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COUNSELLING ZONE 3:
EMPLOYMENT
Learning Objectives in this Counselling zone
The objective of the “Employment” counselling zone is to promote knowledge, skills, and
resources of professionals to assist MNAR (Migrant, Newcomers, Asylum Seekers and
Refugees) during their access to the employment.

Relevant and target group of the specific Counselling zone
As seen in the introductory module, this project relevant for the following professionals:
 Educators
 Human resource professionals
 Job councillors
 Language teachers
 Legal councillors
 Pedagogues
 Project workers
 Psychologists
 Social workers
 Trainers
 Volunteers working with labour inclusions
 Volunteers working with social inclusions
 And other professionals working with labour- and social inclusion of MNAR
It is however especially relevant for the following professionals, who will be able to use the
tools directly in their everyday work.
 Educators
 Human resource professionals
 Job councillors
 Pedagogues
 Project workers
 Psychologists
 Social workers
 Trainers
 Volunteers working with labour inclusions
 Volunteers working with social inclusions
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Length and effort

The reading material
The exercises
The video/audio material
The self-assessment
The MOOC in total

Time (hours and minute)
1 hour
1 hour 30 minutes
30 minutes
3 hours

Index of the chapters in this counselling zone
Introduction
Chapter 1: Labour orientation process: Phases and Keys for Intervention
1. Labour orientation definition and main phases
a) Reception phase of the MAR
b) Diagnosis and Evaluation
c) Phases of programming tasks and work actions Commitment to action
d) Execution / Action phase
e) Evaluation phase
Chapter 2: Active job search system
1. Self-application
a) Personal presentation
b) Presentation by phone
c) Presentation by letter
2. Internet
Chapter 3: Tools for active job searching
1. Curriculum Vitae
2. The Cover letter
3. Selection techniques
Self-assessment test
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INTRODUCTION
The process of job orientation is fundamental to achieving the social inclusion of Migrants, Newcomers,
Asylum Seekers and Refugees in Europe, and all over the world. Through this “Employment” Counselling
Zone, you will learn about different theoretical and practical contents to improve your professional intervention
with this group and promote the employability of the user / client. For this purpose, we present below 3 chapters
with theoretical contents, practical exercises, tips and recommendations: (Chapter 1).” Labour Orientation
process: Phases and Keys for Intervention”, (Chapter 2) “Active job search systems” and Chapter 3. Tools for
Active Job Searching.
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CHAPTER 1. LABOUR ORIENTATION PROCESS: PHASES AND KEYS FOR INTERVENTION

Labour Orientation Definition and main phases
a)
b)
c)
d)
e)

Reception phase1
Diagnostic and evaluation phase
Phase of programming tasks and work actions. Commitment to action.
Execution / Action phase
Evaluation phase

1. Labour orientation definition and main phases
"Process" is understood as the "action of going forward", a set of successive phases of a natural phenomenon
or an artificial operation. We also define "orientation" as "action or effect of orienting". We understand the
action of orienting as "informing someone, so that they can remain something, plus the action of directing
someone or something towards a specific end”.
With this information, the "process of orientation for employment" is understood as the process of
orientation for employment is the set of phases, steps and actions sequenced in an orderly and successive way
that allows directing a person towards the objectives that are marked within the labour market, either to access
a job, to stay in it, or to develop within it.
The following are the main phases of the orientation process1. As you can see, this process is circular: in this
way we can transfer to MNAR that the professional’s careers are not static, but dynamic. The needs for
flexibility, adaptations to changes or training are permanent demands in the labour market.

1

Labour orientation process. Five main phases: (1) Reception phase of the MNAR, (2) Diagnostic and
Evaluation phase, (3) Phase of programming tasks and work actions. Commitment to action.

LABOUR ORIENTATION PHASES:

1

For further information, please, see “Counselling Zone 1. Designing Intervention”.

6

A. Reception of MNAR
This first phase must be focused on four main aspects:





To present MNAR the factors and rules that will guide the labour orientation process for employment.
To take decisions by the MNAR for accepting the labour orientation process for employment.
Close the intervention agreement.
Create and establish the professional relationship with the MNAR.

At the beginning of the intervention, you should do the “reception” of the MNAR who is demanding the
employment guidance services. Now you should introduce the service, entity, program. Also, you should
present yourself and the professionals who will be accompanying the person within the guidance process
(training, time of experience…).

NOW IS YOUR TURN! “Complete the following section presented below. Imagine you are doing the
presentation to a newcomer called Mohammed. He is traying to find a job position in a new country,
and you are the first contact of the employment service”.

Now is
time to
build the

Hello Mohammed, my name is _______________________, responsible of the employment
services of our organization. In this service we help people finding a job position by doing the
following actions: _____________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
And please, let me introduce you my colleagues: ___________________________________
Let’s talk about you!

structure, and to share the rules that will guide the labour orientation process. This element will help to create
a good relationship with the MNAR. This is what we call: Agreement of Relationship for the Change.

AGREEMENT OF RELATIONSHIP FOR THE CHANGE IN THE LABOUR ORIENTATION
PROCESS FOR EMPLOYMENT.
We understand agreement as a written or spoken agreement, especially one concerning employment, sales, or
tenancy, that is intended to be enforceable by law. In this case, we are referring about an agreement of two
persons who will stablish a formal relationship to find a job position: the user/client and the labour counsellor.
To ensure the quality of the agreement, four conditions must be considered:
CONDITIONS FOR THE AGREEMENT
1. There must be mutual consent
2. Contractual capacity: the MNAR must have the ability to act
3. The content of the agreement must be specific and well defined
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4.

The agreement must be stablishing in a legal framework

The MNAR client/user of the employment orientation process must not a “visitor” of the services, but an active
“beneficiary/user/customer” of the program. The Agreement will help you in that change of perspective.
You must also evaluate the person’s ability to act. He must have a minimum level of skills, knowledge and
conditions established within the program, that will guide the process of job searching.
The objectives of the agreement must be specific, determined, and possible. It is assumed that the objectives
must be limited, accurate, and should be directly related with the difficulties or with the problems that the
MNAR present.
The objectives of the agreement must be established considering these two key points:



Must be based on observable conducts.
Must be possible and achieved (realistic).

How we concrete the agreement?
You should start with a sequenced presentation of information and ending with the decision making of the
MNAR. This free decision – as far as possible – of the MNAR, accepts the terms of the conditions for the
development of the actions, sessions and tasks to be carried out within the process of labour orientation.
The creation of the agreement must be an action made by both agents: the labour
counsellor, and the MNAR. If one of the parts involved do not accept the terms of the
agreement, this will not work.

During the
process,
you must

consider the following values:

FREEDOM

RESPONSIBILITY

COMMITMENT

CHANGE

PERSONAL CAPACITY

It is not pretended to provide a definition of the concept of value, but a set of the values that we should consider
during the orientation process that will favour the adequate mobilization and development of the guiding
process.

FREEDOM: is understood as a person’s ability to make decisions about its own reality. Freedom is the ability
to choose objectives and actions to be developed to achieve the objectives.
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RESPONSIBILITY: the responsibility of the individual for the results and effects of the decisions taken and
objectives achieved.
COMMITMENT: individual and personal commitment with the goals and objectives that are pretended to be
achieved. The MNAR will demonstrate their commitment to the implementation of the actions directed
towards the achievement of the objectives set, with the initiative and intensity of actions it develops.
CHANGE: the objective is to change the situation of the person.
PERSONAL CAPACITY: we understand the person as a dynamic agent, able to grow through the
development of its capacities from the beginning of the process. The person is an active agent able to acquire
and develop new knowledges, capacities, skills and ways to achieve the goals and objectives proposed.
Once the set of factors and conditions of the process are presented, the person begins to exercise responsibility
within the orientation program. If the answer if YES, we would immediately start the diagnostic and evaluation
phase. If the answer if NO, we will proceed to know the difficulties of inconveniences of the person. If you
can not find a solution, you must proceed to find new resources and services, as well as to offer the possibility
of being able to contact the user/client for future possible processes.
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NOW IS YOUR TURN! “Complete the following agreement. This is an example that can be used in the
“Reception phase” of the Labour Orientation Process. (See following page):

AGREEMENT: EXAMPLE

_____________________, as a technician of the employment guidance service, and
_____________________, as a beneficiary of the employment programme, with identity card _____________.
The personalised insertion itinerary has the aim to promote the labour and social insertion of people with
difficulties in accessing the labour market.
The beneficiary freely declares his / her willingness to participate in the personalized insertion itinerary.
The technician will evaluate at any time the exclusion of the beneficiary, depending on the non-fulfilment of
what has been agreed.
The persons signing this document commit themselves to comply with what has been agreed in the following
actions (these actions will be agreed during the “2. Diagnostic and Evaluation Phase”. Check out this section,
and come back here again):

ACTIONS / ACTIVITIES
Action 1.
Action 2.
Action 3.
Action N.
1.

I agree to carry out all the activities in the action plan.

2.

I agree to guide and accompany the beneficiary through all the actions of the itinerary.

Signature of labour counsellor technician.
client.

Signature of user /
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B. Diagnostic and evaluation phase
Once the decision to participate has been made and the user / client has accepted the standard, we will begin
an evaluation that will determine the process to be developed to achieve the objective proposed after the
relevant diagnosis.
The diagnosis-evaluation phase is structured around the formulation and development of three questions:

Key questions for the diagnostic and evaluation:
What do you want to achieve?
Why don’t you achieve this / these goal(s)?
How can I help you?
a. What do you want to achieve?2
This question relates to the needs of the MNAR regarding to the labour market. With this question we will
have information about its labour and professional situation.
In some cases, you will deal with interventions linked with the promotion of employment for unemployed
people. The labour orientation focused on the proportion and resource mobilization by pursuing access to a
job by the user.
Thank to this question we can also address issues such as improvement of professional qualifications, the
development of skills of competencies in order to increase the possibilities of promotion within a company
and above all the maintenance of employment.
We are therefore talking about knowing and considering the different types of needs that a person presents
regarding to its relationship with the labour market in order to define an occupational diagnosis.

b. Why don’t you achieve this / these goals?
Under this area of analysis, we will structure the variables that define the work situation of the MNAR, as well
as the areas of intervention for determine the work plan for the employment guidance process.
In this way, each of the variables are going to be analysed in order to identify the deficits, lacks or absences,
that involve the areas of intervention of each of the users / clients.

The keys variables in the employment guidance process are the following:

Key variables

2

Actions

You can also see the “ACB Job Plan” (Counselling Zone 2. Training”).
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Definition of the objective or career goal
Information about the labour market

Training
Professional Experience
Networking
Motivation for the employment
Social skills for the job

Systems and tools for job searching

Redefinition of professional objectives
Analysis of the specific professional sector in
which the professional objective of the
MNAR is framed
Professional skills required in the professional
field
Professional Skills required in the target
performance
Social network analysis
Evaluation of the personal motivation for the
achievement of professional objectives
Development of teamwork, interpersonal
relationships,
responsibility,
emotional
control, conflict resolution skills, etc.
Analysis of job search techniques and the
corresponding tools.

The variables described are fundamental during the labour orientation process, but not the only ones for proper
assessment and analysis. The following one will be particularly significant, especially with certain groups
and/or people:




Financial, personal and family burdens.
Legal situation, in the case of MNAR.
Health and dependency assessment. For people with some degree of disability, substance
dependence or any other circumstance linked to the health condition of the MNAR.

c. How can I help you?
Through this question, you can evaluate some of the key issues within the guiding process:
1. Definition of the MNAR regarding the objectives / results to be achieved through the process.
2. Establish the topics and working areas during the labour orientation process.
3. Continue with the MNAR the decision-making process during the labour orientation service.
You must decide which issues is important to work on within the process. This decision must be connected to
the commitment / agreement made at the beginning of the process.

Therefore, the diagnostic phase contains the following key elements:
1. Investigate and evaluate the set of variables and elements involved in process of access (or maintenance and
development) to the labour market.
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2. Elabourate the working hypotheses on which we are going to propose and build an intervention plan that
allows the development of the guiding process.
3. Contrast with the person the work and development proposals of the process.
4. Making decisions about the topics or approaching and programming the intervention plan.
5. Consolidate the commitment/agreement of work.

C. Phase of programming tasks and work actions. Commitment to action
In this working phase you are going to program the set of intervention areas and work proposals linked to each
of the contents identified in the previous phase (Diagnosis). Once the change schedule is exposed, the MNAR
will have to decide the actions to carry out. In any case, you must consider the following conditions:
1. The MNAR must know clearly what the actions means.
2. You must be able to carry out the actions. The MNAR must have the individual skills and competences to
carry out the actions.
3. You must understand and accept the goals and objectives that are being pursued when they are the designed
actions.
4. All the resources must be considered and evaluated (and assess them in the process) that will be mobilized
in the intervention process, in the itinerary.
Another key element of this phase is the temporalization. It is important to establish the deadlines for action.
This factor will be a generator of expectations and a mobilizer of energies towards the proposed goal.
The results must be achievable by the MNAR. This means that the user will have to understand, appreciate
and give meaning to the action that is going to be undertaken. In this sense, you must be the counsellor during
the process of goals achievement and mobilize the energy and the person’s motivation.
This objective will be achieved through projection techniques. You can use questions that allow the person to
preview what they will feel when achieving their goals:
What are you going to feel when you achieve these results?
What will the people closest to you think when you achieve them?
What will do when you are situated in that achievement?
During this programming phase, the set of indicators are also designed to evaluate the development of the
implementation of the intervention programme. These indicators will be those that feed significant information
into the next phase of work.

D. Execution/Action phase
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In the execution phase of the programming, we talk about actions. We talk about a process in which we pursue
several objectives:





To provide information or knowledge to the MNAR to favour their access to the labour market, or
their autonomous mobility within the labour market.
To develop their personal and professional skills, abilities and competences facilitating access to
employment or future career development.
To adopt decisions linked to the insertion and maintenance of a job position.
To transform personal beliefs and attitudes for the achievement of objectives and goals proposed
towards the labour market.

To achieve these objectives, you must use the following resources:
THE USER

LABOUR
COUNSELLOR

THE PROGRAMME

THE COMMUNITY

ONLINE RESOURCES

During the implementation of the actions (especially at the time of starting) it is recommended that MNAR is
accompanied by the counsellor. This is the key to develop an accompaniment to the person, with the aim of
enhancing the security and, thus, the trust to promote the execution of the actions.
Therefore, the activity of execution of actions of the counsellor can be within the own resource, or in external
actions to the orientation's own institutional resource.
Examples:




Accompanying during the registration to the Public Employment Service.
Accompanying to a selection interview.
Attendance at a training course.

The development of the actions must have internal coherence in the execution process. A sequencing that
responds to the need for evolution and acquisition of skills according to the goals designed within the program.

E. Evaluation phase
The evaluation phase of the orientation process has several objectives:
1. To compare the results achieved with those expected, defined and planned.
2. Identify and take into consideration those variables that have had an impact on the achievement of the results.
These may have been variable taken into consideration in the process of programming and implementing
actions.
3. To be the learning tool for the MNAR.
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The evaluation phase must be based on the set of indicators that we have raised in the planning phase of the
process. These indicators are characterised because it allows to identify:




Behaviours that are observable to the MNAR.
Behaviours that can be measured from observation.
Behaviours that can be measured in a quantitative and qualitative way.

The fundamental objective of evaluation is learning. Through this learning the counsellor acquires
competences and skills for future interventions, and the MNAR develops the skills that allow him/her to
acquire the autonomy for their mobilisation and development within the labour market.
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CHAPTER 2. ACTIVE JOB SEARCH SYSTEMS

1. Self-application
Self-application is the most difficult procedure, but also the most effective one. It consists of contacting
companies or recruitment agencies, to offer professionally for a future job on their own initiative, without
waiting for specific labour offer.
For the effectiveness of this active search system, the labour orientation counsellor, together with MNAR,
should analyse the attitude towards the job searching, and train the social skills needed to achieve the labour
goal. These skills that are under the control of the individual and can be learned, such as: presentation, knowing
how to expose their knowledge, skills and interests, prepare hard conversations, know, to self-compensate and
to resolve problems.
This technique also requires, in order to obtain good results, a previous work of investigation and selection of
the target companies as well as the name of the company the MNAR is interested in talking to.

Self-application can work:






In open centres like small restaurants, construction sites or workshops where the boss is accessible.
Here we can be guaranteed the good treatment and the reception, but not recruitment.
With staff from very specific occupations such as the different trades (hostelry, construction...).
In companies where they hire regularly.
When someone is going to introduce the MNAR to a certain company.
It is more difficult but not impossible, in large companies, in companies with own recruitment
processes.

To carry out this kind of application, there are different ways of presentation. Now is presented the
following ones:

PERSONAL
PRESENTATION

PRESENTATION
BY PHONE

PRESENTATION
BY LETTER

A) PERSONAL PRESENTATION
The objective of introducing we in the company is to get an interview with the person (manager, owner, boss
department) responsible for deciding on possible recruitment, in order to introduce ourselves and give him/her
the curriculum vitae (see chapter 3).
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An easier strategy to contact these "key people" is through an information interview. In this information
interview we will present ourselves as interested in some professional advice of the company. For example, if
the user is a newcomer, he/she can ask for information for the decision making about which activity to develop
in this new country, to know professional work systems, etc. This information interview is useful for:
Finding new job offers, that are not published on media (around the 70%).





Obtaining relevant information of the company: the activities, professionals that are searching, how to
access to the organisation.
Training for future interviews in selection processes.
Expanding the Contact Network, having the possibility of receiving a formal job proposal.
Obtaining professional advice with experience, in the case of MNAR how are searching the first job
position in the country.

HOW TO PREPARE AN “INFORMATION INTERVIEW”
Here you will find some tips to share with the user, in order to prepare a good “Information interview”:

BEFORE THE INTERVIEW
Choose the company where you want to achieve your goal/s. Find information about that
company: this will help you to create a favourable image, and the organisation could appreciate
the effort by showing interest in the company.
Find out the name of the person you want to talk to (in newspapers, magazines specialized,
conversations with employees, contacts, with a phone call or on the company's website).
Organize the interview by phone call, to ensure they you can have enough time. The best
moment: at the beginning of the morning.
Prepare your interview
Find a contact who could introduce you to the responsible of the organization
DURING THE INTERVIEW
Start the conversation introducing yourself, and showing interest about the other person
Show your purpose, and focus on the topic of interest
Be aware of the Nonverbal communication of the other person
Ask, and show interest about his/her job position. Then, ask about the company’s requirement
to be part of the team
Talk about your experience, skills, interest. Make smart questions so your can show your
professionality
Put into practice your social skills of communication, active listening and empathy
Use the name and surname of the person
AFTER THE INTERVIEW
Take note of the information you received during the interview: what you liked and what you
need for that job position, what are to strengths and weakness, and your limitations
Evaluate your intervention during the interview, the things you did good and your mistakes, to
consider for future interviews
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If you think that the company can offer you a job position, write an e-mail the next day or letter,
indicating that you would like to work in that company or enterprise. Include a CV and express
your interest
Other tips and suggestions:





Do not show insecurity in any moment when organizing the meeting. When you arrive, say that you
want to talk to…
Do not say that you are searching a job position: the objective of this interview is to focus on
professional issues.
Use a positive tone.
Show your positive side, not the negative one

NOW IS YOUR TURN! Prepare an interview with another person. Do a role-play about the moment
before, during and after the “information interview”, and follow the roles mentioned below:
Trainer: You are working in the employment services of an NGO. You are a labour orientation counsellor,
and you must help the user to practice the “information interview”.
User: Luis is coming from Venezuela; he is working for his first job position in Spain and is trying to receive
information about a big organization focused in his professional field: mobile phone salesman. He wants to
call to one of the key organizations of the sector, thanks to a good contact he has.
Please, both together prepare:
a) The previous steps before organizing the interview
b) The information interviews
c) The final steps after the interview

Now, take notes about the strengths and weakness during the role-playing in the following sections, and give
some feedback about this exercise.
INFORMATION INTERVIEW
Before the interview
Strengths:

Weakness:

During the interview

Strengths:

Weakness:
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After the interview

Strengths:

Weakness:

B) PRESENTATION BY PHONE
The presentation by phone is a direct way to contact an organization. The advantage is that you don’t waste
such time compared with a face to face presentation. The presentation by phone requires great communication
skills in order to get attention of the caller: you must be convincing and show all your skills.
The presentation by phone is good for:






Getting an information interview or a selection interview.
Announce that you are going to send your CV.
Contact the organization after sending your self-candidature.
Obtain specific information for your search.
Have a contact within the chosen organization.

Recommendations:












Choose a good place to make the call. Try to make it a quiet place without noises.
Select the most appropriate time of day and week to call. In general, the morning is preferable to the
afternoon, and it is better in the early morning. The worst days of the week to call are Mondays and
Fridays.
Never call a manager's home address.
Prepare in advance what we want to say and have the script in front of us, in a logical order:
presentation, reason for the call, conclusion, expression of gratitude and farewell.
To have prepared documents that we may need, paper, pen, etc.
Speak calmly and confidently.
Speak clearly and only what is necessary.
Treat our interlocutor with courtesy.
Explain the purpose of the call briefly.
Be grateful for the attention and say goodbye in a simple way.

The best way to perform a phone interview is practising. Please, check out the “PHONE INTERVIEW
EXERCISE” showed in the “Social Inclusion Counselling Zone”.
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C) PRESENTATION BY LETTER
There are two ways to apply by letter:




By mailing. It consists of making a wide list of companies that can potentially offer us a job and send
them a letter personalized, but identical in all cases, accompanied by a standard CV. It is a technique
based on quantity, so the more letters sent, the more the possibility of receiving a positive response.
However, it is not effective when we do not have a very distinguished professional background or
when we move into fields where there are few specialists.
By selective delivery. This procedure is based on selectivity, by which, in addition to the market study
as in the mailing, we will need to carry out a thorough investigation of each of the "target companies",
submitting a clear and reasoned letter different for each company. In these cases, it is advisable to
make a phone call to the person we're talking to, a week after we sent the letter, to try to arrange an
interview.

2. INTERNET

Using Internet within our search process of employment it is positive:











To access to the job advertisements published by certain national and foreign newspapers.
To draw up a list of companies that can offer work.
To find out the professional profile of certain jobs.
To find out immediately if a certain company is recruiting in the present time and for which specific
positions.
To instantly send your CV to the company via e-mail.
To hang a page with your CV, available to anyone who wants to consult it.
To receive information about the creation of your company.
To get in touch with temporary employment agencies.
To get information about your possibilities of working in other countries.
Others (access to training courses, see other candidates' CVs).

Some advice about using the Internet in your job search.





Open several folders in our e-mail to be able to quickly locate the offers and the e-mail addresses of
the companies that we find interesting.
Delete the messages read or answered to avoid saturation of our mail.
To have several email accounts, especially if we are within newsgroups or similar.
Write the messages according to a series of criteria:
o Short and concise, but well written.
o Include in the text a reference to the job offer and the source of information.
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o

o
o
o
o

Specify the files to be attached (CV and cover letter). You must have into account our partner's
computer equipment; we will try to send the files in lower versions or in reading formats that
do not give these problems, like pdf.
If we know the name of the contact person, use it at the beginning of the message.
If we do not attach a cover letter, we can use the message as letter of introduction.
Highlight important data in bold.
Do not use words or phrases in capital letters because they have negative connotations (we
would be shouting at our recipient).
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CHAPTER 3. TOOLS FOR ACTIVE JOB SEARCHING
1. CURRICULUM VITAE (CV)
Curriculum literally means "the career of a person's life". It is a document which describes the training, work
experience and main achievements of a person’s professional life through a chronological, functional or mixed
criterion. The CV is a very important aspect in the job search process, it is the first information that company
will have.
There are no fixed rules for how to be done, but is important that the CV is clear, concise and adapted to the
position and company we will send. Even if we have a standard format, we will have to modify it depending
on what we want to highlight.
Curriculum Vitae must be:
POSITIVE

CONCRETE

CLEAR

STRUCTURED

TYPES OF CURRICULUM VITAE
The type of CV will depend on our professional experience and our interest. According to our profile will be
recommended to use a type of presentation or another.
a) Depending on the Extension and redaction of the document:
a. Classic CV: it is an extensive document where you must detail all the professional activities
performed. The classic CV is used for the Public Administration and the objective is to receive
points for all the activities performed.
b. American: it is a short document where you resume your information in 1 or 2 pages
maximum. This is the most used type of CV.
b) Depending on the structure:
a. Chronological: The data are shown in order, from the most recent to the past, or vice versa,
depending on what we want to highlight. There should not be any “gap” in time.
b. Functional: there is no frame time, and the experiences are grouped based on chapters or
professional sectors, focusing on professional competences and skills. This functional type of
CV is useful to hide the empty periods of the professional career.

STRUCTURE OF THE CURRICULUM VITAE.
Regarding the way we write the CV and the information that should contain, there is no specific rules, but it is
important to follow a logical structure, considering a series of sections. The way we organize these sections
can be flexible, for example, giving priority to the training/experience section, or to the academic section,
depending on what we want to stand out.
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SECTIONS:
PERSONAL DATA
Personal data are essential detail to be in touch with the responsible of a company /
organization:
 The full name, as it appears on the DNI/NIE
 Full address, with zip code.
 Telephone number.
 E-mail.
 ID
 Other data, assessing its convenience, depending on the position: date of birth, vehicle,
professional cards, marital status (limited to single, married, widowed, all other
qualifications not relevant).

ACADEMIC / TRAINING EXPERIENCE
 Here is included the official regulated training.
 Specify the start and the end date of the studies.
 Centre where the studies have been taken, avoiding acronyms or abbreviations.
 Specify the specialty. If it is worthwhile, indicate the contents related to the position.

PROFESSIONAL EXPERIENCE
 We must include dates, name of the company/organization, position and functions
performed. All this helps to define our professional profile.
 If we're looking for our first job position, or have little experience, we can name the
internships we did while studying, collabourations in associations, or unpaid activities
(family assistance, etc.). In this case, it is important to mention the total number of
hours performed.

LANGUAGES
 We include the language we know and the level of conversation and grammar
(elementary, medium, high, bilingual knowledge)
 We can specify official degrees obtained, courses taken or if we have been residing in
a foreign country.

IT RESSOURCES
 We specify which programs we handle, at what level and whether we have performed
some course.
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FURTHER EDUCATION
 It is the training that is not regulated (seminars, conferences, masters or courses), but
only those related to the position we want to apply.
 We include: the date of completion, the name of the course, the duration in hours (if
they are less than 100, approximately, it is better not to mention the duration), and the
entity or entities through which it was conducted.
 We can also include the data referring to the knowledge and language and IT skills,
although it is always better to open a specific section for this data.

OTHER SECTIONS
They are not essential, but they can provide added value.
 Publications, scholarships, awards, etc. can be included.
 References.
 Hobbies
 Personal situation: availability to travel, immediate incorporation, etc.

NOW IS YOUR TURN! Prepare your own CV, based on the distribution mentioned before. Use the
American style.

2. THE COVER LETTER
The cover letter must be attached to the CV, always adapting it to the company and the job we want to apply,
taking care of its content and structure. The aim is to receive the attention and make a good impression on the
person receiving our data. It must be original and indicate why they should hire us. It must not be a repetition
of the cv, but an interpretation and expansion of the most relevant aspects of it.
We will try to show how we could help the company we are applying. The cover letter will be necessary when
sending the CV in response to a job offer and when we submit our spontaneous application. It is also a good
idea to send a “thank-you” letter when, after an information interview, we see possibilities for a position, or
when we have not been selected for the position we applied for.
Recommendations:






It must be short, orderly, clear and direct, to encourage them to pay special attention to the CV we
attach.
The extension must be a single page of the same quality and colour as the cv, and the text is ordered
in 3 or 4 specific and clearly defined paragraphs.
Margins and spaces between paragraphs must be considered.
It is better not to staple it to the cv.
Take care of the writing and spelling.
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The following structure can be used to create your own “Cover Letter”:

Letterhead
It is usually placed in the upper left corner, cantered on the start, or at the end in the signature.
Date
It is important for the company to know when we sent our cv, and it is better to reflect it in the
letter than in the cv.
Recipient
Always with the corresponding treatment (Mr., Mrs., Mr., Mrs.). Placed in a visible place
(upper right).
First paragraph
In this paragraph we will find the difference between the two most common letter models: if
we are answering to a press announcement, we indicate the name of the source where has
published, the day and the reference of the position we want to apply. If it's about selfapplication, we'll talk about something you know about the company, for example: "Knowing
your company dedicated to the sale of sports products (…)".
Second paragraph
We must indicate why we are interested in this position or company. We highlight those aspects
of our CV (without repeating the information) that are most related with the company or job.
What we're trying to do is to highlight our strengths justifying why they should hire us. We
offer what we can do for them.
Third paragraph
We mention the documents we sent (usually the CV)).
Closing paragraph
We say clearly what we want from them: hold a job interview, to expand the information, etc.
Better if we give alternatives and a lot availability to make it easier for you.
Farewell
We can use "Looking forward to hearing from you. Best regards / wishes”.
Signature
The letter must always be signed by hand, and our full name must appear on the signature.
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NOW IS YOUR TURN! Write your own cover letter, according to the sections mentioned before, and
according to the CV you have already develop. Imagine you want to apply to the job position of your
dreams, or to your current job position.

3. SELECTION TECHNIQUES
The techniques used in selection are chosen according to the skills and attitudes that the employer want to
measure and observe in the candidates and which are essential to perform the job optimally. This is how we
intend to predict the future behaviour of the candidate in the company.
According on what we want to evaluate, we can find different techniques:

PROFESSIONAL
TECHNIQUES

PSYCHO-TECHNICAL
TEST

GROUP DYNAMICS

SELECTION
INTERVIEW

A. PROFESSIONAL TECHNIQUES
Professional techniques are tools created to evaluate the performance of the candidate when realizing similar
tasks that will have to do in the job position. Professional techniques are used to evaluate specific knowledge
in the profession, determine the performance or professional suitability. Some examples of professional test
could be language test, solving case studies, testing computers, answering e-mails, etc.
Recommendations:





Make sure you know what you are asked to do.
Do not be afraid to ask.
Think one minute before you start performing the task in the time given.
Keep in mind that it is important the process (our way of working), not only the final product.

B. PSYCHO-TECHNICAL TEST
Psycho-technical test are used to evaluate the candidate’s potential through specially designed test to evaluate
aptitudes, abilities of personal traits. In general, the tests are done in groups, although sometimes can be done
individually. In group applications, a “battery” is given to candidates, which is a set of tests that measure
relevant factors of the job position.
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The aim is to measure the overall ability to solve problems of an abstract nature as it is considered a
performance indicator in the different professional areas.
You can find different types of psycho-technical test:




Test of Intelligence
Test of Personality
Test of Specific Aptitudes

Recommendations:




Make sure that the instructions of the test are well understood before you start.
Answer quickly but do not rush.
In tests that evaluate personality, do not try to give a different image, in many items the “degree of
sincerity” is measured.

GROUP DYNAMICS
These techniques evaluate the behaviour of the candidates within a group. These techniques bring together a
small group of candidates, who are under the control of a supervisor. During these group dynamics it is
suggested to start an open discussion of a raised issue with a time limitation. This technique is very useful for
demonstrating the ability of candidates regarding leadership, defence of their ideas, ability to convince,
persuade, dialogue, etc.
Recommendations:




Do not consider the rest of the candidates as enemies. Collabourate with them.
The main objective if to solve a problem, no to eliminate the others.
You must firmly defend the criteria and fight for them.

SELECTION INTERVIEW
This is the decisive phase in any job search process. It is the time of the personal contact where, in an individual
and direct way, you can demonstrate to the interviewer that we are the most suitable person for the position.
We must prepare the interview as good as possible.
The objectives of the interviewer are to discover whether the person has the required skills for the job position,
has the knowledge and/or experience to perform the job, and if is motivated for the professional practices.
Types of Interviews according to the structure:
a) Structured: it includes the main topics to be known about the candidates, the interviewer conducts the
interview according to the answers of the candidate towards the most interesting part of the
conversation. They are usually short, direct questions. It is advisable to answer according to the
information required.
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b) Non-structured: the interviewer tries to obtain information of the candidate through an informal
conversation, without outlines, few and open questions.

c) Semi-structured: a mix of both interviews mentioned before. It is the most common type of interview.
Types of Interview according to the “stress degree”:
a) Cordial: is usually relaxed, within a climate of trust. The interviewer tries to eliminate the anxiety that
any candidate feels in a selection process.
b) Hard / Stressful: it is done for highly demanding jobs. One or more interviewers seek to situate the
candidate in a very tense situation using questions deliberately aggressive, cynical tone, doubting the
candidate’s capabilities, etc. Its aim is to check the emotional control of the candidate in difficult
situations.
c) Informal: can be done in a cafe, per example. The questions are scattered and requires that the
candidate do not forget is being part of a selection process.
Types of interview according to the number of persons involved:
Individual: there is only one interviewer and only an applicant. These are the most common types of interviews.
Group: These individual interviews are used to evaluate a group of candidates at the same time, and usually
participates different interviewers at the same time. The aim is to compare the candidates and evaluate their
behaviour in difficult and stressful situations.
Team interview: a group of interviewers performs the interview with one candidate. The team is usually
composed by the staff of different areas of the organizations. These interviews are usually structured and
happens at the very last steps of the process.

Phases of the interview:
Reception phase
It is important to bear in mind that the selection process starts from the moment we walked to
the room we are going to be interviewed, or we asked the receptionist about the contact person.
The waiting period may allow us to observe the pace of the work of the company, look at the
information (brochures, magazines, etc.).
Presentation
During this phase, the interviewer will try to create a good climate that will facilitate the
interview. Normally, they will give us a brief summary about the company and the vacant
position and will inform us about the selection process that is taking place. If you want, it is a
good moment to take notes (with the interviewer’s permission), leaving the possible questions
for the final phase of the interview.
Information
The employer will ask questions about the different areas of our professional and personal life.
Take advantage of the open questions (they leave an opportunity to expand on the answer) to
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provide additional information. Avoid very short answers with monosyllables. Some of the
questions that could be asked are the following:
Training: Why did you studied X? What are your favourite topics of your studies? When do
you think you will finish your studies?
Experience: what are the activities you performed in your last job position? In what job did you
feel most comfortable in? What was the most problematic situation you faced? How did you
solve it? What was your bigger success? And your bigger failure? Please, describe your
relationship with your colleagues.
Personal sphere: what do you highlight most about yourself, what things would you like to
improve about yourself? Why you are applying to this job position? What are your hobbies and
passions?
Professional field: what is your professional objective in 5 years? What kind of job positions
you are looking for? In what kind of companies would you like to work? What can you bring
to this organization?
Working conditions: would you be willing to travel or move your current residence? What are
the financial conditions you suggest for this position?
Questions to the candidate
Once the interviewer feels that has gathered enough information, will probably ask you if you
have any question. It is a good idea to ask something in this phase, since will denote your
interest, initiative and security.
Despite the questions that could concern us are the salary of the duration of the agreements,
this should not be our only concern, since the interviewer can understand that we are only
interested in money. It is most important to ask about the tasks performed in the position, the
size of the team, if the job position is new or not, in which department is located, etc.
Some inopportune questions: holidays and salary issues, if the interviewer did not give
information about this.
Closing
This last step if important to know if the interviewer will contact us in a future, to demonstrate
our interest in the position and to thank the attention given.
Do not forget that, despite we are not hire, if we make a good impression, the interviewer could
consider our application in future selection processes. It is also advisable to send a “thanks
letter”.
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NOW IS YOUR TURN! Perform an interview of an imaginary job position. For this exercise there
should be three persons involved: the interviewer, the candidate and an external evaluator. The external
evaluator will provide feedback about the straights and the weakness of each participant during the role
playing.

INTERVIEW – ROLE PLAY
Reception phase
Interviewer:
Candidate:
Presentation
Interviewer:
Candidate:
Information
Interviewer:
Candidate:
Questions to the candidate
Interviewer:
Candidate:
Closing
Interviewer:
Candidate:
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SELF ASSESMENT TEST

QUESTIONS

1) Please, mention the five different phases of the labour orientation process.

2) Please, choose the correct answer according to the key variables in the employment
guidance process
If you want to share with the user information about the labour market, you should:
1. Evaluate the personal motivation for the achievement of professional objectives.
2. Analyse the specific professional sector in which the MNAR’s professional objective is
framed
3. All are correct
If you want to provide systems and tools for job searching, you should:
1. Redefine the professional objectives
2. Develop the teamwork, interpersonal relationships, responsibility, emotional control,
conflict resolution skills, etc.
3. Analyse job search techniques and corresponding tools.
If you want to help the user during in training process, you should:
1. Check with the user the professional skills required in the professional field
2. Create a CV
3. All are correct
If you want to motivate the user for the employment, you should:
1. Analysis of the specific professional sector in which the MNAR professional objective is
framed
2. Do a social network analysis
3. Evaluate the personal motivation for the achievement of professional objectives

3) Now, you will find different sentences that must be included in the empty boxes presented
below. Please, write each sentence in the correct section:
 If you think that the company can offer you a job position, write an e-mail the next day or
letter, indicating that you would like to work in that company or enterprise. Include a CV
and express your interest
 Use the name and surname of the person
 Find a contact who could introduce you to the responsible of the organization
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Evaluate your intervention during the interview, the things you did good and your mistakes,
to consider for future interviews
Start the conversation introducing yourself, and showing interest about the other person
Put into practice your social skills of communication, active listening and empathy
Prepare your interview
Take note of the information you received during the interview: what you liked and what
you need for that job position, what are to strengths and weakness, and your limitations
Talk about your experience, skills, interest. Make smart questions so you can show your
professionality
Organize the interview by phone call, to ensure they/ you have enough time. The best
moment: at the beginning of the morning.
Ask, and show interest about his/her job position. Then, ask about the company’s
requirement to be part of the team
Find out the name of the person you want to talk to (in newspapers, magazines specialized,
conversations with employees, contacts, with a phone call or on the company's website).
Be aware of the Nonverbal communication of the other person
Choose the company where you want to achieve your goal/s. Find information about that
company: this will help you to create a favourable image, and the organisation could
appreciate the effort by showing interest in the company.
Show your purpose, and focus on the topic of interest

BEFORE THE INTERVIEW

DURING THE INTERVIEW

AFTER THE INTERVIEW
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4) Please, define and highlight the different between the Classic CV, American CV,
Chronological CV and Functional CV

5) Please, mention and provide a brief description of the four different selection techniques
presented during the Module
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ANSWERS

1) Please, mention the five different phases of the labour orientation process
Answer:
1. Reception phase of the MNAR
2. Diagnostic and Evaluation phase
3. Phase of programming tasks and work actions
4. Execution / Action phase
5. Evaluation phase

2) Please, choose the correct answer according to the key variables in the employment
guidance process
If you want to share with the user information about the labour market, you should:
1. Evaluate the personal motivation for the achievement of professional objectives.
2. Analyse the specific professional sector in which the MNAR’s professional objective is
framed
3. All are correct
If you want to provide systems and tools for job searching, you should:
1. Redefine the professional objectives
2. Develop the teamwork, interpersonal relationships, responsibility, emotional control,
conflict resolution skills, etc.
3. Analyse job search techniques and corresponding tools.
If you want to help the user during in training process, you should:
1. Check with the user the professional skills required in the professional field
2. Create a CV
3. All are correct
If you want to motivate the user for the employment, you should:
1. Analysis of the specific professional sector in which the MNAR professional objective is
framed
2. Do a social network analysis
3. Evaluate the personal motivation for the achievement of professional objectives
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For further information, here you will find the table with the “key variables” and the needed
“action”.
Key variables
Actions
Information about the Analysis of the specific professional sector in which the MNAR
labour market
professional objective is framed
Motivation
for
the Evaluation of the personal motivation for the achievement of
employment
professional objectives
Social skills for the job
Development
of
teamwork,
interpersonal
relationships,
responsibility, emotional control, conflict resolution skills, etc.
Professional Experience
Professional Skills required in the target performance
Networking
Social network analysis
Systems and tools for job Analysis of job search techniques and the corresponding tools.
searching
Training
Professional skills required in the professional field
Definition of the objective Redefinition of professional objectives.
or career goal
3) Now, you will find different sentences that must be included in the empty boxes presented
below. Please, write each sentence in the correct section:


















If you think that the company can offer you a job position, write an e-mail the next day or
letter, indicating that you would like to work in that company or enterprise. Include a CV
and express your interest
Use the name and surname of the person
Find a contact who could introduce you to the responsible of the organization
Evaluate your intervention during the interview, the things you did good and your mistakes,
to consider for future interviews
Start the conversation introducing yourself, and showing interest about the other person
Put into practice your social skills of communication, active listening and empathy
Prepare your interview
Take note of the information you received during the interview: what you liked and what
you need for that job position, what are to strengths and weakness, and your limitations
Talk about your experience, skills, interest. Make smart questions so you can show your
professionality
Organize the interview by phone call, to ensure they/ you have enough time. The best
moment: at the beginning of the morning.
Ask, and show interest about his/her job position. Then, ask about the company’s
requirement to be part of the team
Find out the name of the person you want to talk to (in newspapers, magazines specialized,
conversations with employees, contacts, with a phone call or on the company's website).
Be aware of the Nonverbal communication of the other person
Choose the company where you want to achieve your goal/s. Find information about that
company: this will help you to create a favourable image, and the organisation could
appreciate the effort by showing interest in the company.
Show your purpose, and focus on the topic of interest
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BEFORE THE INTERVIEW
Choose the company where you want to achieve your goal/s. Find information about that company:
this will help you to create a favourable image, and the organisation could appreciate the effort by
showing interest in the company.
Find out the name of the person you want to talk to (in newspapers, magazines specialized,
conversations with employees, contacts, with a phone call or on the company's website).
Organize the interview by phone call, to ensure they/ you have enough time. The best moment: at
the beginning of the morning.
Prepare your interview
Find a contact who could introduce you to the responsible of the organization
DURING THE INTERVIEW
Start the conversation introducing yourself, and showing interest about the other person
Show your purpose, and focus on the topic of interest
Be aware of the Nonverbal communication of the other person
Ask, and show interest about his/her job position. Then, ask about the company’s requirement to
be part of the team
Talk about your experience, skills, interest. Make smart questions so you can show your
professionality
Put into practice your social skills of communication, active listening and empathy
Use the name and surname of the person
AFTER THE INTERVIEW
Take note of the information you received during the interview: what you liked and what you need
for that job position, what are to strengths and weakness, and your limitations
Evaluate your intervention during the interview, the things you did good and your mistakes, to
consider for future interviews
If you think that the company can offer you a job position, write an e-mail the next day or letter,
indicating that you would like to work in that company or enterprise. Include a CV and express
your interest
4) Please, define and highlight the different between the Classic CV, American CV,
Chronological CV and Functional CV:
1. Depending on the Extension and redaction of the document:
a) Classic CV: it is an extensive document where you must detail all the professional activities
performed. The classic CV is used for the Public Administration and the objective is to receive
points for all the activities performed.
b) American: it is a short document where you resume your information in 1 or 2 pages
maximum. This is the most used type of CV.
2. Depending on the structure:
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a) Chronological: The data are shown in order, from the most recent to the past, or vice versa,
depending on what you want to highlight. There should not be any “gap” in time.
b) Functional: there is no frame time, and the experiences are grouped based on chapters or
professional sectors, focusing on professional competences and skills. This functional type of
CV is useful to hide the empty periods of the professional career.

5) Please, mention and provide a brief description of the four different selection techniques
presented during the Module:






Professional techniques: tools created to evaluate the performance of the candidate when
realizing similar tasks that he/ she will have to do in the job position.
Psycho-technical test: these techniques are used to evaluate the candidate’s potential through
specially designed test to evaluate aptitudes, abilities of personal traits.
Group dynamics: techniques used to evaluate the behaviour of the candidates within a
group.
Selection interview: face to face or online process where the candidate can demonstrate to
the interviewer that are the most suitable person for the position.
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