fields of work and requirements

assessment,
and awareness)

Needs analysis

Recording digital competences and competence needs
e Use of questioning techniques
e DiaiT Integration of self-tests (competence self-assessment)
e /ﬁG igiTrans

Co-funded by - Connection to requirements in the current or future field of activity
digitransformation.net [ t"e European Union 279




The Unit 2 Recap \

Phase Description
3. Planning Goal setting
(based on Identification of possible goals that the client can / would like to strive W
e veeR
needs analysis; for.
sense of Differentiation of goals (e.g., in steps). \
direction, goals, Planning of solutions . . . .
. Research and selection of possible qualification offers.
solutions, s : o
ts Identification of financial support opportunities.
agreements) Developing further solution steps that may be necessary before taking
up a qualification.
Agreements for next steps
Identify and agree on the steps to be taken until a second meeting.
Name, describe and agree on concrete activities.
Phase Description
4. Action - If applicable, steps are taken that are necessary before the start of the
(activities, further training (e.g., contracts, applications, agreements).
implementation |- Further training measure is realized
steps) - Client takes up further education
- Client gets support where applicable
A
o (= DigiTrans
'/;KG = Co-funded by
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the European Union
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The Unit 2 Recap \Ak\/w
WS

veer ™
Phase Description \

5. Results - Completion of further education

(achieve, record | - Learning achievements

and document |- Transfer of learning outcomes to the world of work (on the job, job search)

results) - Further support needs
Phase Description
6. Evaluation - Review of the counselling process and results
(reflection and - If applicable: Stimulating a new continuing education process or further
evaluation) career steps (e.g., job search)

g
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Moving to Practical Applications
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Moving to Practical Applications
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Overview to sessions

O«

Session 3.1: Identification of actors in phases of the
Roundabout Method using case studies

O«

Session 3.2: Training of counselling using case studies
with the Roundabout Method

Session 3.3: Reflection on results of the Roundabout
Method of own guidance and practice

O«
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DigiTrans V

Session 3.1

ldentification of actors in phases of the Roundabout
Method using case studies (short version)
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Learning goal

V Participants can identify, describe and
reflect actors (counsellor, client,
stakeholders) and their tasks in individual
phases of the method

Picture: https://pixabay.com/de/vectors/ziel-pfeil-volltreffer-bullseye-2070972/
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Warming up é

€ which phases of the Roundabout Method do you
know?

€ which aims does the approach of the Multi Actor
Career Guidance (MACG) have?

é which advantages and difficulties of the approach do
you know?

€ how could actions, thoughts and emotions of actors
be touched or changed within the situation of MACG?
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Case study ANa o mi fi

Introduction

A The fi N a o casedstudy comes from the Dutch partner in the
DigiTrans project

A Itis a complete and successful application of the Roundabout
method

A The case study has country-specific characteristics regarding
training providers, trade unions, employers and counsellors
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Case study ANa o mi fi

Instructions for group work

A Divide into small groups!

A Read the case description!

A Work on the leading questions in your
group!

A Prepare a presentation of your results in
the plenary (ppt-presentation or poster)!

Use 3.1.1 Case study Naomi and 3.1.2 Leading questions Duration: 45 minutes
A
-/pG DigiTrans Co-funded by Session 3.1.4: Instruction for group work

digitransformation.net the European Union
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Closing discussion

Recount your take away from the session e

What are the benefits of
getting to know actors and
stakeholders of the case
study?
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