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As part of the Handbook for entrepreneurial skiled employees
Th b kl _I_ . Th _I_ . 1_ 1_ d | d 1_ Th . k y 6  Estimate the cost of turning an idea into a value-creating activity
ree DOOKIeTS Wi acrtvines 10 aeve Op anas reg enlng WOrKers ° * Plan, put in place and evaluate financial decisions over time
enh’epreneurio| Sk|”$ were prepcred, one per The Three moin areqs of R E | T TR TRy I- Mapoge financing to make sure your value-creating activity can last over the
ong term

competence. These areas and competences are part of the conceptual

model intfroduced in the EntreComp: The Entrepreneurship Competence
Fromework" Ond are reIOTed To: 7 ¢ Inspire and enthuse relevant stakeholders

()

* Get the support needed to achieve valuable outcomes
* Demonstrate effective communication, persuasion, negotiation and leadership

Ideas and Opportunities - Ability to spot and create new opportunities and ideas. CIEEREELER

Resources - Ability to identify, reach or mobilize resources to put ideas and opportunities in

motion

Into Action -Ability to concretize the ideas and opportunities spotted or defined. « Set long, medium and short-term goals

8 ° * Define priorities and action plans
As for the competences, the GrowINg partnership selected 10 of the 15 presented in the EntreComp Planning & management * Adapt fo unforeseen changes
framework, based on the results collected throughout the study performed at the beginning of the
project?. According to the project approach, the 10 competences can be understood as follow » o i ) i
(Figure 1): 9 . Mgke d§C|S|or?s when fhg result of that decmor\ is u’ncerfcur?, when the information
° available is partial or ambiguous, or when there is a risk of unintfended outcomes

Coping with uncertainty, ambiguity & * Within the value-creating process, include ﬁrucfuregl ways of testing ideas and
« Identify and seize opportunities to create value by exploring the social, cultural risk prototypes from the early stages, to reduce risks of failing
and economic landscape * Handle fast-moving situations promptly and flexibly
‘I ° « [dentify needs and challenges that need to be met
Spotting opportunities « Establish new connections on'd' bring together scattered elements of the
landscape to create opportunities to create value

‘I 0 * Work together and cooperate with others to develop ideas and turn them into

° action

* Network
* Solve conflicts and face up to competition positively when necessary

Working with others

» Develop several ideas and opportunities to create value, including better
2 . solutions to existing and new challenges

¢ Explore and experiment with innovative approaches

* Combine knowledge and resources to achieve valuable effects

Creativity Figure 1 — Short description of the 10 entrepreneurial comnpetences addressed by the GrowlNg tools.

« Reflect on your needs, aspirations and wants in the short, medium and long ferm A total of 45 activities were prepared, covering the 10 competences presented above, distributed as
3 « Identify and assess your individual and group strengths and weaknesses follows: ideas and opportunities ? activities, resources 21 activities and into action 15 activities.
° ¢ Believe in your ability to influence the course of events, despite uncertainty,
Self-awareness & self-efficacy setbacks and temporary failures This second booklet presents the activities prepared to the area resources.
* Be determined to turn ideas into action and satisfy your need to achieve _
4 * Be prepared to be patient and keep trying to achieve your long-term individual The activity targets the development of self-awareness competence
. to enhance their ability to recognize their “true-self” and believe
= o group.). goals . . 25 Th.e Johari Mentoring 2h to 3h S5 R IR Gl in them. It needs to be implemented within a team involving 5 to 8
* Be resilient under pressure, adversity, and temporary failure Window self-efficacy

Motivation & perseverance

participants. It combines moments of reflection and discussion in a
large group with self-reflection and individual work.

Employees can implement this activity individually. The facilitator will

* Get and manage the material, non-material and digital resources needed to turn suggest to his/her team to try one of the psychometric tools. Then, the
ideas into action Personality Psychometric Iy pers‘ons should spend‘some moments fo self—.reﬂect, They can cboose
« Make th t of limited 26 o — Tests 1h - to discuss the key findings of the psychometric test with the facilitator/
Y Cle2 S ek @ el (REsetiess . i . e 4 manager. This activity will help the person understand and recognize
Mobilising resources * Get and manage the competences needed at any stage, including technical, his/her strong and weak persondlity traits and characteristics and
legal, tax and digital competences think about how they can affect their workplace.

Exercise about the increase of self-knowledge and the enhancement
of following future aspirations. It consists of three key elements; talent,
fun, demand and it is presented in the format of three concentric

27 The freedom MG oh Self-awareness and  circles. It can be implemented individually or in a team of up to eight
1 European Commission (2021). The European Entrepreneurship Competence Framework (EntreComp). Accessed on the 3rd of diagram self-efficacy pegF“el% ';.mOin'Y i”‘éorpoml:es Th‘?fg?”fs of Se:;-reﬂecﬁonl discussion
. . : . _ _ and self-discovery. By creating this diagram, the employees can
2 = =
November 2021, on: https://ec.europa.eu/social/main.jspgcatld=1317&langld=en. . . o decide what skil they should focus on, so they have @ higher chance
2 To know more about the study, please check the document produced by the consortium Career Guidance and Learning in of QUEEEss,

SMEs, here; to know more about the process of selection, please check the GrowINg Research Matrix, here.
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A manager daily at the workplace can implement this practice,
especially when he/she has to support his/her team to solve a
problem or achieve an importanttask. The main aim of this practice
is to cultivate a culture that will promote the team’s self-efficacy
and boost them to believe more in their abilities when it comes to
accomplishing different duties and tasks.

This is a group activity composed of nine main steps, designed to
encourage employees to stay driven and motivated at work as

well as help their colleagues to do the same. This activity implies
brainstorming about five types of emotions: hopeful, joyful, peaceful,
playful, and thankful.

This group activity is composed of six main steps designed to improve
employees’ ability to overcome challenges and stay determined to
achieve set goals. The minimum number of participants should be

9 (3 groups of 3 people), and it consists of a set of challenges the
groups should meet.

This is a group activity composed of five main steps designed to
improve employees’ ability fo discover the most suitable motivation
factors and use them to stay driven at work.

This is a group activity composed of eight main steps designed fo
improve employees’ ability to persevere in the face of setbacks

and obstacles and resilience skills in general through creating one’s
resilience plan. The minimum recommended number of participants
are 4, a maximum of 20.

This is a group activity composed of four main steps designed to
improve employees’ ability to identify unhelpful thoughts, change the
way of thinking and keep on going even when facing setbacks and
challenges. The minimum recommended number of participants are
4, a maximum of 20.

Participants (groups of 3-4) create an innovation with the
resources from their office, pitching it to the “officers”, so these can
hypothetically invest in it.

Meeting where participants give inputs about the organizations’
green practices to reflect on their behaviours.

Participants (individually) label hourly blocks of their day to
understand their productivity.

Q&A session between a team of employees and the team
leader to bring light to a problem that should happen whenever
necessary.

Participants (8-15) are encouraged to share their ideas/
suggestions to improve the workplace that, if implemented,
are communicated through the organization to boost new
recommendations.

Participants (8-15) are encouraged to share their ideas/
suggestions to improve the workplace that, if implemented,
are communicated through the organization to boost new
recommendations.

Daily kick-off meetings, where employees update the supervisor
about the current situation of a project/ production process, to
reduce/ avoid work-related problems.

Participants with difficulty dealing with specific digital tools/
channels are matched with an employee willing to teach him/her
so that they can mutually learn.

Set of labs created to enhance employees’ knowledge about
economic and financial concepts and budgeting and increase
the expertise about creating a business plan.

2 yearly visits to companies using innovative financial concepts.

Clarification meetings with an expert in legal and tax issues.

Meeting with a small group of employees (5-8) to help them
develop pitching skills to raise funding when needed.

Table 1 Activities presented in this booklet



The Johari Window

Entrepreneurial skill: Self-awareness and self-efficacy Duration: 2h to 3h Typology: Mentoring

(Believe in your ability)

Objectives: Setting:

« To increase the self-awareness and the team awareness of * A room, papers, pens,

your employees photocopies with the list of

» To uncover blind spots and promotes self-discovery and adjectives and the Johari
personal growth window.

» To promote the feedback gaining in your tfeam in order to e Worksheet 1. Brief infroduction
understand how they see themselves and how they see each to the Johari Windows

other « Worksheet 2. List of adjectives
« To help your team to see themselves clearly building self- » Worksheet 3. Filling in the
confidence and self-efficacy Johari Window

To facilitate a Johari Window exercise, you will need to follow these ten steps:

1

G hWN

N O

Invite your team: Schedule this exercise as a meeting in a relaxed room in the company.
You can also make it online. Select a small team, up to 5-6 persons.

Distribute the list of adjectives and a sheet with the matrix of the Johari window to your team
(see worksheets 1 and 2).

Ask them to choose 5 adjectives that best describe themselves. Ask them to be objective
and honest and give them only 1-2 minutes for this task.

Then, once the team has finished the self-assessment, they should evaluate the rest of the
feam members. Again, they should select only 5 adjectives for each member.

Filling in the Johari window: Since you finish the selection of adjectives, ask them to fill in the
matrix for themselves according to your directions:
* Arena Quadrant [KNOWN SELF] = Place there the adjectives that appear on
both lists (self- & peer-evaluation);
* Mask Quadrant [HIDDEN SELF] = Write down the adjectives that appear on the
individual’s list but not on the group’s one;
* Blind Spots quadrant [BLIND SELF] = Place the adjectives that appear on the
group’s list, but not on the individual’s;
* Unconscious Quadrant [UNKNOWN SELF] = Any adjective that appeared on
neither list can go in the Unconscious Quadrant.

Give some time for self-reflection: Once tfeam members have finished, give them some time
to review and think about his/her results.

Encourage discussion: Ask them to present and discuss openly with the entire team his/her
results.

Make questions: “Why do you choose those adjectives for you?”, “Why do you believe the
team select those adjectives for you?2”, “Is there anything that surprises you?2”, *“Would you
like to change or improve anything?” “Did you learn something new about yourself2”

Promote reflection: "How easy or difficult was it to select the adjectives to describe yourself?
Why?e”, "How easy or difficult was it to select the adjectives to describe your team mem-
berse Why?2"

1 O Closure: Ask for feedback.

At the end of this activity, you can discuss the key learning points with your feam, launching some key
qguestions:

¢  What was the most memorable fact today?

* What feelings did you experience throughout the activitye What friggered them?

* What do you want to take forward from this activity 2

Tips

As facilitator, you can dedicate some time at the beginning of the session with

an icebreaker in order to make the team feel comfortable with each other.
Then, remember to start by presenting the Johari Window technique. A short
presentation prepared by you would be very useful.




Worksheet 1. Chaeeomew o me wmwm

A brief introduction to the Johari Windows § - | Able O O O 0 0 0
To facilitate this activity, you should know what the Johari window is. - |[Aseepiie [ [ [ O O [
: .| Adaptable | | | O O |
o . . . T Bold O O O O O O
The Johari window is a technique that helps people understand better their relationship with them- Brave O O O O O O
selves and others. It was created by psychologists Joseph Luft (1916-2014) and Harrington Ingham ¢ cam O O O O O O
(1916-1995) in 1955 and is used primairily in self-help groups and corporate settings as a heuristic : Caring O O O O O O
exercise. Luft and Ingham named their model “Johari” using a combination of their first names. : Cheerful O O O O O O
: | Clever O O O O O O
There are four quadrants in this exercise: : © | Complex O O O | | O
1. ARENA: Traits and behaviours that you and others are aware of. It includes anything about your- .| Confident O O O O O O
self that you are willing to share. This area drives clarity and builds trust. - | Dependable O O O O O O
2. MASK: Aspects about yourself that you are aware of but might not want others to know. It can ;| Dignified | | | [ [ |
also include traits that you are not sharing with others without being aware of. What you show to : | BnEeEie O O O 0 0 O
others is a mask that hides your authentic self. E)ffrove”ed 0 0 0 B B 0
3. BLIND SPOTS: What others perceive, but you don’t. Important to note: not valuing your strengths Z'.e.ndly g g g g g g
can also be a blind spot. Feedback from others can make you more aware of your negative traits vng
and the positive ones you are not appreciating riappy O O O O O O
' Helpful O O O O O O
4. UNCONSCIOUS: What's unknown to both you and anyone else. ldealistic O O O O O O
: © | Independent | | | O O |
You will also need a list of adjectives: : : Ingenious O O O O O O
o | Inteligent O O O | | O
Worksheet 2. g - | Introverted O O O O O O
List of adjectives é S 0 0 0 0 0 0
. . . . 2 © | Kind
From the following list, choose 5 adjectives that best L O O O O O O
d i If Knowledgeable | | | O O |
eSCrioe yourselr. : - | Logical 0 0 0 | | 0
Be objective and honest and take only 1-2 minutes for this fask. Once you have finished first, then, - | Loving O O O O O O
ask 5-6 of your colleagues to choose 5 adjectives that they believe describe you better. § | Mature O O O O O O
2 - | Modest O O O O O O
(ConguerYourBind Spofs - Johari Window Model - | Nervous O 0 0 = O O
Known to others Unknown to others : | Observant | | | O O |
Known to others ARENA BLIND SPOTS Organized O O O O O O
Public: what you Bwlind self: what others : Patient O O O O O O
and others know know about you, but you : .
don't see : Powerful | O O O O O
Unknown fo others Proud D D D I:I I:I D
g - [ auiet O O O | | O
.| Reflective | | | O O |
Able Dependable Infroverted Proud Silly Relaxed O O O O O O
Accepting Dignified Kind Quiet Smart Relaxed D D D D D D
Adaptable Energetic  Extroverted Knowledgeable Reflective Spontaneous : : 2
Bold Friendly Logical Relaxed Sympathetic B : Sechhmg D D D D D D
Brave Giving Loving Mature Religious Tense Self-assertive D D D D D D
gzlr::g ::I';?Jll '::::1 SR:Z::PTI:;e Self-assertive I/:luc?:\r:orfhy Self-conscious D D D D D D
Cheerful Idealistic Observant Self-conscious Wise B : Sensible D D D D D D
Clever Independent Organized Sensible Witty Sentimental D D D D D D
Complex Ingenious Patient Sentimental : :
Confident Intelligent Powerful Shy Shy D D D D D D




silly O O O O O O Worksheet 3.

Smart O O O O O O Filling in the Johari Window

Spontaneous O O O O O O

Sympathetic | | O | O | : : ) . e . . . . .
Tense O O O O O O Z:?j ysshﬂnlsh the selection of adjectives, you will fillin the matrix according to the directions giv-
Trustworthy O O O O O O e

Warm O O O O O O

Wise |:| |:| |:| D D D

Witty O O O | | O ARENA BLIND SPOTS

* Known self: What you and others know ¢ Blind self: What others know about you,

but you don't see

You can collect the adjectives chosen by you and your colleagues in the following table to have
them gathered and be helped during the review of them in the following step. You can also use
colourful highlighters to mark the same adjectives with one colour.

o b~ W DN

MASK
¢ Hidden self: What you share of hide

UNCONSIOUS
* Unknown self: Neither you or others know




Self-awareness and self-efficacy 1h

(Identify your strengths and weaknesses)

Psychometric Tests

» To help employees to know and understand their personality * A psychometric tool
type

 To help your team to manage their energy better and to

recognize their emotions

« To better equip them to view other people as being different

rather than wrong

The activity includes the following five steps:
You can suggest to your tfeams to take online one of the following online free psychometric
tests:
* 16 Personalities here: https://www.1épersonalities.com/
* Jung Typology Test™: hitp://www.humanmetrics.com/personality
» Character Strengths Test: https://www.viacharacter.org/Account/Register
 Enfrepreneurial Aptitude Test (E.A.T): https://www.viacharacter.org/Account/Register
* Online Psychometric Testing: https://www .practiceaptitudetests.com/psychometric-tests/
You can also ask them to take the GrowlINg Self-assessment tool for entrepreneurial skills!

Finally, you can fix an appointment with each of them to discuss the test resulfs.
Remind that self-aware employees do not need supervision; they are more positive and
self-motivated!

Upon the completion of this activity, you can ask your team members the following questions to track
the key lessons learnt from this process:

* How would you present yourself after you saw the results of the psychometric tool2

* Is anything that has impressed you?

¢ Is anything that you would like to change in you?2

Self-awareness and self-efficacy 2h Mentoring

(Follow your aspirations; shape your future)

» To help your employees increase their self-knowledge * Worksheet 1. The Freedom

» To help them self-evaluate their current behaviour and o Diagram: three concentric
connect with their own unique identity circles
« To help them find new ways to interpret their thoughts, * Papers, markers, a

actions, feelings, and conversations that they have with other comfortable room
people in the workplace

If you choose to implement it individually, use the worksheet provided in this activity and share it with

your employee. Ask him/her to complete it, and if he/she feels comfortable, he/she will come back to

discuss it with you.

If you choose to implement it in a tfeam, invite up to eight people and follow the following eight steps:
Invite your feam and present the aim of this meeting.

Discuss the definition of self-confidence and self-efficacy and ask your team to brainstorm in
that. Facilitate a discussion for 10-15 minutes.

Distribute the worksheet to the team members.

Provide them with some guidelines: In the talent circle, they should answer “What do you
naturally shine?2”, in the fun circle “What do you enjoy doing?” and in demand “What can
you make money ate”

Give them 5 minutes to self-reflect and fill in the circles in the worksheet.

Ask them to fill in the worksheet again. The points at which two circles are being tangent to
each other, write down the common skills (if any). Give them 2 minutes.

Then, ask them to fill in the common skills (if any) in the centre, where all of the three circles
are being tangent. Give them 2 minutes.

Finally, ask them: "What do you observe?2”, "Are there any common skills2 Is there any skill
that fits these three criteriae”

Creating this diagram will help them decide what skill they should focus on, so they have a higher
chance of success.

After the end of this activity, you can ask the following question to your team to debrief and review the
key learning points:

¢ Did you discover anything new about yourselves?

e What will you stop/start/continue doing?



Worksheet 1.
The Freedom Diagram: three concentric circles

Work with your choice of words

Enfrepreneurial skill: Self-awareness and self-efficacy | Duration: Contfinuous | Typology: Practice

Many people assume that self-awareness comes easily and natural- (Beleve in your abilty
ly, but this sense of heightened awareness can be hard to come by. Objectives: Setting:
« To boost the self-awareness and self-efficacy of your team ¢ No setting necessary
This is why there are several tools to help people practice this skill. The freedom diagram is one of : * To make them feel able fo realize tasks successiully
. : . . : « To support them achieve individual and collective goals by
the fun self-awareness activities. It is a short and practical guide to help figure out where people : .
) : having self-esteem
should use their energy. » To make them believe in their abilities and their skills
The Freedom diagram conisists of three key components:

 Talent: If refers to what someone just happens to be good at doing
e Fun: It is what somebody wish could do all the time, even if he/she weren’t paid to do it

* Demand: It is what people in the world need or want, and will pay for. As a manager or a feam leader, you need to increase the productive self-insight of your team members

Fillin the three concentric circles of the following diagram. Creating this guide will help you follow and decrease unproductive rumination. There are some words you should choose to use frequently,
your aspiration and decide what skill you should focus on building so you have a higher chance of while you should avoid some other phrases.
success. :

For example, what you should say more often is:
/ Tell me more about it!
/ Thank you!
/ Here is why.
/ What do you suggest?
/ What is your opinion2
/ | believe you are good at it.
/ | believe that you can accompilish this task.
/ This is your strength aspect.
/ I would like to see how you make it alone here.
/ I'would like to undertake this task.

What you should avoid saying is:
X 1 do not have time to deal with this.
> Do not bother me.
X We do not do things like that.

Another helpful tip when selecting words is to ask “what” instead of “why”. “What" questions help you
remain objective and future-focused. Why questions hid more judgmental behaviours and reactions.

For example, consider an employee of yours is constantly delayed to participate in your weekly update
meetings. This behaviour is bothering you since he seems disrespectful to the rest of the feam, and you
have to repeat what you have already said at the beginning of your meetings. However, he is a good
and reliable employee. Therefore, instead of asking, “*Why you always arrive late to the meetings?2”, you
can ask, “What are the situations that make you arrive latee”.




Ask teams to discuss the positive emotion on the envelope and generate ideas for
experiencing this emotion more frequently and strongly. Tell tfeam members to write short
senfences explaining easy-to-apply suggestions on one index card/post-it note. Do not

Motivation and perseverance 2h Workshop forget to set up the time limit for this task, it is usually 5 minutes per round. Explain that the
(Stay driven) tfeams’ response cards will be evaluated in tferms of both the number and the quality of the
suggestions.

:ig gifoigplgéeris lsgcéssrl;/()e?h%rlldoﬂﬁgvgltfee?eﬂtv\:gks to : ?;clfsrer;o s with positive After the set period passes, blow the whistle, and announce the end of the first round. Ask
stav driven ogd moﬁvc?jred 14 emotion WFr)i’r’ren on Zoch each team to place its response card (the index card/post-it note with the suggestions) in-
Y . . side the envelope and pass the envelope, unsealed, to the next feam. Warn the teams not

» To help employees discover how to increase the frequency envelope (Hopeful, Joyful, to oben the envelope they receive

and intensity of five main positive emotions. Peaceful, Playful, Thankful), P P Y ’

index cards or post-it notes,

. . Ask teams to review the positive emotion on the envelope they received, but not to look at
timer and a whistle.

the suggestions on the response card inside. Tell the teams to repeat the earlier procedure
and list suggestions on a new response card for achieving this positive emotion more
frequently and more intensely. After the set period, blow the whistle again and ask teams
to place the response card inside the envelope and pass if to the next team. Conduct two
more rounds of the game using the same procedure.

To help team members to implement this activity, you will need to follow these steps:
Invite your tfeam: Schedule this exercise as a meeting in a relaxed room in the company.

Divide the participants into five tfeams of a minimum of two ad a maximum of eight mem-

bers depending on the size of the group. Teams should be approximately the same size. At the last (5th) round, when feams exchange the envelopes, ask the feams to open the

envelopes and select the top five suggestions from among the response cards inside the
envelope instead of writing their suggestions. The evaluation and selection can be done
by reviewing the individual suggestions on each response card and selecting the ones that
can be easily applied to produce significant results. It does not matter if some of these
HOPEFUL suggestions are found on more than one card. Make sure you set the time limit for this task.

Infroduce the 5 main emotions and clarify each of them by asking participants to give syn-
onyms and examples of each emotion. Here are some suggestions:

Synonyms: assured, auspicious, confident, encouraged, opfimistic, promising,
sanguine, frusting, upbeat.
Examples: You are convinced that this activity is going to be exiremely inter-

esting, and your team is going to win; you just participated in a performance . . o . L ) .
review, and you are confident that your manager is going o promote you to a If implemented online. If the activity is done online, the team can be divided into 5 groups using break-
higher-paying job. out rooms and each team should work on 1 emotion. Team members should write their ideas in the

JOYFUL prepared online template, using platforms such as miro.com, padlet.com, etc. When the time pass, ask
Synonyms: happy, cheerful, delighted, ecstatic, elated, glad, jubilant, merry. the teams fo review another emo‘rion. Repeo’r unfil all the teams have revievyed all the emotions. Then,
Example: Your colleagues gave you a big surprise birthday party. ask each team to present their suggestions to the rest. After the presentations, ask team members fo
PEACEFUL select the top 5 ideas for each emotion.

Once the teams have evaluated and selected the top 5 ideas, ask each team to present
their selection to the rest of the group.

Synonyms: calm, centred, collected, content, serene, mellow, quiet, franquil.
Examples: You take a nap on a deck chair in the shade of an umbrella, listening

to the sound of the ocean and the twittering of birds; you close the laptop after * What are the ir\’rgre.s’(ing patterns among differen‘r §e’rs of spgggs’rions? . .
working day knowing you have completed all the fasks. * Can you find similarities among the suggestions for increasing different positive emotionse

PLAYFUL * Which positive emotion was the most difficult one for you to come up with suggestionse
Which one was the easieste Why?
* Reflect on your work environment. Which suggestions could you implement immediately?

Conduct a debriefing discussion. Here are some suggested questions:

Synonyms: amused, fun-loving, antic, comical, frisky, impish, joking, light-hearted
Examples: You share jokes with your colleague or a client.

THANKFUL

Synonyms: appreciative, indebted, obliged, and grateful.

Examples: Your boss gives you an additional day off after hearing that your child
is sick.

A supervisor listens to your needs, and you receive a new faster computer.

Distribute the envelopes and index cards/post-it notes to each feam (one envelope per
team). Infroduce a task to teams — explain that the activity requires feams to brainstorm
ideas for increasing both the frequency and the intensity of each of these positive feelings.
These ideas should apply to everyday activities at work and home.



Outdoor scavenger hunt :
Tips

When designing the “scavenger hunt” activity tasks, try o make it relevant to the
team and the area they are working in (education, tourism, technologies, etc.)
Your tasks should be tailor-made to fit the team.

Entrepreneurial skill: Motivation and perseverance Duration: 2h Typology: Outdoor activity

(Be determined)

Objectives: Setting: The tasks can also be tailored to fit the specific project or tasks the employees are
« To improve employee’s ability to recognise challenges e Worksheet 1. Scavenger hunt working on.

« To improve employee’s feamwork and cooperation handout The activity is usually done in outdoors area/a part of the city, but it can also be

» To improve employee’s motivation to overcome challenges adjusted to be done in a company’s building including surrounding areas such as
and stay committed to the goals parking lot. The activity can be also adjusted to be done virtually, however it will

» To show employees how scavenger hunt activity can be have different impact than the one done face-to-face.

used to improve motivation and self-determination skills at Facilitator can be representative from human resources, manager, internal or
work and personal life external trainer, etc.

« To help employees stay driven and motivated at work

To help team members to implement this activity, you will need to follow these six steps:
Invite your team: Schedule this activity as an outdoor exercise. Ask team members to wear
comfortable clothes, take a sun hat (if needed) and water.

2 Gather everyone in one spot — preferably in a meetfing room. Divide team members into
groups. Infroduce the feam members to the game itself, the background and examples of
this game. Continue with explaining the exercise, clarify the rules and give them handouts
with the task. The rules include:

* Time limits

* Can't sabotage another team

* Team members cannot split, all the tasks/goals have to be done together

* Creativity and teamwork are encouraged

e Can’t use the transport such as cars, busses, etc. (optional)

* |f the activity requires gathering items — no items can be bought. Parficipants have
to use creativity to get them.

* As soon as the team has finished all the tasks, they have to be back at the original
meeting place.

Answer the questions from the teams if there are any. Each group has to find a way to work
tfogether to complete these tasks. One person in each group should be responsible for filling
the handouts — marking the task as done (please see worksheet 1).

Start the activity — let the teams go to implement the tasks/goals.

After the set time has passed and all the tfeams came back to the initial gathering place,
ask each feam to present their completed tasks/gathered items.

hbh W

Identify the winning tfeam and award prizes. Congratulate all participants on their success
and good performance.

The winning team is the one that either completed all the tasks/goals or, if all teams com-
pleted the tasks/goals, the winner is the one who took the shortest time to do that.

)

Debrief the activity by fostering the discussion using these questions:
e Ask each team to describe its method: how did that team carry out the task?
* On reflection, did this method work well?2
* Discuss the application of what they have learned.
* What has this game shown to you?2 How can the lessons from the game be applied in a
professional sefting when achieving work goals?



Worksheet 1.

Scavenger hunt handout

A scavenger hunt is a game, typically played in an extensive out-
door areq, in which participants have to collect several miscello-
neous objects, take pictures, or implement various tasks within a set
time limit. Usually, participants work in small teams, although the
rules may allow employees to participate.

It is believed that gossip columnist Elsa Maxwell created scavenger hunts as a fun party event in
the 1930s. Since then, they have become a crazy fradition that many people enjoy.
The most famous examples of scavenger hunt games:
* Geocaching is an outdoor freasure-hunfing game in which the parficipants use a globall
positioning system (GPS) receiver or other navigational techniques to hide and seek contain-
ers (called “geocaches” or “caches”).
« A common game at Easter is the egg hunt, where players search for concealed eggs. In
addition, Halloween scavenger hunts have been moderately replacing frick-or-freatfing.

Team name:

Team members:

Instructions:

Work as a team to complete as many tasks/goals on this list as you can. A prize will be given to the
team(s) that can find the most items the fastest.

Time Limit:

XX Minutes. You will be given the exact fime you must return to the main meeting room.
Ground Rules:
* You may not buy the items on the list, or you use the pictures from the internet.
e You may not use the transport such as cars, busses, etc. (optional)
* You may not negatively influence or affect the work of any other team.
e Creativity and teamwork are encouraged.
The list

Goal 1

Goal 2

Goal 3

Goal 4

Goal 5

Goal 6

Goal 7

Goal 8

Goal 9

Goal 10

Photos/videos:
* Bon Appetit! - take a photo of your entire team sharing the signature item at your favourite
lunch location.
* Living Art - fake a photo of a member of your team next to you and imitate your favourite
statue from around the city.
* How is this look? - go to a clothing store and photograph a team member who changed
info an unflattering ouffit.
* Well-read - find a library or bookstore and record members of your team reading a scene
from a Shakespeare play.
* Tell me your story - find a stranger on the street and ask them to tell you about their favour-
ite place in the city (record it).
* Love my job - record yourself reciting the company’s mission statement.
* Make a video of the tfeam on a couch singing TV show “Friends” theme song
* Find two memes that describe your current mood and your feelings about life in general.
e Take a five-second video doing the most ridiculous thing you can think of.
» Take a photo of the funniest street or business sign in your fown.

Solving riddles and taking pictures of the answers:
e Sometimes | am firm, sometimes | am soft. | can come from the store or even from a big
cardboard box. (Mattress/bed)
e On again, off again, that is all | do. | am noft talking about relationships, | am lighting the
way for you. (Lamp)
e |If you are planning on going out, put me on first. | will protect your head from the worst.
(Hat/hood)
e Round and round and round | go. Suds and duds and balled up socks, and if | am not bal-
anced, | will take a walk. (Washing machine)
e |t can be a code or a card, or even made of metal and put on a ring. Without me, you are
not getting in, that is a sure thing! (Key)
e Work, work, work, with no time for play. Take a picture of the screen where you spend most
of your day. (Computer)
| am always running and sometimes find you running behind. | have my hands on my face
and nothing but fime. (A clock)
e Good morning to all and all a goodnight. Now get online and find Santa’s favourite welb-
site. (Share your favourite online shopping platform)
e Scrub-a-dub-dub, | am not in the tub, but | do like to splash around. A bowl or a snack con-
tainer is where | can be found. (Goldfish - animal OR snack crackerl)
e Look in and out and all around, | do noft exist, but everywhere | can be found. (shadow)



Visualize your goals

Enfrepreneurial skill: Motivation and perseverance Duration: 2h Typology: Workshop

(Focus on what keeps you motivated)

Objectives: Setting:
« To infroduce the concept of intrinsic and extrinsic motivation e Aroom, projector, flipchart
» To help employees understand the importance of keeping or whiteboard, hard paper or

oneself motivated - finding the right motivation factors
» To show employees how vision boards can be used to define and markers, magazines, other
goals and keep oneself motivated to reach them

» To help employees stay driven and motivated at work

poster board, colourful pens

images and text from artwork,
old books, computer printouts,
etc. inspirational quotes,
stickers, scissors, glue sticks, etc.
* Worksheet 1. What is
motivationg

To help team members to implement this activity, you will need to follow these steps:

1
2

3

4
S

Invite your feam: Schedule this exercise as a meeting in a relaxed room in the company.

Infroduce the team members to motivation and different types of motivation (please
see worksheet 1). Facilitate the discussion among the team members which extrinsic vs.
intrinsic motivation is better, which type of motivation they use at work, and what type of
motivational factors (maybe a mixture) should be used at work? Is there or should there be
a difference between the motivational factors used for senior and new employees?

Infroduce the vision board technique and the importance of visualising our goals. Continue
with inviting team members to create their vision board by following four simple steps (please
see worksheet 2).

Once team members are done as the volunteers to present their vision boards to the rest of
the group.

Ask participants to put their vision boards in the visible place, so they could see them every
day to remind them why they want to achieve that goal, thus keeping them motivated.

Summairize the information that has been presented as well as the feedback and ideas that came out
during the discussion. Challenge the tfeam members to think in what other areas of their life they could
use vision boars.

Tips

During a discussion about motivation, write down all the key responses/ideas
presented on flipchart or whiteboard — it will help feam members not to repeat the
same answers and it be easier to summarize what has been said.

For vision boards, bring different handicraft materials, to allow tfeam members to
be as creative with their vision boards as possible.

It would be great to show your own personal vision board as example when
explaining how to make one.

Play relaxing music in the background as team members create their own vision boards.
Not everyone may feel comfortable in sharing their vision boards, thus ask who
would like to volunteer and present it to the rest instead of appointing a person.
Facilitator can be representative from human resources, manager, internal or
external trainer, efc.




Worksheet 1.

What is motivation?

Motivation is the process that initiates, guides, and maintains goal-ori-
ented behaviours. It is what causes you to act, whether it is getting a

glass of water to reduce thirst or reading a book to gain knowledge.

Motivation involves the biological, emotional, social, and cognitive forces that activate behaviour.
To put it simply, the term “motivation™ is frequently used to describe why a person does something.
It is the driving force behind human actions.
There are many different uses for motivation. It serves as a guiding force for all human behaviour
but understanding how it works and the factors that may impact it can be important in some
ways. Understanding motivation can:

* Help improve the efficiency of people as they work foward goals

* Help people take action

* Help people avoid unhealthy behaviours such as risk-taking and addiction

e Help people feel more in control of their lives

* Improve overall well-being and happiness

Extrinsic and Intrinsic Motivation
Over the years, psychologists have proposed different ways of thinking about motivation. One way
is to look at whether mofivation arises from outside (extrinsic) or inside (infrinsic) an individual.

Extrinsic moftivation
Simply put, extrinsic motivation refers to the behaviour of employees to perform tasks and learn
new skills because of external rewards or avoidance of punishment. In this case, you engage in
behaviour not because you enjoy it or because you find it appealing or satisfying, but to obtain
something of value in refurn or avoid something unpleasant — for example, frophies, money, social
recognition, or praise, etc. Here are some exfrinsic motivation examples:

» Going to work because you want to earn money

« Studying because you want fo get a good grade

* Helping others because you hope for praise

* Volunteering because it looks good on a resume

* Going fto the same store because you benefit from loyalty programs

e Cleaning your apartment because you do not want your partner to get mad

* Going to new places because you want to post it on social media

e Paying taxes because you want to avoid a fine

* Pursuing a certain degree because you want to make your parents proud

* Going on a business trip because your boss ordered you to do so

Intrinsic motivation

Intrinsic motivation refers to the act of doing something that does not have any obvious exter-

nal rewards. You do it because it is enjoyable and interesting to you, not because of any outside
incentive or pressures, like rewards or deadlines. In short, intrinsic motivation is more about personal
growth, a sense of duty, and the recognition of purpose, while extrinsic motivation is more about

financial incentives, status, and public recognition. Here are some infrinsic motivation examples:
 Staying longer at work because you believe in your work

* Use positive affirmations because you want fo change your mindset positively

* Investing money because you want to become financially independent

e Travelling because you want to explore different culfures

* Working in a feam because you enjoy collaboration

 Learning about personal development because you want to improve yourself

* Going to the playground with your children because it makes you happy

« Studying because you are curious about the topics

* Trying to be a good leader because you want to inspire

Several factors promote intrinsic motivation. These factors include:
e Curiosity. Curiosity pushes us o explore and learn for the sole pleasure of learning and mas-
tering.
e Challenge. Being challenged helps us to work at a continuously optfimal level work foward
meaningful goals.
e Confrol. This comes from our basic desire fo control what happens and make decisions
that affect the outcome.
e Recognition. We have an innate need to be appreciated and satisfied when our efforts
are recognized and appreciated by others.
e Cooperation. Cooperating with others satisfies our need for belonging. We also feel per-
sonal satisfaction when we help others and work together to achieve a shared goal.
* Competition. Competition poses a challenge and increases the importance we place on
doing well.
e Fantasy. Fantasy involves using mental or virfual images to stimulate your behaviour. An
example is a virtual game that requires you to answer a question or solve a problem to move
fo the next level. Some motivation apps use a similar approach.

To sum up:

Intrinsic Motivation:
e You are motivated to do the activity because it is internally rewarding. You choose to do it
because it is fun, enjoyable, and satisfying.
e Your goal comes from within, and the outcomes of your goal satisfy your basic psychologi-
cal needs for autonomy, competence, and relatedness.
Extrinsic Motivation:
* You are motivated to do the activity to gain an external reward in return.
e Your goal is focused on an outcome and does not satisfy your basic psychological needs.
Instead, it involves external gains, such as money, fame, power, and avoiding consequenc-
€s.

Throughout the entire life, everyone experiences both types of motivation. Often, the goal of your
motivations can remain the same regardless of whether the outcome is intfernal or external. These
exirinsic and intrinsic motivation examples illustrate this idea:



Intrinsic

Participating in a sport because it's fun
and you enjoy it.

Learning a new language because you
like experiencing new things.

Spending fime with someone because
you enjoy their company.

Cleaning because you enjoy a tidy
space.

Playing cards because you enjoy chal-
lenges.

Exercising because you enjoy physically
challenging your body.

Volunteering because it makes you feel
content and fulfilled.

oing for a run because you find it relaxing
or are frying to beat a personal record.
Painting because it makes you feel calm
and happy.

Taking on more responsibility at work be-
cause you enjoy being challenged and
feeling accomplished.

Source: https://sprigghr.com/

Extrinsic

Participating in a sport in order o win a
reward or get physically fit.

Learning a new language because your
job requires it.

Spending fime with someone because
they can further your social standing.
Cleaning to avoid making your partner
angry.

Playing cards to win money.

Exercising because you want to lose
weight or fit info an outfit.

Volunteering in order to meet a school or
work requirement.

Going for a run fo increase your chances
at winning a competition.

Painting so you can sell your art to make
money.

Taking on more responsibility at work in
order fo receive a raise or promotion.

Extrinsic vs. Intrinsic motivation: which one is better?

Each person is different, so our motivations and perspectives of rewards are also different.
Some are inherently more intrinsically motivated by tasks, while others see the same activi-
ties extrinsically. While both types of motivation can be effective, most agree that exirinsic
rewards should be used less to minimize the overjustification effects. This phenomenon refers

to the findings that offering excessive external

Researchers find that when people are intrinsically motivated, the quality of their actions is

beftter, leading to better performance, especially in the long ferm. They are more passionate

and have a stronger sense of personal commitment. They are more persistent when facing

difficulties. Those people are also more creative and more likely to come up with novel ideas

and solutions.

Worksheet 1.

What is a vision board?

A vision board is a visualization tool, which refers to a board of any
sort used to build a collage of words and pictures that represent your
goals and dreams.

The purpose of creating a vision board can be a good way for you to find inspiration, identify and
shape your dreams, and keep you focused and motivated. It is not a guarantee of specific out-
comes but rather a way to channel your efforts towards goals.
Here are some reasons why companies should encourage their employees to create vision boards:
* Goals boost mofivation and productivity
¢ Vision boards serve as a daily reminder and keep employees motivated and on track
* Vision boards are personal and give employee’s an opportunity to bring their personal
work goals to life
* Creating vision boards is fun and makes a great feam-building activity

How to make a vision board?

Here are easy steps to follow to make a vision board:
1. Gather all the supplies. Make sure you have all the necessary materials - scissors, glue,
magazines, printed photos, inspirational quotes, stickers, etc.
2. Define your goal. To visualise your goals, first, you need to know what they are. Spend
some fime geftting clear on exactly what you aim to achieve in the upcoming 6 months —
ideally, choose one main goal per vision board.
3. Choose visual material. Once you decide on a goal, find photos or words that represent
why you want to achieve this goal — both extrinsic and intrinsic moftivation factors. For
example, if you want to start riding a bicycle to work instead of a car, look for pictures
that represent how you'll feel once you do it as well as all the opportunities that will
be available to you — may be adding a picture of the new bike representing healthier
choices, money (saved from gas or public fransport expenses), new friends you may
make after taking up new biking hobby, etc. You can also add motivational quotes and
“affirmation words” that represent how you want o feel.
4. Create your vision board. Once you've got all your supplies and images/affirmation
words/inspirational quotes, etc., of both your overall goal and motivational factors, it
is time to create your vision board in a calm environment. Besides the chosen images,
motivational quotes, efc., you can also add your own words, doodles, or sketches.
5.Put your vision board on display. If you have created your vision board by hand, put it
in a place you will see every day to remind you of your goal and motivate you to work
toward it, for example, the work desk. Take a few moments to contemplate your vision
board every day.

However, it is important to emphasize that being extrinsically motivated does not mean an-
ything bad -- extrinsic motivation is just the nature of being a human being sometimes. Thus,
both types of motivation are good. The key is to figure out why you and your team members
are motivated to do things and encourage both types of moftivation.
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My resi I ience plan How was |’r.for you to carry out your resilience plan? Did it help you to overcome the
challenge/difficulty?

* What resources (supporting people/strategies/behaviours/words of wisdom) were

most and least helpful to you? Why?

Entrepreneurial skill: Motivation and perseverance Duration: 2h30 to 3h

(Be resilient) * Is there anything you would like to change to your resilience plan?
* In what other areas of your life could you use your resilience plan2 How might things
improve for you?

Typology: Workshop and follow up meeting

Objectives: Setting:

« To infroduce the concept and importance of resilience as * A room, projector, fliochart or

well as skills and strengths associated with resilience white board, pens. Tips

» To show employees how development of resilience skills can e Worksheet 1. What is

help to deal with workplace stress resilience? Before conducting this activity with feam members, it is recommended to test it
« To show employees how development of resilience skills » Worksheet 2. Resilience plan on yourself by thinking of an occasion when your resilience was fested, and the
can help them to cope with unexpected changes/setbacks/ different ways that you overcame it. It is always better to provide examples to
failures and overcome them team members from your own experience to make the topic more relatable.

« To improve employees’ ability to persevere in the face of Facilitator can be representative from human resources, manager, infernal or
setbacks and obstacles external trainer, etc.

» To show employees how to develop their own personal

resilience plan based on existing resources

» To develop employee’s professional resilience skills

« To help employees stay driven and motivated at work

To help team members to implement this activity, you will need to follow these eight steps:
1 Invite your feam: Schedule this exercise as a meeting in a relaxed room in the company.

2 Explain the workshop overview to the team members - that in this workshop, they will explore
the concept of resilience—what it is, why it is important, and how they can develop it.

Ask whether anyone knows the meaning of the word resilience. Invite feam members to
write theirideas on the post-it cards and put them on the wall/whiteboard. Together discuss
the ideas written by the feam members.

Infroduce the concept of resilience, skill set resilient people possess, the benefits of having
a resilient workforce as well as being resilient in personal life (please see Annex 1). Ask a
team member fo take a short self-evaluation quiz (https://resiliencyquiz.com/index.shtmil)
to see how resilient they are. Discuss the test results — was it surprising, were team members
expecting such results, efc.
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Continue with infroducing the resilience plan to the team members and explaining how it
should be filled (please see worksheet 2). Give enough time to tfeam members to prepare
their resilience plan.

Pair the team members and ask them to present their plan to each other, each providing
feedback from their experience. Based on the suggestion, feam members can update their
resilience plans if needed.

Ask participants to put their resilience plan into action when they leave this workshop -
implement “resources” mentioned in the plan until they overcome the challenge.

Organise a follow-up meeting to allow team members to evaluate their resilience plans.
During the meeting, discuss:

O N O O



Worksheet 1.

What is resilience?

In the world of positive psychology, resilience is being able to recover
and adapt quickly from a traumatic event or stressor. In other words,
it is a kind of inner strength.

People consider others resilient when they:
e Have a consistently positive outlook
e Deal with each difficult situation they face with ease
e Don't exhibit excessive negative emotions during difficult times
* Resilience in the workplace can help people recover from challenging experiences. It can
also assist their growth and development.

Why is resilience importante

Given the evolving needs of organizations, growing resilience is a key strategic priority. People

will perform better if they aren’t just keeping their heads above water. Instead, opportunities for
growth and self-learning that come with change will energize them.

For example: Imagine you are in a middle management role, such as a sales manager. Your team
is not performing very well this quarter. It is becoming a challenge for your mental health, produc-
fivity, and general well-being. If you have a low workplaceresilience you are more likely to crumble
under pressure in this situation. This is going to have a negative impact on workplace culture and
employee engagement. It may even further affect your team performance — the manager’s lack
of personal resilience likely affects team resilience.

A sales manager with a high degree of psychological resilience will likely overcome such a chal-
lenge with ease.

They will shelter their team from pressures (where appropriate). They will also bring in further work-
place training or procedural efforts to get their team closer to expectations.

The benefits resilience brings to the workplace

Having a resilient workforce benefits businesses in so many waysby making people more motivat-
ed, capable of dealing with change, and less susceptible to burnout.

Here are nine benefits that resilience brings to the workplace.

1. Better handling of challenges

Resilience can prevent negative emotions and thoughts from clouding judgement, meaning em-
ployees can deal with issues in the workplace more calmly and logically. When people focus on
solving the problem rather than finding blame, they can reach a common ground and a construc-
tive solution.

2. Improved communication

Those with good resilience often have better self-assurance and confidence. They are more likely
to speak up actively and contribute, and can express themselves more clearly and constructively.
Idea-sharing in a business is crucial for exploring all options and encouraging creativity.

3. Reduced burnout and presentism

People become burnt out when they lose that driving passion for their work. This is often linked

fo poor resilience. Burnout can then lead to presentism, when an employee’s mind is not fully
switched on at work. Resilience can help people hold onto that spark for their jolb and bring their
whole selves to it.

4. Creating a competitive business

Businesses that can effectively ride out times of change and who have employees that work well
together are the ones that will winstand difficult times in their industry. Also, resilient employees are
more likely to stick around during and after changes. Holding onto people who know the business
inside out and can tolerate necessary changes is essential for the longevity of your organisation.

5.Setting realistic expectations

Conlflicting expectations are often due to a lack of clear communication and boundary setting.
Resilience enables people to understand their own and others’ needs better, so expectations
don't go beyond people’s capabilities. This, in turn, allows everyone to work more efficiently and
amicably.

6. Better relationships amongst colleagues

A key aspect of resilience is building solid relafionships with others, including colleagues, enabling
better teamwork. Resilience can also prevent friction amongst colleagues, as it helps you to take
things less personally.

7.0pen to upskilling and developing

Resilience promotes a growth mindset, where the person will actively and openly seek out devel-
opment opportunities. Having employees in your team who are willing to grow pushes the compa-
ny to grow.

8. Good organisation and time management

All workplaces benefit from having organised staff, as they can efficiently manage their workload
and coordinate with others. In addition, resilience can foster a mindset that focuses on the future
and allows them to plan realistically, promoting productivity.

9. Willingness to give and receive support

A growth mindset enables openness to feedback, both in terms of giving and receiving. Resilient
employees see the value in reaching out to ofhers, as no one is a one-man band. This can help
them overcome challenges and receive valuable support during personal difficulties, which may
otherwise have a knock-on effect at work.

Skillset resilient people possess

A 2003 study, “Development of a new resilience scale: the Connor-Davidson Resilience Scale™,
highlights some characteristics that resilient people embody. These include:

e Having a redlistic sense of confrol over one’s choices

* Understanding the limitations over such control

e Seeing change as an opportunity or challenge (rather than a setback)

» Secure attachments with others and the ability to engage their support

* Personal goals



e Strong sense of humour

e Patience

* High tolerance of negative affect
e Optimistic outlook

* High level of adaptability

Characteristics That Resilient People Embody
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Source: betterup.com

Research shows that resilient employees engage in three specific behaviours. These help them
remain focused and optimistic despite setbacks or uncertainty:

1. Emotional regulation

This skill involves watching, recognising, and responding fo our emotions effectively, so they don’t
impede our functioning. Developing stfrong emotional regulation skills helps build resilience. It allows
us to keep functioning through a wide variety of internal experiences, including difficult ones.

For example, having the ability fo notice when something a co-worker says bothers you lets you
pause and decide about how to respond. Taking a few deep breaths and then calmly and logi-
cally addressing the issue is generally better than storming out of the room.

2. Self-compassion

This behaviour focuses on bringing mindful, kind, and forgiving attention to our experience. It aims
to reduce harsh self-criticism. It can help support resilience because it helps us soothe difficult emo-
fions and find sources of motivation.

For example, consider the reaction you might have if you are denied an internal fransfer to an
aspirational role.

Self-compassion allows us to recognize our disappointment, sadness, and insecurity as normal. We
allow ourselves to feel it rather than beating ourselves up for both the failure and not being over it
the next day. This doesn’'t mean wallowing, but it acknowledges and honours our humanness in a
way that is ultimately strengthening.

3. Cognitive agility

This skill involves recognizing when our thinking about a situation has negative results. Then, we shift
how we think about it in a way that benefits us. It helps support resilience because it allows us to
continue functioning regardless of the situation.

For example, consider a situation where your boss makes a big decision about your department
that you disagree with. Perhaps they didn’t consult with you first, and you feel they should have. As
aresult, you might feel you've been disrespected or that your manager has purposefully left you
out of the equation to get their way.

Cognitive agility allows us to consider all possible aspects of the situation. Perhaps they need to
decide instantly, or maybe they don't believe it's an issue that concerns you, and you have a
mismatch of expectations. This kind of resilience will give you the ability to discuss such issues with
decorum and openness to the other person’s viewpoint.



Worksheet 2. STEP 5: IDENTIFY “SOLUTION-SEEKING BEHAVIORS”

Resilience plan : What solution-seeking behaviours did you display to help you to solve the problem overcome the

To pu’r it simply, being resilient is the obili’ry tfo withstand odversi’ry and : challenge? For example, did you search for new information, start planning, express your opinion,

bounce back from difficult life events. whether thev occur in vour : :use your negotiation skills, or ask others for help. Write these the solution-seeking behaviours in the
. . ' Y Y graphics below.

personal or professional life.

PART 1: Past sources of resilience

This exercise will help you to draw on your resilience resources to build a personal resilience plan,
which you can use o help you combat any future challenges. The exercise consists of 2 main : :
parts: in the first part, you will be asked to identify the supportive people, strategies and behaviours SUPPORTIVE PEOPLE gﬁ STRATEGIES
that help you overcome a challenge in your life; while in the second part, you will be asked to think : e
of a current challenge and make a strategy how to overcome it based on your experience. Let's
begin.

PART 1:

STEP 1. RECALL A RECENT EXAMPLE OF RESILIENCE.

Think about a recent fime when you overcame a challenge or set back in your work life. For exam-
ple, received negative feedback at work, did not receive the promotion, or had an argument with
a colleague. Briefly describe this challenge below.

@ WORDS OF WISDOM ]}g SOLUTION SEEKING BEHAVIOUR

STEP 2: IDENTIFY SUPPORTIVE PEOPLE
What ‘supportive people’ supported you through this challenge. For example, did you call an old
friend, mentor, another colleague, or family member2 Write these people in the graphic below.

STEP 3: IDENTIFY STRATEGIES

What ‘strategies’ did you use to help yourself cope with any negative thoughts and feelings that
showed

up in response to the difficulty? For example, did you listen to your favourite music, get the cake

you like, meditate, go for a walk, or have a massage to release tension. Write these strategies in

the graphic below.

STEP 4: IDENTIFY “WISDOM”

What "words of wisdom” helped you to overcome this challenge. It can come from song lyrics,
novels, poetry, quotes from famous people, or learning from one’s own experience, etc. Write
these words of wisdom in the graphic below.




PART 2:
STEP 6: CURRENT CHALLENGE
Describe a current difficulty or challenge that you are facing.

STEP 7: APPLY RESILIENCE PLAN TO CURRENT CHALLENGE

Take a look at the supporting people, strategies, wisdom words and solution-seeking behaviours
that helped you last time. Think about how you can use the same or similar resources to help you
with the current challenge you are facing.

Don't forget to be flexible — the same type of resources used previously could be tweaked ac-
cording fo your current situation, e.g., going to your manager rather than a friend for support
when experiencing a work-related problem.

PART 2: Present sources of resilience

0 00 o

m SUPPORTIVE PEOPLE @i STRATEGIES

@ WORDS OF WISDOM l;bg SOLUTION SEEKING BEHAVIOUR




Uprooting the unhelpful thinking

Tips
o You should have some knowledge of human psychology.
Entrepreneurial skill: Motivation and perseverance Duration: 2h30 to 3h Before conducting this activity with team members, it is recommended to test it on
yourself. It is always beftter to provide examples to team members from your own
Typology: Workshop and follow-up meeting experience to make the topic more relatable.
When doing the exercise (worksheet 2) you can play some relaxing music in the
Objectives: Sefting: background.
« To introduce the concept of unhelpful thinking ¢ Aroom, projector, fliochart You can either do the “general exercise” in the handout (worksheet 2) or you
» To give employees basic understanding of the interplay or white board, laptop and could focus on one or two specific unhelpful thinking styles that are predominant
between thoughts, feelings and behaviour speakers, paper, pens. for the specific team.
» To help employees recognise how some patterns of thinking * Worksheet 1. What is unhelpful You can organise follow up meetings with feam member if necessarily and they
are unhelpful and lead to emotions and actions that are not thinking?e request it.
in their best interests * Worksheet 2. Overcoming The activity can be adapted to be done online.

» To show employees strategies/tools how to overcome unhelpful thoughts Facilitator can be representative from human resources, manager, infernal or
unhelpful thinking and stay focused on the tasks external trainer, etfc.

» To show employees how changing the way they think can
help them to cope with unexpected setbacks and obstacles
and stay persistent

« To develop employee’s professional resilience skills

» To help employees stay driven and motivated at work

To help team members to implement this activity, you will need to follow these four steps:
1 Invite your feam: Schedule this exercise as a meeting in a relaxed room in the company.

2 Infroduce the concept of unhelpful thinking and different types of it. Emphasize how
unhelpful thinking has a great impact on our lives - how it negatively affects our work as well
our personal life (please see worksheet 1).

3 Infroduce the concept of challenging unhealthy behaviour and the ways we can do that.
Hand out the exercise sheets (please see worksheet 2) and ask team members to do the
task. Consult them individually if needed.

4 After participants have finished the exercise, ask if they are any volunteers to present it to
the rest of the group. Emphasize that there is no pressure to share it with the rest.
Summarize the information about unhelpful thoughts and how we can change the way we
are thinking. Ask participants these questions:

* How was it for you to carry out this exercise? Did it help you to understand and
identify your unhelpful thinking?2

e Did challenging your unhelpful thinking to allow you fo see the situation from a
different perspective? Did it change the way you thought about ite

* In what other areas of your life could you use this exercise/tool? How might things
improve for you?



Worksheet 1.
What is unhelpful thinking?

When we are upset, especially when we are experiencing setbacks or unexpected obstacles, our
thinking can get in the way of us wanting to continue with being persistent and continuing what
we have started. Our emotions can influence our thinking and they can become distorted or un-
balanced, making us feel even worse.
When a person experiences an unhelpful emotion, such as anxiety, sadness, disappointment, etc.,
it is usually preceded by several unhelpful self-statements and thoughts. This is what we call “un-
helpful thinking”. Often there is a pattern to such thoughts, and we call these “unhelpful thinking
styles”. In many cases, people use unhelpful thinking styles as an automatic habit — it is something
we are often unaware of.
These are some of the most common unhelpful thinking styles:
1. Mental Filter. This thinking style involves a “filtering in” and “filtering out” process — a sort of
“tunnel vision,” focusing on only one part of a situation and ignoring the rest. We notice only
what the filter allows us to notice, dismissing anything that does not ‘fit". Usually, this means
looking at the negative parts of a situation and forgetting the positive parts, and the whole
picture is coloured by what may be a single negative detail.
2. Jumping to Conclusions. We jump fo conclusions when we assume that we know what
someone else is thinking (mind reading) and when we make predictions about what is going
to happen in the future (predictive thinking).
3. Personalisation/Critical self. This involves blaming yourself for everything that goes wrong or
could go wrong, even when you may only be partly responsible or not responsible at all. You
might be taking 100% responsibility for the occurrence of external events.
4. Catastrophizing. Catasfrophising occurs when we “blow things out of proportion®, and we
view the situation as terrible, awful, dreadful, and horrible, even though the reality is that the
problem itself is quite small.
5. Black & White Thinking. This thinking style involves seeing only one extreme or the other.
You are either wrong or right, good or bad and so on. There are no in-betweens or shades of
grey.
6. “Should” and “Must”. Sometimes by saying “I should...” or “I must..."” you can put unrea-
sonable demands or pressure on yourself and others. Although these statements are not
always unhelpful (e.g., “you should try to meet the deadlines”), they can sometimes create
unrealistic expectations.
7. Overgenerdlisation. When we overgeneralise, we take one instance in the past or present
and impose it on all current or future situations. If we say, “You always...” or “Everyone...”, or
“I'never..."” then we are probably overgeneralising.
8. Compare and despair. Seeing only the good and positive aspects in others, and getting
upset when comparing ourselves negatively against them.
9. Emotional Reasoning. This thinking style involves basing your view of situations or yourself
on the way you are feeling. For example, the only evidence that something bad is going to
happen is that you feel like something bad is going to happen.
10. Magnification and Minimisation. In this thinking style, you magnify the positive attributes
of other people and minimise your positive attributes. It is as though you are explaining away
your positive characteristics or achievements as though they're not important.

Worksheet 2.

Overcoming unhelpful thoughts

Once you can identify your unhelpful thinking styles, you can start to notice them more - they very
often occur just before and during distressing situations. Identifying and being aware of unhelpful
thinking habits is the first step to challenging or distancing yourself from those thoughts - seeing

the situation differently and more helpfully. Changing the way you think will allow you to be more
resilient, focused and persistent in your professional and personal life.

Exercise: How to identify unhelpful thinking and challenge it?

Step 1: Identify the type of unhelpful thinking

Think of the specific situation from work when you experience some setbacks/challenges, and you
did not want to or did not continue with the activity. Maybe you are experiencing such a situation
now?2

Think of this situation, your emotions, and the thoughts that you are/have experienced? Which
type of unhelpful thinking is it?

Describe the situation, thoughts, and feelings below:

Situation Emotion Unhelpful thoughts
What happened? Where2 When? What emotion did | feel at that fime? What went through my mind¢
Who withe How¢ What type of unhelpful thought(s) is
ite

Step 2: Challenge your thinking.

It is important to challenge your thoughts because not all of our thoughts are true. As you are
working to change your thinking to improve how you are feeling, focus on creating a balanced
thought.

A balanced thought is a thought or belief that considers all the facts, objective information, evi-
dence (good, bad, and neutral), and viewpoints.

Here are some helpful guiding questions to ask yourself when challenging different types of unhelp-
ful thinking:

1. Mental Filter.

Am | only noticing the bad stuff?

Am [ filtering out the positives?

Am | taking all the information into account?
What else is going on that | am ignoring?
What would be more realistice



2. Jumping to Conclusions.

. Alternative /realistic/balanced thoughts What | did / What | could do?
How do I know this2 : : ¢ ! - {
Am | thinking that | can predict the future/know what someone is thinking? Is this fact or opinion¢ What would someone else say What could I do differentlye What would be more
: g about this situatione What is the bigger picture? Is there effectivee What will be most helpful for me or the

. . 2
What are some alternative explono‘rlons for this? : : another way of seeing it¢ Is my reaction in proportion to siftuation2 What will the consequences be?¢
If | was feeling differently, would | still think thisg 2 i | the actual event? Is this as important as it seems?

3. Personalisation/Critical self.
Is this something that | am responsible fore
What other factors might have affected the outcome?

4. Catastrophising.

What are the possible outcomes — best, worst, most likely?
Am | jumping ahead of myselfe

How important is this in the scheme of thingse

Step 3: Show compassion to yourself

We are often extremely hard on ourselves. Our self-talk can sometimes be harsh and negative.
When you think about how you would speak to a good friend, chances are you would never say
the things you say fo yourself to your friend.

5. Black & White Thinking.
Things are not either white or black — there are shades of grey.
Am | being extreme or rigide

Is there an in-between where things are not perfect but not a disaster?
< £ Considering the situation you describe above, write down how you would respond if the situation

6. “Should” and “Must". happened to a good friend. Then, practice using this more compassionate self-talk with yourself.
Am | putting more pressure on myself, setting up expectations of myself that are almost impossible?

Can I replace this with a “could” or “would have liked to”¢ :

What advice would | give to my good friend?

7. Overgeneralisation.
Does this apply to all situations, or am | overgeneralising?
What are the facts, and what are my interpretations?

8. Compare and despair.
Am | doing that ‘compare and despair’ thing? What would be a more balanced and helpful way
of looking at ite

9. Emotional Reasoning.
Am | downplaying or ignoring some of the evidence?
What are the good things in this situation?

10. Magnification and Minimisation.
Am | exaggerating the bad stuffe
How would someone else see it?
What is the bigger picture?



Office Tank

Entrepreneurial skill: Mobilizing resources
M and

Duration: 2h

Typology: Practice

Objectives:

» To evaluate how participants seek for solutions when faced
with limited (ordinary) resources.

» To understand how participants are able to put their ideas
intfo action

Setting:

* Aroom

» Office material (pens, paper,
post-its, tape...)

e "Officers” (people from

the company that work as
investors)

The activity compirises six steps as follows:

G hWN

6

The facilitator divides participants info groups of 3-4 explains the rules of the challenge.

Each team is given 30 minutes to create a prototype of a product with the resources they
find in the office.

The facilitator gives warnings when there are 15, 5 and 1-minute left.

When the fime stops, each team has 10 minutes to prepare a 2 minutes pitch to present to
the “officers”.

Teams present the pitch to the "officers” and these will have to invest or not in the idea. The
“officers” can make the questions they think are necessary for their decision. The winning
feam is the one that can get more investment from the “officers”.

The facilitator encourages participants to reflect on the activity to provide feedback for
future improvement.

At the end of the activity, the facilitator can discuss in the group the relevance and impact of the
activity on participants, launching some key questions:

* What do you think about this activity?2

* Did you learn something new with the activitye

* What was the greatest difficulty you faced? (Limited resources? Little time?2 Translating
your idea into a concrete output? Other?)

* Do you have any feedback to improve the activity in the future?

Tips
Participants are allowed to walk through the office, seeking for resources that

can be used in their prototypes. The groups are composed by 3-4 elements of a
certain unit.

Greener Tomorrow!

Entrepreneurial skill: f\u/\obilizing rﬁ)ources Duration: 1h Typology: Meeting
se resources respons

Objectives: Setting:

» To promote sustainability practices in the workplace. ¢ Room

« To identify where the company can enhance their “green” ¢ White board

practices. * Markers

« To make employees reflect on their habits in the workplace * Worksheet 1. Greener
Tomorrow

The activity comprises three steps as follows:

2
3

The facilitator starts by welcoming the participants fo the workshop and explaining its goal.
He/she also gives a brief explanation about what are “green practices”

The facilitator encourages the participants to share their thoughts about what green
practices they believe the company embraces or should embrace. This will make everyone
reflect on his or her practices in the workplace. The facilitator will register the contributions
from participants on a whiteboard.

At the end of the activity, the facilitator makes a conclusion of the results of the activity and
explains some key ideas about “green practices in the workplace”, sharing the worksheet —
Greener Tomorrow — with the participants.

When the activity is finished, the facilitator can discuss in the group the relevance and impact that it
had on the participants, launching some key questions:

* What do you think about this activity?

¢ Will you infroduce any changes in your daily work/day?

* Do you see any value in adopting green practices?

* (For managers) Do you need any kind of help/support to implement green practices in
your organization?

Tips
Worksheet — Greener Tomorrow — should be projected to the white board or sent
via email (or other online service), so that the use of paper is reduced.
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Enfrepreneurial skill: Mobilizing resources Duration: 1 day and 1/2 Typology: Practice

(Make the most of your time)

Objectives: Setting:

« To synchronize the employees activities with their body clock * Worksheet 1. Circadian

« To understand which are the most active and distracted rhythm dictionary

parts of the day * Worksheet 2. "My body

» To understand if there are similar working rhythms between clock”

the tfeam members * White board and markers

e To connect the companies hourly blocks to fime
management af the workplace

The activity comprises four steps as follows:
The facilitator asks each team member to write down their daily routine on the worksheet
“My body clock”, starting from waking up to going to bed.

Employees must label the hourly blocks with the following features: “on fire”, *vibrant”, “cruise
control”, "at 70%", “distracted”, “slowing down”, “fired”, “hungry”, “sleepy” to indicate how
they feel during certain fimes of the day.

N

The next day, the facilitator asks employees to assign hourly blocks to time management.

bW

After, the facilitator proposes the following points for discussion:
* What is the most active part of your day ‘on fire'2
* What is the most ‘distracted’ part of the day?
« During which part of the day is it betfter fo complete the most challenging/
most manageable taskse
« When is it best to take a break?
* Who has similar working/ relaxing rhythms in your team?
It can be done with an all unit, or by teams (1-20 participants), online or offline

At the end of the activity, the facilitator can discuss in a large group the relevance and impact of the
activity on participants, launching some key questions:

*  Was this activity helpful for you to get to know you and your teame

*  Will you use this knowledge to be more productive in the workplace?

The circadian fime management exercise also effectively helps people determine when they are at
their ideal energy level. This way, they can schedule their time well and complete the most important
thing first. It is also an excellent opportunity to get to know teammates better and boost communication
skills at the same time.



Worksheet 1. Worksheet 2.
Circadian rhythm dictionary . My body clock
: . Please label the hourly blocks with the following features: “on fire”,

 "ibrant’, "cruse confror’, “at 70%", “dsfracted”, "sowing down”

On fire . : . tired”, "hungry”, “sleepy” to indicate how they feel during certain
Vibrant When you want to get everything done at the same fime : hmes Of The dOy
Cruise Control When you are doing things without thinking about it :
-C~- Morning VY3 Afternoon
At 70% When you have a good rhythm but are not at your maximum L
6:30 13:00
Distracted When you cannot focus on your work
7:00 13:30
Slowing Down When you feel your productivity reducing
7:30 14:00
Tired When you want to rest
8:00 14:30
Hungry When you want to eat
8:30 15:00
Sleepy When you want to sleep
9:00 15:30
9:30 16:00
10:00 16:30
10:30 17:00
11:00 17:30
11:30 18:30
12:00 19:00
12:30 19:30
20:00
20:30
21:00




Mobilizing resources Th Practice Mobilizing resources 1h30 Training session

(Get support) (Inspire and get inspired)

» To be able to get help and support from colleagues or the e Whiteboard and markers « To understand the relevance of the enthusiasm to * White board and markers
team leader companies and their employees e Worksheet 1. Am | Enthusiastic
» To know where to look for services, digital solutions or other « To increase self-knowledge and the ability to assess the level at Work?
alternatives to help them to create value of enthusiasm * Worksheet 2. Building an

* To confribute to the strengthening of the enthusiasm of the Enthusiastic Team!

team * Worksheet 3. Enthusiasm at

the Workplace
The activity comprises four steps as follows:
The facilitator gathers the team in a large room/open space and goes straight to the point

presenting the problem that they need o discuss.
The activity includes three steps as follows:

Having a clear theme or topic, the employees will have a more productive conversation at The facilitator explores some questions about enthusiasm at the workplace in a large group

a round table, brainstorming ideas, possible solutions (services, tools, digital solutions...) to and with all participants:
overcome the problem and support the colleague who needs help. * To what extent is enthusiasm important to our work, feam and company?2
* In your perspective, is your team generally enthusiastic?
As the moderator of the roundtable, the facilitator should tease them to engage in the ¢ In your perspective, what can contribute fo raising the enthusiasm of your team?

discussion and take notes of the possible solutions on the whiteboard.
Each participant reflects on their enthusiasm by answering a set of questions provided by

In the end, together, they should come to one or more possible solutions to support the the facilitator (please see worksheet 1). This is an individual activity and participants will not

worker. need to share their answers.

At the end of the activity, the facilitator can discuss in a large group the relevance and impact of the The facilitator back to the large group and together, participants discuss promoting
activity on participants, launching some key questions: enthusiasmin their team (please see worksheet 2). The facilitator will register the conftributions

* Was this activity helpful? from participants on a whiteboard.

¢ Will you overcome the problem?
* Did you get the support you needed with this activity? At the end of the activity, the facilitator concludes the results of the activity and explains some key ideas

* Will you use this knowledge to be more productive in the workplace? about “enthusiasm at the workplace” (please see worksheet 3).

At the end of the activity, the facilitator can discuss in a large group the relevance and impact of the
activity on participants, launching some key questions:

*  What do you think about this activity?2

* Did you learn something new with the activitye

e Will you infroduce any changes in your daily work/day?



Worksheet 1. Worksheet 2.
Am | Enthusiastic at Work? f :

Building an Enthusiastic Team!

: . Think about how your team can be more enthusiastic, idenfifying the
1. Do you consider yourself an enthusiastic person in and about work? Please identify a situation to justify your answer rO|e, STFOTegieS Ond iniﬂgﬂves ThOT The CompO ﬂy, TeOm |eOder, YOU

and your colleagues have or can implement to contribute to raising
the enthusiasm of your team.

: : COMPANY TEAM LEADER
2. What do you need to be enthusiastic about and about work?
3. Do you need to be surrounded by enthusiastic colleagues to be enthusiastic in the workplace? Why?

MY COLLEAGUES

4. Do you think that you usually enthuse your colleagues in different contexts and situations? Please identify a situation

to justify your answer.




Worksheet 3.

Enthusiasm at the Workplace

Enthusiasm at the workplace

Enthusiasm

Being active in the different dimensions of
life and interacting with the world and
with others in a positive, energetic and
affirmative way. Feeling excited about
daily activities and people around you,

maobilizing the energy needed to perform
the activities and interact with others.

Personal
impact

Increased confidence, more
productivity, increase peace of mind
by the end of the day, more energy
and focus on daily tasks, a more
positive environment and interaction
with others,

Business and
team impact

Potentiate the creation of a positive
envirenment and business
interactions, promote the enthusiasm
of others, strengthen the team spirit

to overcome challenges and obstacles,

drive workers and companies
performance.

Enthusiasm is an engine!

Entrepreneurial skill: Mobilizing others | Duration: Continuous

Typology: Practice

(Persuade)

Objectives: Setting:
« Settle a practice of promoting debates between employees
to discuss issues related to the company and the workplace

» Give voice to employees present and introduce a set

of topics related to the company and workplace to be
discussed internally Board
« Strengthen employees’ ability to persuade and put other
intfo action Rules

* Room for the debates

¢ Worksheet 1. Planning the
Kaizen Debates Practice

* Worksheet 2. Kaizen Debates

* Worksheet 3. Kaizen Debates

* Worksheet 4. Company'’s
Action Plan

The activity comprises seven steps as follows:

1

2

The team of the Human Resources department (or similar) meet to plan and prepare the
initiative (please see worksheet 1). Make sure that managers and CEOs are aligned with the
plan and willing to be engaged as well.

Communicate the initiative to all company employees through internal newsletter, briefing
or meetings. Clarify the expectations related to:

* Employees’ engagement (e. g., Will be allinvolved, will you select some, employees

need to volunteer, ...)

* How to find more information and to communicate with the team

* How they can contribute to the initiative

* Process of implementation and monitoring of the initiative

¢ Expected outcomes

Provide a box or board in a public setting (in the physical space of the company, online or
both), accessible to everyone, where employees can share their ideas. Communicate the
existence of the box and board, challenging employees to share their ideas/suggestions.

Analyse the box/board of ideas, selecting the suggested topics aligned with companies’
values and goals. Infroduce the suggestions in the “Kaizen Debates Board” (please see
worksheet 2), which your feam will use to communicate the results from the initiative with all
teams. This board can be displayed physically in the company, online or both.

Proceed with the preparation of the debate as defined in the worksheet “Planning the
Kaizen Debates practice”. Isimportant to give fime and opportunity to employees to search
and prepare themselves for the debate. The groups of debates should have between 10 to
20 participants each.

Start the debate by clarifying the rules (please see worksheet 3) and managing them, taking
the most relevant notes and outcomes. In the end, make sure of:
* Summing up the main conclusions in the large group
* Get some feedback about the initiative and future expectations
¢ Present the topic for the next debate, recalling the date and mentioning possible
participants



Analyse with your team the outcomes, defining actions to be implemented in the company’s :
or workplace setting (please see worksheet 4). Monitor and assure the evaluation of the Worksheet 3.

implementation of the actions promoted. - - .
P P Planning the Kaizen Debates Practice

At the end of the activity, the facilitator gives post-its of three colours to each participant, each colour

corresponding to one of the following questions:
¢ Resume in three words what do you think about this debate. :

¢ Which actions do you foresee being implemented in the company/workplace because The overall organizationof  * Define a day

of this debate? Il the debates  Settle the duration
* Do you have any suggestions to improve this initiative @ : * Decide the general themes to be considered

S ¢ Define the communication process & plan (what, how
who & when)
e |dentify the roles & responsibilities
» Explain how the outputs will be registered, discussed
and/or implemented

Team Leader

If necessary, the debate can be done online, in a platform such as Zoom, Launch of the initiative * Settle the means & moments of engagement of

employees

* Define how the conftributions will be analysed & the
feedback fransmitted

¢ |dentify roles & responsibilities

* Define the communication process & plan (what, how
who & when)

Microsoft Teams, or another similar. The “board” with the suggestions could be
done on Miro, so that everyone has access to it and could conftribute with their
opinions.

Preparation of debates * Settle the topic & questions to be analysed
* Send the call to all employees (or selected employees)
» Define the moderator & discuss groups
* Prepare the space & resources
* |[dentify roles & responsibilities

Management of debates * Settle & communicate the rules & expected outcomes
* Monitor & proceed with the registration of the notes
» Draff the conclusions of the debates
* Communicate the next steps & decisions

Monitoring of the impactin ¢ Select the actions resulting from the debates to be

the company/ workplace implemented
* Settle the process of monitoring
¢ Define & communicate how employees will be aware of
the implementation




Worksheet 2. Worksheet 3.
Kaizen Debates Board . Kaizen Debates Board

Is important to have a board where you can communicate the

SuggeSTIOHS mOde by employees Ond C”SO The OCTIOHS reSUHlng from : : The preparation of the debate must comply with a few points, namely:
The debgfeso A|Ong '|'|me you can Updcﬂ'e The bogrd with informgﬂon * The topics to be debated must be previously worked out in a broad and unrestricted manner
. . . . : : » Groups must be organized
ObOUT The |mp|emenTOT|0n Ond COﬂClUSlOﬂ Of The OCTlOﬂS deﬂned . : * The rules of participation need to be stipulated, including exposure time each group will have available
: :  The time that groups will have to discuss the topic and build a logical argument needs to be settled
» Groups can and should gather evidence and examples fo support their argumentation
» Counterarguments should also be prepared so that they can sustain the debate

» Groups must organize an order of speech among their members
“ IMPLEMENTATION MONITORING CONCLUDED : :




Worksheet 4.
Company’s Action Plan

Start date




Good morning meetings

Entrepreneurial skill: Mobilizing others

Duration: 2h Typology: Practice

(Communicate effectively)

Objectives:

« To foster an effective communication between participants
« To raise awareness for the importance of listening to others
» To encourage participants to be objective

» To reduce work problems

The activity comprises two steps as follows:

1

The supervisor sets a small team that must update him/her every morning about the current
sifuation of the project/ production process. The team should be composed of 4-5 people,
each one from a specific unit/section/department (e.g., the Head of unit meets with area
managers to understand the situation of the main projects).

The meetings should be quick (3-5 minutes per person) and objective so that they are as
efficient as possible.

Tips

The meetings can be either face-to-face or online. As the meetings will be short

time, the facilitator (supervisor) should encourage the participants to be as
objective as possible and go straight to the point. It is also important to listen
carefully to everyone so that problems can be avoided or easily solved.

My media buddy

Entrepreneurial skill: Mobilizing others

Duration: Continuous

Typology: Mentoring

(Use media effectively)

Objectives:

« To enrichen participants’ know-how about the available
tools/ channels

« To make it easier for participants to choose the most
adequate tool to disseminate their ideas and initiatives sessions

Settings:

* HR department

* “My Media Buddy” survey
* Room for the mentoring

The activity comprises three steps as follows:

1

2
3

The HR department sends a survey for all employees of the organization to understand who

wants to participate in the “My Media Buddy” programme and what tools they are willing
to teach/ wish to learn.

The HR department does the matchmaking between participants’ wilingness to teach
(mentors) and their wish to learn (mentees).

The HR department prepares a space/ room, where the mentoring session will take place. It
is also responsible for supporting the definition of the schedule.

The mentoring can be done face-to-face oronline, as the participants feel more comfortable
with it.



Worksheet 1. :
Survey Prototype Enfrepreneurial skill: Financial and economical literacy Typology: Lessons

(Understand ic and fi il

Finance labs

: Duration: Lab 1 - 24 hours (6 lessons of 4 hours each)
My Media Buddy : Lab 2 - 56 hours (14 lessons of 4 hours each)
The "My Media Buddy” is an inltistive promaoted by the Human Resources depariment, in : Lab 3 - 40 hours (10 lessons of 4 hours each)

arder 1o help employees develop their digital skills, 50 that they can better choose and use Final presentation: Business Plan — 16 hours (4 lessons of 4 hours eoch)
the adequate channels and tools 16 communicate and disseminate their ideas or initiatives :

I correspands 1o 8 Mentofing programme Between a mentar (Ihe person that is willing to
teach) and a mentee (the person that wished to learn), where employees can mutually learn . . .
and enhance their skills o ObjecilveS: SeﬂlngS:
The HR depariment will do a maich-making between meniors and mentees, provide a room . . . .
P ke B S S : « To teach the economic and financial concepts * Meeting Rooms, School
Eehelc, : « To allow a better interpretation of the economic situation of board & video projector, pptxs,
S : the country and the world notebooks and pens
ame . . .

: » To enhance skills to allow to rethink business models
A sua resposta : « To enhance skills to allow to create financing solutions to

: leverage some of the company's innovative projects

« To consolidate knowledge

Department *
O Financial

The expert in economic and financial affairs should consider the following steps:
Lab 1 - Economic basic concepts (6 lessons of 4 hours each):

{0 Human Resources

Q Marketing 1 Create a program for 5 lessons dedicated to conveying knowledge of economic and
) Operations : financial concepts (economic analysis of the company, financial statements, financial
O oum: : instruments).

2 Consider a period of questions and answers
3 In the sixth lesson, ask employees to prepare a final paper with the theme "Conclusions

Are you interested in participating in the "My Media Buddy” initiative? *
O ves
O Ne

of the economic and financial analysis™
Lab 2 - Necessary components o Draw up a Business Plan (14 lessons of 4 hours each):
Create a program for 14 lessons dedicated to teaching the:

« Concept, Dimension and Structured Business Plan

: » Assess Opportunities and Risks
EE= ; « Choice of Parfners

: « Means of Financing
« Intellectual property
« Adapt to innovative projects related, for example, to the circular economy

Consider a period of questions and answers
Lab 3 - New economic approaches, like “Circular Economy”, “Economic challenges with

What digital tools are you willing to teach?

O microsen wora

[ microsoft Pawerpoint

N

[0 microsoft Excel

O canva climate change, waste...”, “Social approach theories” (14 lessons of 4 hours each) :
L] sosiemes : 1 1. Create a program for 10 lessons dedicated fo teaching the:
O oura » The main concepts associated with the circular economy

» Guidelines for the implementation of a circular economy management system

R TR « The self-assessment tool of the degree of organizational maturity about the circular

economy
[ Msmenktion : « Various circular economy business models
LI Bycrmec Fwn i : 2 2. Consider a period of questions and answers
O Microsoaft Excel : Final presentation (4 lessons of 4 hours each):
[J conve : 1 1. During the last 4 lessons ask employees to create their Business Plan based on an
[ wordpress : innovative idea related o the circular economy
[ outra:
g Tips
https://forms.gle/MrCxnP2nYKgDQLWUA § The employees should, daily, read newspapers, watch TV news and programmes

on economic issues.




Visit around the leading companies

Entrepreneurial skill: Financial and economical literacy
(Find funding)

Typology: Annual visits

Duration: 2 annual visits per year from 3 to 5 days each

Objectives:

» To allow a strategic analysis of the best financial practices
used by the reference companies

« To improve find funding processes

« To learn from peers mistakes and successes

Settings:

* Agenda, book stay, book the
visit, notebook

« Worksheet 1. Example of an
agenda for the visit

The Head of Department should consider the following five steps:

Organize team:s for the visits

1)
Book stay

Book flights if necessary

hWN=

Make a previous study of the company to visit.

productive as possible.

Schedule the visits with the reference companies and with the teams (please see worksheet

Think in advance fogether with the team of the questions to be asked during the visit

Prepare the visit fo be as

Worksheet 1.
Example of an agenda for the visit

First day of visit
Morning
Meeting with the company’s CEO to get an overview of the company
Ask questions such as:
 What are the innovative aspects of the company?
How does the appeal for innovation come about?
*Where is the brand that distinguishes it from other companies?
Afternoon
Guided tour of the company
*View physical spaces as they inferact with each other
eUnderstand the dynamics of the company at the HR level

On the second day of the visit
Morning
Meeting with head of the financial department, to understand some matters such as:
*The model applied in the company
*How it has become a competitive company betting on innovation
*The innovation factors that resources involved
eFinancial fransformation through innovation to achieve better results cannot be done

in isolation, so the question should be asked, how have they achieved the functional
fransformation?

Afternoon

Preparation of the Visit Report



Visit around the leading companies Start with why

Entrepreneurial skill: Financial and economical literacy Typology: Meeting Enfrepreneurial skill: Financial and economical literacy Duration: 2h Typology: Meeting
(Understand taxation) (Find funding)
Duration: 2 lectures per year, with 4 hours each Obijectives: Setfings:
« To develop employees’ skills to raise funding * Meeting room, Notebooks,
Objectives: Settings: « To teach employees to do elevator pitches Video projector
» To be able to understand the main principles on taxation * Meeting room, Notebooks, « Worksheet 1. Brief infroduction
» To be able to apply taxation rules Video projector to elevator pitches
« To be updated and guarantee compliance with the rules
and the law

The activity comprises four steps as follows:

1 Arrange a meeting with a small group of employees
The tax issues expert (should be a Lawyer) should follow the next two steps:

1 Prepare the 2 lectures per year considering the topics: 2 Discuss the (please see worksheet 1): ,
. Difference between tax law and financial law « Definition and importance of an elevator pitch
« Tax or Tax Law: explanation, principles, and norms « Steps to create an ele\{ofor pitch
« Learn to think the fiscal. Indicate the best domestic and international sources * Examples of elevator pitches
« Classification of the various taxes
« Tax evasion and fraud 3 Clarify any doubt the employees might have

» Novelties and changes in tax-related

4 Give employees 20 minutes fo prepare an elevator pitch (that lasts between 1 and 2
2 Consider a period of questions and answers

Tips

The facilitator should be a lawyer and so, he/she should be aware of changes

about taxation rules and use real cases and fresh taxes news.




Worksheet 1.
A brief introduction to elevator pitches

An elevator pitch is a quick synopsis of your background and
experience. The reason it is called an elevator pitch is that it should

be short enough to present during a brief elevator ride.

If you are job searching, you can use your elevator pitch at job fairs, career expos and online

in your LinkedIn summary or Twitter bio, for example. An elevator pitch is a great way to gain
confidence in infroducing yourself fo hiring managers and company representatives.

You can also use your elevator pitch to infroduce yourself at networking events and mixers. If you
are attending professional association programs and activities, or any other type of gathering,
have your pitch ready to share with those you meet.

Your elevator pitch can be used during job interviews, especially when you are asked about
yourself. Interviewers often begin with the question, “Tell me about yourself” — think of your
elevator pitch as a super-condensed version of your response to that request.

Steps for creating an elevator pitch:

1. Introduce yourself

All good pitches start with a short infroduction. It could be as simple as stating your name and
who you work for if those details apply. However, the more personal you can make it, the

more natural your elevator pitch will seem. Body language is also an important part of a solid
infroduction, as is eye contact. Here are a few tips to keep in mind when infroducing yourself to
a new prospect.

2. Present the problem

All solutions start with a problem. Whatever you or your business are trying to solve, getting the
point across early on in your elevator pitch is important to set the theme for the rest of your
speech. If possible, relate the problem to your audience by using real-world examples. This will
help make the problem more relevant and, hopefully, grab your audience’s attention. If your
problem is not easy fo explain, try using more than one example of a visual to paint a picture for
your audience.

The GOIden CirCIe ﬁ.‘r::irriohkj;:qhi’sﬁ:;o’r draws the

audience in, then the solution is
WHAT

Every organization on the planet what hooks them. This is your time
knows WHAT they do. These are

prochacts thay sell o the sarvices to show them why they need your

help. According to Simon Sinek, all
HOW :

Sorne orgenizations know HOW great leaders follow a simple formula:

m.“:':.L‘:Ts.?n“.;;?:.‘l‘f:?;m the golden circle. The golden circle
el S defends the idea that you should

wwfmw.ﬁr;“mw HOW always start your presentations with
Siajeclo Wiat they o0 WVl why. Everyone knows what they do,

not about making money. That's

a result. WHY is a purpose, cause WHAT

or belief. It's the very reason your
organization exists.

some know how they do it but only
a few know why they do it. The why
must be a purpose, a cause or a belief. The reason why the organization exists. By starting by

presenting the problem, people will more likely buy the solution you have to offer. People do not
buy what you do, they buy why you do it!

4. Explain your value proposition

Now that you have piqued your audience’s attention, it is time to seal the deal by explaining
why your solution is better than anyone else’s. The value proposition differs from the solution by
focusing on why your audience should use your solution over a competitor’s. If you do not have
that answer just yet, perform a competitive analysis fo compare your offerings or look to your
executive summary. If your market is exiremely niche and you do not have a clear differentiator
or significant competition, look o communication and interface capabilities. Consider why your
idea or solution is original enough that someone would want to use it.

5. Engage the audience

While most of the hard work is done, it is important to engage your audience with a compliment
or question before you part ways. Always err on the side of being genuine rather than delivering
a scripted goodbye.

There is no right or wrong way to engage your audience. While ending with a question can
create a dialogue between you and your audience, a genuine compliment can go a long
way. Think about what made you want to pitch them in the first place and use that to end the
conversation. Lastly, do not forget to swap contact information, such as a business card, if you
do not already have if.

General elevator pitch template

Use our elevator pitch template to start constructing your speech by adding statistics and
personalized greetings where needed. This template incorporates the four parts explained
above to hit all of the important details of a good elevator pitch.

e Infroduction: “Hi I'm [name], a [position title] af [company name]. It's great to meet you!”

* Problem: "Since you work with [company name or industry] | figured you'd be interested o
know that [problem + interesting statistic].”

* Solution: “The great part about working at [your company’s name] is that we've been able to
fix just that problem by [solution].”

e Value proposition: “In fact, we're the only company that offers [value proposition]."”

e Call to Action: “I think our solution could help you. Are you available this week to speak further
on this2”

Example:

[Do you ever feel like you spend too much time on work about work? | have talked to so many
people who share the same frustrations. | used to work long hours every day just frying to catch
up. But do you know what¢ Ever since we started using project management software, | have
been able to get so much more work done. Have you fried anything similar in the past?]












