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Summary 
 

1. The Curriculum Framework (“The Framework”) was developed through a consultative process with partners to ensure it being 

informed by national and international developments and effective practice in learning, teaching and assessment. 

2. The Framework is inspired by EU Policy in the field of adult learning, referring to a range of formal and informal learning activities, 

both general and vocational, to develop personally and/or professionally, in particular, the value and importance of innovative peer-

led learning. 

3. The Framework reflects a changing IAG/Employability Support landscape in terms of the external and internal environment: VET 

authority policy reform and programme adjustments to the changing needs of the economy, society and expectations of service 

users. 

4. The Framework highlights the importance of, digital learning, a transformative approach to learning, creating flexible learning 

pathways and peer-led learning. 

5. The Framework is in response to technological change and the need for modernising IAG practice by implementing new and 

innovative ways of using AI-based digital technology in the provision of careers guidance services. 

6. The Framework embeds a learning ethos of building confidence by giving IAG Practitioners opportunities to learn through 

challenging and creative learning experiences, along with an ethos of high quality management of learning, creating a welcoming 

and supportive learning environment that places the needs of the learner at the centre. 

 



 7 

Curriculum Development Guidance for GEGS Partners 
 

The GeGS curriculum framework was co-produced through the formation of a Digital Leadership Group. Partners Dimitra (supported by 

Rinova), Ciofs-FP (supported by Ballymun Job Centre) and MetropolisNet (supported by Eurocircle) developed the Work Areas for this 

Curriculum Framework, co-created the four brand-new digitised peer-led learning case studies, and through experiential learning applied 

newly acquired skills and knowledge to digitise 15 existing ‘Good Guidance Stories’ case studies.  The GeGS Module 0 provides more an 

opportunity to learn more about co-production. 

The  case studies are an integral feature of the GeGS peer-led blended learning environment, providing Learning Facilitators with a 

comprehensive resource for the development of the following DigiComp competences: 

Competence Area 1: Information and Data Literacy 

Competence Area 2: Communication and Collaboration 

Competence Area 3: Digital Content Creation 

Competence Area 4: Safety 

Competence Area 5: Problem Solving 

 

The Digital Leadership Group worked together through Action Learning Sets to co-create the four brand new peer-led learning case 

studies, and collaborated through a Community of Practice to develop the e-learning environment, learning materials and modules, and 

undertake peer reviews. The full suite of 19 peer-led learning ‘Good Guidance Stories’ case studies can be found in the GeGS Moodle 
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Repository, providing a comprehensive learning resource for GeGS Learning Facilitators to build customized blended learning programmes 

for IAG Practitioners at a local level. The GeGS Moodle e-learning environment and the Moodle Repository should be considered a learning 

resource rather than a course, providing Learning Facilitators with a peer-led learning case study that is placed at the centre of IAG 

Practitioner competence development, with the activities, tools and learning resources that can be used with groups or individuals’ as 

complementary and supplementary learning.   
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Policy Context 
 
Boosting digital skills is one of European Commission’s priorities. There is a recognised need to create the conditions for 

smart, sustainable and inclusive growth in the targeted areas of employment, education, social inclusion and poverty 

reduction. Each of these areas is changing fast through the digitalisation of our society. People need digital competence to 

be able to participate and benefit from digital opportunities, but also to mitigate possible risks. Almost half (44.5%) of the EU 

population aged between 16-74 has insufficient digital skills, as demonstrated by the EU-wide Digital Economy and Society 

Index (DESI) indicator on “digital skills”. Evidence suggests that successful integration of ICT into careers guidance practice 

and IAG depends on three key drivers: (i) Policy Support, (ii) Workforce Development and (iii) ICT System Design that is ‘fit for 

purpose and consistent with the European Union’s Digital Strategy for the future of work. 

 

The Digital Competence Framework for Citizens, also known as DigiComp, is a tool to improve citizens’ digital competence, 

help policy-makers formulate policies that support digital competence building, and plan education and training initiatives to 

improve the digital competence of specific target groups. DigiComp also provides the common language on how to identify 

and describe the key areas of digital competence and a common reference point. Source: The Digital Competence Framework 

for Citizens. 
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Lifelong learning context 
 

Labour market policies, reforms and trends influence the development of individual work roles, accompanied for may by 

the acquisition of higher or more relevant skills. Such changes rely on the myriad individual decisions of citizens, who need 

the confidence to make personal changes and take on new challenges, plus the support to do so in a well-informed and 

considered way. For individual to secure their employment does not simply mean a constant updating of skills but, acquiring 

completely new skills to cope with changing occupational profiles and skills requirements resulting from rapid technological 

and economic developments. The first half of 2020 witnessed an unprecedented scale of global disruption (ILO, 2020). The 

pandemic accelerated the processes of digital transformation and, at the same time, influenced changes in work 

organisation, such as the need for remote working.   

 

‘Effective career guidance helps individuals to reach their potential, economies to become more efficient and societies to 
become fairer. It provides people with personalised, impartial, and timely information and support to make informed 
decision about their lives. It aces as a lubricant for developing and nurturing human talent to power innovation, creativity, 
and competitiveness. It helps to implement lifelong learning approaches to learning and active approaches to labour market 
engagement and transition.’ Source: Career Guidance Policy and Practice in the Pandemic 
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Professionalising Career Guidance 
 

There is a clear consensus in Europe that high quality careers guidance plays a key role in supporting lifelong learning, career 

management and achievement of personal goals. Establishing a coherent and holistic guidance system that is accessible over the whole 

human lifespan has clear implications for the competences, qualifications and continuous professional development of guidance 

practitioners. The issues of improving the professional profile and standards of guidance practitioners, and promoting their competences 

and skills, is addressed in the Cedefop Professionalising Career Guidance report.  ‘Appropriate initial and further training of guidance 

practitioners is crucial as they have a central position in service delivery and development. Especially as careers guidance is undergoing 

gradual change, resulting from the complex demands placed by society on careers guidance practitioners, their working environments, 

and client groups becoming more diverse.’ 

The Cedefop Professionalising Careers Guidance Competence Framework for career guidance practitioners offers a generic description 

which incorporates all the activities needed to deliver career guidance as defined in the OECD review of career guidance and public 

policy (OECD, 2004). The purpose of the Framework is to provide a working tool to support guidance practitioners and policy-makers in 

developing national and sectoral frameworks, quality-assurance tools and professional standards. Source Professionalising Career 

Guidance, Practitioner Competences and Qualification Routes in Europe, Cedefop 
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Continuing Professional Development 
Who is this curriculum for? 

 

To achieve an open, democratic and sustainable digital society, there is recognised need to transform Vocational Education 

and Training (VET) and Information, Advice and Guidance (IAG) services. Therefore, those in a leadership role are critical to 

the success of VET/IAG transformation – managers must have the right skills to be able to lead, oversee digital change 

management and introduce new working practices.  The GEGS approach to continuing professional development is rooted in 

peer-led learning and requires the formation of a ‘Digital Leadership Group’ in order to facilitate learning exchanges and 

competency development and will comprise of those at a senior decision-making level.  Those who will benefit most from 

participating will be those in the following role(s) and who will use digital technologies for organisational change: 

• IAG CEO 

• IAG Senior Manager 

• Senior IAG Practitioner/Careers Counsellor 
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Experimental Method 
 

This comprehensive curriculum framework embeds the knowledge, skills and competences needed for learning about, adapting and 

testing the highly innovative, flexible and tailored Artificial Intelligence-based technology and platform(s) as a means to transform the offer 

of employment services through digital information of advice and guidance and careers advice.  With a focus on (i) developing a business 

case for change (GeGS Module 1), (ii) change management (GeGS Module 2) and (iii) developing digital skills (GeGS Module 3), the blended 

learning curriculum explores and develops key competences needed to research, evaluate, develop and implement an integrated tailored 

solution and a smart ecosystem of career service tools with a candidate-centric approach that connect jobseekers, institutions and 

companies.  

 

Within the context of GeGS, participants will learn about the smart AI Assistant and automatic collection processes, how the tailored Jobiri 

Artificial Intelligence-based technology and platform can remotely assist jobseekers and help practitioners provide more personalized 

support based on real-time intelligence and provide effective virtual connectivity to employers. 

https://www.jobiri.com/en/ 
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Andragogy Approach 
 
The GeGS learning ethos is to provide a meaningful learning environment for adult learners, as part of their commitment to 
lifelong learning inclusive of continuing professional development, the curriculum has integrated an andragogy approach, 
which focuses upon an understanding and practice of adult learning.  In particular, to ensure that adult learners know the 
reason they are being asked to learn, that they come with experience, and have a need to be responsible for their learning 
decisions.  
 
Andragogy is widely described as a design for adult learning that makes the following assumptions about the design of 
learning:  

• Adults need to know why they need to learn something, 
• Adults need to learn experientially,  
• Adults approach learning as problem-solving, and  
• Adults learn best when the topic is of immediate value. 

Therefore, the curriculum has been developed using the following andragogy principles: 

• Need to Know 
• Experience 
• Self-Concept 
• Readiness  
• Problem Orientation 
• Intrinsic Motivation 
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Case Study Learning 
 
The curriculum embeds the use of peer-led case studies as learning tools and a means to facilitate development of higher 

levels of cognitive learning.  Available through the GeGS Moodle Resource, the suite of 19 digitised case studies provides the 

creative Learning Facilitator with a comprehensive, rich resource of learning materials that can be combined to create 

customized blended learning opportunities, ensuring that the GeGS learning ethos is maintained by placing learners at the 

centre of the learning experience. Within the blended learning environment the use of Action Learning Sets along with the 

facilitated engagement in a Community of Practice provides both the Learning Facilitator and the Leaner has an opportunity 

to explore complex problems and challenges based on real life situations associated with process of transferring to AI-based 

digital career technology, raise questions and stimulate solutions to difficult issues, questions and decisions that are not only 

addressed in the case study, but also how these real-life situations translate to the every-day practice of an IAG Practitioner, 

Manager, and/or in the provision of an IAG service.  Four digitised case studies have been specifically designed to develop 

DigiComp competences, and these are featured within the three GeGS Modules found on the GeGS Moodle Platform. 

The case study themes are based upon the Cedefop Professionalising Career Guidance practitioner competences  

1. Foundation Competences 

2. Client-interaction Competences 

3. Supporting Competences 

 



 16 

Community of Practice 
 
The activation and moderation of a Community of Practice (CoP) underpins the GeGS learning ethos, to provide challenging 

and creative learning experiences. The CoP ensures continuous development of the GeGS curriculum – informed by ideas, 

expertise and insight. It fosters knowledge exchange and creative problem solving not only linked to the implementation of 

the curriculum, but also innovative approaches in Careers Guidance/IAG service practices, digital technologies for the 

continuing professional development of Careers Guidance Practitioners, and organisational change. CoP participants are 

those with established IAG practice, VET/IAG Senior Managers, IT/Digital/AI experts.  

In terms of the ideal profile of participants engaged in the Community of Practice, the following qualities are considered 

beneficial: 

• Inquirers: those with natural curiosity 

• Knowledgeable: those who can explore concepts, ideas and issues 

• Thinkers: those who can apply creative thinking skills and make reasoned, ethical decisions 

• Communicators: those who can understand and express ideas and information confidently and creatively 

• Principled: those with a strong sense of fairness and dignity 

• Open-minded: those open to new perspectives, values and traditions 

The GeGS Module 0 provides an opportunity for learners to find out more about Communities of Practice. 
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Action Learning Sets 
 
The curriculum framework embeds Action Learning Sets as a key element of the peer-led learning approach, especially 
linking to the co-production of and learning from the GeGS case studies. With the specific intention of solving workplace 
problems, the Action Learning Set can be used within a learning context to probe further and deeper into the situational 
context provided through the case study. Further, Action Learning Sets can be used within the workplace to further explore 
and solve the problem of IAG digitalisation process and the on-going development of the digital skills needed by IAG 
Practitioners and Managers to ensure a successful digital transition is planned and implemented. 
 
The benefits of Action Learning Sets include: 

• Increased effectiveness and profitability of the organization/the service 
• Improved problem solving and leadership capacity 
• Greater adaptability and resilience 
• Individual and organizational learning from implementing new strategies or culture change 

 
The GeGS Module 0 provides an opportunity for learners to find out more about Action Learning Sets. 
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Curriculum Framework 
 
The European Digital Competence Framework for Citizens, also known as DigiComp, offers a tool to improve citizens’ digital 
competence. First published in 2013, DigiComp has become a reference for the development and strategic planning of 
digital competence initiatives both at European and Members State level. DigiComp 2.1 focuses on a fine-grained eight level 
description, which has been referred to in the development of the GEGS Curriculum Framework and the level. 
 
Proficiency levels 

DigiComp requires European citizens to demonstrate capabilities to carry out tasks across eight levels. A citizen at level 5 
and above, for example, can apply the knowledge, carry out different tasks and solve problems and also help others to do 
so. Therefore, the GEGS Curriculum Framework will feature proficiency levels from those with skills at level 5 and will 
develop and consolidate skills at level 6. 

     
 Levels Complexity of tasks Autonomy Cognitive domain 

Advanced 5 Different tasks and 
problems 

Guiding others Applying 

 6 Most appropriate tasks Able to adapt to others in 
a complex context 

Evaluating 

 

Within the context of GEGS, the Developing Digital Competence Curriculum is targeted to a learner group comprised of 
Senior Managers responsible for service development and associated decision making within a VET/IAG environment and 
who will form the project’s Digital Leadership Group  
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Work Areas and Competence Overview 
 
The GEGS Curriculum Framework is based on the DigiComp levels at ‘Advanced’ Levels 5-6 and focuses the AREAS and 
COMPETENCES, as follows: 
 

1. Information 
and data 

literacy 

 

 1.1 Browsing, searching and filtering data, information and digital content 
  
 1.2 Evaluating data, information and digital content 
  
 1.3 Managing data, information and digital content 
  

 
2. Communication 

and 
collaboration 

 

 2.1 Interacting through digital technologies 
  
 2.2 Sharing through digital technologies 
  
 2.4 Collaborating through digital technologies 
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 2.5 Netiquette 
  
 2.6 Managing digital identity 

 
3. Digital 

content 
creation 

 

 3.1 Developing digital content 
  
 3.2 Integrating and re-elaborating digital content 
  
 3.3 Copyright and licences 

 
5 Problem 

solving 
 

 5.2 Identifying needs and technical responses 
  
 5.3 Creatively using digital technologies 
  
 5.4 Identifying digital competency gaps 
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DigiComp Work Areas  
1 Information 

and data 
literacy 

 

 1.1 Browsing, searching and filtering data, information and digital content 
  
 1.2 Evaluating data, information and digital content 
  
 1.3 Managing data, information and digital content 
  

 

2 
Communication 
and 
Collaboration 

 

 2.1 Interacting through digital technologies 
 2.2 Sharing through digital technologies 
 2.3 Engaging in citizenship through digital technologies 
 2.4 Collaborating through digital technologies 
 2.5 Managing digital identity 
 2.6 Managing digital content 
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3 
Digital 
content 
creation 

 

 3.1 Developing digital content 
 3.2 Integrating and re-elaborating digital content 
 3.3 Copyright and licences 

 

4 Safety  

 4.1 Protecting devices 
 4.2 Protecting personal data and privacy 
 4.3 Protecting health and well-being 

 

5 
Problem 
Solving 

 

 5.3 Creatively using digital technologies 
  
 5.4 Identifying digital competence gaps 
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MODULE 1 LEVEL OF PROFICIENCY EXAMPLES OF USE 

COMPETENCE AREA 1  

INFORMATION AND DATA 

LITERACY 

LEVEL 5 

1.2 EVALUATING DATA, INFORMATION AND DIGITAL CONTENT 

AS WELL AS GUIDING OTHERS, I CAN: 

• CARRY OUT EVALUATION OF THE CREDIBILITY AND RELIABILITY 

OF DIFFEERENT SOURCES OF DATA, INFORMATION AND 

DIGITAL CONTENT. 

• CARRY OUT AN EVALUATION OF DIFFERENT DATA, 

INFORMATION AND DIGITAL CONTENT. 

Learning Scenario 1: to improve the digital 

environment of the organisation 

As well as guiding others, I can: 

• Use the Digital Readiness Self-Assessment Tool 

for Organisations. 

• Facilitate the exchange of information that will 

help improve the leadership and management 

of the organization. 

• Facilitate the planning and practice of provision 

of services within a digital environment. 

• https://digipathways.io/digital-readiness-self-

assessment-tool-for-organisations/ 

Learning Scenario 2: Improving the digital skills of 

the IAG Practitioners 

• I am able to identify digital tools and digital 

planning tools to assist IAG practitioners in the 

development of a Digital Learning Plan, and IAG 

Managers development of a Technology Audit 

and Digital Readiness Report. 
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LEVEL 6 AT ADVANCED LEVEL, ACCORDING TO MY OWN NEEDS AND 
THOSE OF OTHERS, AND IN COMPLEX CONTEXTS, I CAN:  

• CRITICALLY ASSESS THE CREDIBILITY AND RELIABILITY OF 
SOURCES OF DATA, INFORMATION AND DIGITAL CONTENT. 

• CRITICALLY ASSESS DATA, INFORMATION AND DIGITAL 
CONTENT. 

Learning Scenario 1: to improve the digital environment 

of the organisation 

I can:  

• Source, share and use digital technologies 
with team members to analyse digital 
capabilities, to reflect on the need to 
develop skills, knowledge and 
competence. 

Learning Scenario 2: improving the digital skills of the IAG 

practitioners: 

I am able to:  

• Maximise the use of innovative AI 
technologies for IAG practitioner staff 
development, service development and 
improvement,  and with IAG clients in 
terms of CV building, job-search, 
interview training, and the like. 

COMPETENCE AREA 1  

INFORMATION AND DATA 

LITERACY 

LEVEL 5 

 

1.3 MANAGING DATA, INFORMATION AND DIGITAL CONTENT 

AS WELL AS GUIDING OTHERS, I CAN: 

• MANIPULATE INFORMATION, DATA AND CONTENT FOR 
EASIER ORGANISATION STORAGE AND RETRIEVAL. 

Learning Scenario 1:  to improve the digital environment 

of the organisation 

I can: 

• Engage IAG Managers/Practitioners to reflect 

on the database(s) and digital records of 

interactions with clients for the purpose of 
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LEVEL 6 

• CARRY OUT ORGANISATIONAL PROCESSING OF 
INFORMATION WITHIN A STRUCTURED DATA 
MANAGEMENT ENVIRONMENT. 

 

 

 

 

 

 

 

 

 

 

AT AN ADVANCED LEVEL, ACCORDING TO MY OWN NEEDS AND 
THOSE OF OTHERS, AND IN COMPLEX CONTEXTS, I CAN: 

• ADAPT THE MANAGEMENT OF INFORMATION, DATA 
AND CONTENT FOR THE MOST APPROPRIATE, EASY 
RETRIEVAL AND STORAGE. 

• ADAPT INFORMATION MANAGEMENT PROCESSES TO 
ENSURE THAT INFORMATION IS ORGANISED AND 

problem solving and improving monitoring, 

managing and reporting (e.g., clients). 

Learning Scenario 2: improve the digital skills of the IAG 

practitioners 

• Effectively use an AI information system to 

support and develop the process of matching 

job-seekers and the needs of employers based 

on digital resources, profiles and digital 

templates. 

• Confidently support others in the update of AI-

based information for the benefit of developing 

and managing an AI-based 

information/careers/IAG service. 

 

Learning Scenario 1: improve the digital environment of 

the organisation: 

• Use Digital Readiness Tools to produce a Digital 

Readiness Report that takes into consideration 

Governance and Operations, Human 

Resources, and Infrastructure. 
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PROCESSED IN AN APPROPRIATE STRUCTURED 
ENVIRONMENT. 

 

Learning Scenario 2: improve the digital skills of the IAG 

practitioners. 

• Support IAG practitioners in using digital 

technologies and AI-based services to plan and 

implement digital practices in service provision, 

progression (of clients), and monitoring and 

assessment. 

 

 

COMPETENCE AREA 4: SAFETY 

LEVEL 5 

 

 

 

 

 

 

 

 

 

3.1 PROTECTING DEVICES 

AS WELL AS GUIDING OTHERS, I CAN: 

• APPLY DIFFERENT WAYS TO PROTECT DEVICES AND 
DIGITAL CONTENT.  

• DIFFERENTIATE A VARIETY OF RISKS AND THREATS IN A 
DIGITAL ENVIRONMENT. 

• APPLY SAFETY AND SECURITY MEASURES. 
• EMPLOY DIFFERENT WAYS TO HAVE DUE REGARD TO 

RELIABILITY AND PRIVACY. 

 

 

 

Learning Scenario 1: improve the digital environment of 

the organisation: 

• Engage the organization-based team and other 

key stakeholders to develop and regularly 

update their understanding of how to protect 

personal data and maintain privacy within a 

digital IAG environment. 

• Regularly review and communicate updates to 

policies and best practices and include the 

protection of digital devises within a business 

recovery plan. 
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LEVEL 6 

 

 

 

 

 

 

 

 

AT AN ADVANCED LEVEL, ACCORDING TO MY OWN NEEDS AND 
THOSE OF OTHERS, AND IN COMPLEX CONTEXTS, I CAN: 

• CHOOSE THE MOST APPROPRIATE PROTECTION FOR 
DEVICES AND DIGITAL CONTENT, AND 

• DISCRIMINATE RISKS AND THREATS IN DIGITAL 
ENVIRONMENTS. 

• CHOOSE THE MOST APPROPRIATE SAFETY AND SECURITY 
MEASURES. 

• ASSESS THE MOST APPROPRIATE WAY TO HAVE DUE 
REGARD TO RELIABILITY AND PRIVACY. 

Learning Scenario 2: improve the digital skills of the IAG 

practitioners: 

• Engage the organization-based team and other 

key stakeholders to develop and regularly 

update their understanding of how to protect 

personal data and maintain privacy within a 

digital IAG environment. 

• IAG practitioners actively participate in a 

Community of Practice to exchange 

international best practice. 

 

Learning Scenario 1: improve the digital environment of 

the organisation 

• Engage in knowledge exchange on activities, 

methods and tools to support the successful 

integration of information and communication 

technologies (ICT) and labour market 

information (LMI) in IAG services. 

• Engage key stakeholders in using a 

multidimensional decision framework with a 
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view to meeting the quality conditions of 

compatibility; innovation; and transferability. 

Learning Scenario 2: improve the digital skills of the IAG 

practitioners 

• Digital Skills Strengths and Gaps Analysis 

undertaken by the IAG team informs a 

continuing professional development 

programme to ensure skills, attitudinal and 

behavioural change embraces digital 

transformation of the IAG service. 

 

 3.2 PROTECTING HEALTH AND WELL-BEING 

AS WELL AS GUIDING OTHERS, I CAN: 

• SHOW DIFFERENT WAYS TO AVOID HEALTH RISKS AND 
THREATS TO PHYSICAL AND PSYCHOLOGICAL WELL-
BEING WHILE USING DIGITAL TECHNOLOGIES. 

• APPLY DIFFERENT WAYS TO PROTECT MYSELF AND 
OTHERS FROM LIKELY DANGES WITHIN THE DIGITAL 
ENVIRONMENT. 

• SHOW DIFFERENT DIGITAL TECHNOLOGIES FOR SOCIAL 
WELL-BING AND SOCIAL INCLUSION. 
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MODULE 2 LEVEL OF PROFICIENCY EXAMPLES OF USE 

COMPETENCE AREA 2  

COMMUNICATION AND 

COLLABORATION 

LEVEL 5 

2.1 INTERACTING THROUGH DIGITAL TECHNOLOGIES 

 

AS WELL AS GUIDING OTHERS, I CAN: 

• USE A VARIETY OF DIGITAL TECHNOLOGIES IN ORDER TO 

INTERACT. 

• SHOW OTHERS THE MOST APPROPRIATE DIGITAL 

COMMUNICATION MEANS FOR A GIVEN CONTEXT 

 

 

Learning Scenario 1: to improve the digital 

environment of the organisation 

As well as guiding others, I can: 

• Use a range of communication tools: 

asynchronous: emails, forums, direct 

messaging, text messaging, video recordings, 

blogs, newsletters. Synchronous: phone calls, 

chats, video conferencing/meetings, webinars, 

real-time games. 

Learning Scenario 2: Improving the digital skills of 

the IAG Practitioners 

• I am able to identify areas of communication 

and procure the appropriate channels. 
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• I am able to support others in their use of these 

tools and their appropriateness for given 

situations. 

LEVEL 6 AT ADVANCED LEVEL, ACCORDING TO MY OWN NEEDS AND 
THOSE OF OTHERS, AND IN COMPLEX CONTEXTS, I CAN:  

• ADAPT A VARIETY OF DIGITAL TECHNOLOGIES FOR THE 
MOST APPROPRIATE INTERACTION, AND 

• ADAPT THE MOST APPROPRIATE COMMUNICATION 
MEANS FOR A GIVEN CONTEXT 

 

Learning Scenario 1: to improve the digital environment 

of the organisation 

I can:  

• configure a range of communication tools 
to solve the needs of the organisation 
choose, evaluate and adapt the 
appropriate channels for a variety of 
needs within the organisation  

Learning Scenario 2: improving the digital skills of the IAG 

practitioners: 

I am able to:  

• adapt newsletter and blog templates etc 
for specific projects adapt and manage 
communication tools in complex 
situations / projects, including supporting 
the development of practitioner digital 
skills through the use of these tools 
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COMPETENCE AREA 2  

COMMUNICATION AND 

COLLABORATION 

LEVEL 5 

2.2 SHARING THORUGH DIGITAL TECHNOLOGIES 

AS WELL AS GUIDING OTHERS, I CAN 

• SHARE DATA, INFORMATION AND DIGITAL CONTENT THROUGH 
A VARIETY OF APPROPRIATE DIGITAL TOOLS,  

• SHOW OTHERS HOW TO ACT AS AN INTERMEDIARY FOR 
SHARING INFORMATION AND CONTENT THROUGH DIGITAL 
TECHNOLOGIES.  

• APPLY A VARIETY OF REFERENCING AND ATTRIBUTION 
PRACTICES 

 

 

 

 

Learning Scenario 1: to improve the digital 

environment of the organisation 

As well as guiding others, I can: 

• I can use a digital tool like Trello to arrange my 

daily tasks and share their progress with my 

colleagues. 

Learning Scenario 2: improving the digital skills of 

the IAG practitioners 

• I can create events on Google calendar 
and share them with relevant IAG 
beneficiaries.  

• I can show others how to reply to event 
invitations, update existing events and 
check guest attendance. 

LEVEL 6 AT ADVANCED LEVEL, ACCORDING TO MY OWN NEEDS AND 
THOSE OF OTHERS, AND IN COMPLEX CONTEXTS, I CAN:  

• ASSESS THE MOST APPROPRIATE DIGITAL TECHNOLOGIES TO 
SHARE INFORMATION AND CONTENT.  

Learning Scenario 1: to improve the digital environment 

of the organisation 

I can:  

• Arrange my team’s workspace through a digital 

tool like Trello and assign tasks and roles. 
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• ADAPT MY INTERMEDIATION ROLE, • VARY THE USE OF THE 
MORE APPROPRIATE REFERENCING AND ATTRIBUTION 
PRACTICES. 

 

• Share files with my colleagues through Trello, by 

a digital tool like Google Drive Power Up for 

Trello and bring files and folders to Trello cards. 

Learning Scenario 2: improving the digital skills of the IAG 

Practitioners 

I can:  

• Export events from other applications and 

migrate them to Google calendar. 

• I can manage IAG beneficiaries’ data by editing 

import files before importing them to Google 

calendar. 

• If I get an eoor when I import .csv files in Google 

calendar, I am able to fix the formatting. 

 

COMPETENCE AREA 2  

COMMUNICATION AND 

COLLABORATION 

LEVEL 5 

2.4 COLLABORATING THROUGH DIGITAL TECHNOLOGIES 

AS WELL AS GUIDING OTHERS, I CAN 

• PROPOSE DIFFERENT DIGITAL TOOLS AND TECHNOLOGIES FOR 
COLLABORATIVE PROCESSES. 

 

 

 

Learning Scenario 1: to improve the digital 

environment of the organisation 

As well as guiding others, I can: 
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 • Differentiate and propose the most appropriate 

shared digital tools for use in a variety of 

collaborative settings in the workplace. 

Learning Scenario 2: Improving the digital skills of the IAG 

Practitioner 

• I can choose and use shared digital tools 
at work e.g., Cloud applications (Dropbox, 
Google Drive, wiki); databases, calendars; 
file transfer services (e.g., WeTransfer). 

• I can collaborate through digital tools at 
work: online meetings and webinars; 
online team chatrooms; co-authoring 
documents and shared spreadsheets; 
social media; shared task lists. 

LEVEL 6 AT ADVANCED LEVEL, ACCORDING TO MY OWN NEEDS AND 
THOSE OF OTHERS, AND IN COMPLEX CONTEXTS, I CAN:  

• VARY THE USE OF THE OST APPROPRIATE DIGITAL TOOLS 
AND TECHNOLOGIES FOR COLLABORATIVE PROCESSES. 

• CHOOSE THE MOST APPROPRIATE DIGITAL TOOLS AND 
TECHNOLOGIES FOR CO-CONSTRUCTING AND CO-CREATING 
DATA, RESOURCES AND KNOWLEDGE. 

Learning Scenario 1: to improve the digital environment 

of the organisation 

I can:  

• Evaluate, choose and use the most appropriate 

digital tools at work: cloud applications; 

databases; calendars; booking systems referral 

systems; community management; online 

meetings and webinars; online team chats; co-
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authoring documents and shared 

spreadsheets; shared task lists. 

Learning Scenario 2: improving the digital skills of the IAG 

Practitioners 

I can:  

• Choose and use the most appropriate digital 

tool for content creation to support IAG 

practice, including, audio (video editor, You 

tube Channel); 2D design (Google Draw); 

Collaboration Ideation Tools (Mindmaps, 

Boards). 

 

 

COMPETENCE AREA 2  

COMMUNICATION AND 

COLLABORATION 

LEVEL 5 

2.5 NETIQUETTE 

AS WELL AS GUIDING OTHERS, I CAN 

• APPLY DIFFERENT BEHAVIOURAL NORMS AND KNOW-
HOW WHILE USING DIGIRAL TECHNOLOGIES AND 
INTERACTING IN DIGITAL ENVIRONMENTS. 

• APPLY DIFFERENT COMMUNICATION STRATEGIES IN 
DIGITAL ENVIRONMENTS ADAPTED TO AN AUDIENCE. 

 

 

Learning Scenario 1: to improve the digital 

environment of the organisation 

As well as guiding others, I can: 

• Participate in online meetings and can mute my 

line and handle my connectivity issues. 
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• APPLY DIFFERENT CLTURAL AND GENERATIONAL 
DIVERSITY ASPECTS TO CONSIDER IN DIGITAL 
ENVIRONMENTS. 

 

• I CAN acquaint others with the basic functions 

on a visual platform such as how to 

mute/unmute themselves, chat or ask a 

question. 

Learning Scenario 2: Improving the digital skills of the IAG 

Practitioner 

• I can apply the social values and norms of 
several netizens to assist my IAG 
guidance. These include: respect other’s 
time and bandwidth; adjust my tone; 
make clearer points; be a good listener; 
respect online privacy. 

LEVEL 6 AT ADVANCED LEVEL, ACCORDING TO MY OWN NEEDS AND 
THOSE OF OTHERS, AND IN COMPLEX CONTEXTS, I CAN:  

• ADAPT THE MOST APPROPRIATE BEHAVIOURAL NORMS AND 
KNOW-HOW WHILST USING DIGITAL TECHNOLOGIES AND 
INTERACTING IN DIGITAL ENVIRONMENTS. 

• ADAPT THE MOST APPROPRIATE COMMUNICATION 
STRATEGIES IN DIGITAL ENVIRONMENTS TO AN AUDIENCE, 
AND 

• APPLY DIFFERENT CULTURAL AND GENERATIONAL DIVERSITY 
ASPECTS IN DIGITAL ENVIRONMENTS. 

Learning Scenario 1: to improve the digital environment 

of the organisation 

I can:  

• Evaluate communication strategies in light of a 

move from in=person to digital management. 

• Adapt these strategies and rules to meet needs 

of digital conditions and monitor 

communication. 

Learning Scenario 2: improving the digital skills of the IAG 

Practitioners 



 36 

I can:  

• Set digital communication rules for interacting 

in digital environments, such as: e-mail 

responses; social media communication; online 

guidance content; communication platforms. 

 

 

COMPETENCE AREA 2  

COMMUNICATION AND 

COLLABORATION 

LEVEL 5 

2.6 MANAGING DIGITAL IDENTITY 

AS WELL AS GUIDING OTHERS, I CAN 

• USE A VARIETY OF DIGITAL IDENTITIES AND APPLY 
DIFFERENT WAYS TO PROTECT REPUTATION ONLINE. 

• USE DATA I PRODUCE THROUGH SEVERAL DIGITAL 
TOOLS, ENVIRONMENT AND SERVICES. 

 

 

 

Learning Scenario 1: to improve the digital environment 

of the organisation 

As well as guiding others, I can: 

• Use clear organizational structures, roles and 

responsibilities, create and maintain a variety of 

digital identities linked to organizational needs. 

Learning Scenario 2: Improving the digital skills of the IAG 

Practitioner 

• Identify the data I produce through 
several different tools, environments and 
services to use it across platforms e.g. 
using Twitter posts on Linkedin. 
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LEVEL 6 AT ADVANCED LEVEL, ACCORDING TO MY OWN NEEDS AND 
THOSE OF OTHERS, AND IN COMPLEX CONTEXTS, I CAN:  

• DISCRIMINATE MULTIPLE DIGITAL IDENTITIES. 

• EXPLAIN THE MORE APPROPRIATE WAYS TO PROTECT ONE’S 
OWN REPUTATION. 

• CHANGE THE DATA PRODUCED THROUGH SEVERAL TOOLS, 
ENVIRONENTS AND SERVICES. 

Learning Scenario 1: to improve the digital environment 

of the organisation 

I can: 

• Design and produce digital communication 

protocols/policies to create clear and bounded 

organizational identities. 

• Monitoring staff online communication and 

recording to ensure these protocols are 

adhered to. 

Learning Scenario 2: improving the digital skills of the IAG 

Practitioners 

I have the ability to:  

• Evaluate and adapt data produced to meet the 

needs of varying identities. 

• Ensure consistency when using a variety of 

identities in complex environments. 
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MODULE 3 LEVEL OF PROFICIENCY EXAMPLES OF USE 

COMPETENCE AREA 2  

COMMUNICATION AND 

COLLABORATION 

LEVEL 5 

2.6 MANAGING DIGITAL IDENTITY 

AS WELL AS GUIDING OTHERS, I CAN: 

• USE A VARIETY OF DIGITAL TECHNOLOGIES IN ORDER TO 

INTERACT. 

• SHOW OTHERS THE MOST APPROPRIATE DIGITAL 

COMMUNICATION MEANS FOR A GIVEN CONTEXT 

 

Learning Scenario 1: data protection training 

I can use different electronic data belonging to a digital 

identity to characterize the physical identity e.g., 

username, password, smart cards, tokens, identity card, 

health insurance card, etc. 

Learning Scenario 2: Improving the digital skills of the IAG 

Practitioners 

• I can take care of my data security on the 

internet 

LEVEL 6 AT AN ADVANCED LEVEL, ACCORDING TO MY OWN NEEDS AND THOSE 

OF OTHERS, AND IN COMPLEX CONTEXTS, I CAN: 

• DISCRIMINATE MUTILIPLE DIGITAL IDENTITIES 

• EXPLAIN THE MORE APPROPRIATE WAYS TO PROTECT ONE’S 

OWN REPUTATION 

• CHANGE THE DATA PRODUCED THROUGH SEVERAL TOOLS, 

ENVIRONMENTS AND SERVICES 

Learning Scenario 1: Sensitization for the handling of own 

data and identities 

As a user, I am aware that my actions regarding my digital 

identities are not only part of my specific reputation in 

digital systems but can have much broader 

consequences. 

Learning Scenario 2: Digital identities must be 

continuously maintained in terms of their 

trustworthiness. I as a user must guarantee my digital self 

again and again through my actions. 
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COMPETENCE AREA 3: DIGITAL 

CONTENT CREATION 

 

LEVEL 5 

AS WELL AS GUIDING OTHERS, I CAN: 

• ASSESS THE MOST APPROPRIATE WAYS TO MODIFY, REFINE, 

IMPROVE AND INTEGRATE SPECIFIC NEW ITEMS OF CONTENT 

AND INFORMATION TO CREATE NEW AND ORIGINAL NEW ONES 

Learning Scenario 1: I am familiar with several digital tools 

(audio, video, etc). This knowledge allows me to create 

different kinds of digital content (infographics, videos, 

animation, presentations, etc.). 

Learning Scenario 2: I am able to provide information 

through the creation of digital content choosing the most 

appropriate digital format to make the information clear 

and accessible. 

LEVEL 6 AT AN ADVANCED LEVEL, ACCORDING TO MY OWN NEEDS AND THOSE 

OF OTHERS, AND IN COMPLEX CONTEXTS, I CAN: 

• CHANGE CONTENT USING THE MOST APPROPRIATE FORMATS 

• ADAPT THE EXPRESSION OF MYSELF THROUGH THE CREATION 

OF THE MOST APPROPRIATE DIGITAL MEANS 

Learning Scenario 1: I know how to use and adapt 

different digital formats according to the kind of content 

shared and the different contexts. 

 

Learning Scenario 2: I am aware of the need to adapt 

digital contents to the public addressed (variety of 

audiences) so I always choose the most appropriate 

format keeping in mind the needs of the public 

addressed (audiences/clients/user groups). 

LEVEL 5 3.2 INTEGRATING AND RE-ELABORATING DIGITAL CONTENT  

AS WELL AS GUIDING OTHERS, I CAN: 

• OPERATE WITH NEW/DIFFERENT ITEMS OF CONTENT AND 

INFORMATION, MODIFYING, REFINING, IMPROVING, 

Learning Scenario 1: I can produce innovative digital 

content that illustrates to my own team how to 

implement certain procedures. 
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INTEGRATING THEM IN ORDER TO CREATE NEW AND ORIGINAL 

ITEMS 

Learning Scenario 2: I can collaborate with others to 

integrate digital content into existing formats, and work 

with others to re-elaborate digital content. 

COMPETENCE AREA 5: PROBLEM 

SOLVING 

 

LEVEL 5 

5.3 CREATIVELY USING DIGITAL TECHNOLOGY 

AS WELL AS GUIDING OTHERS, I CAN: 

• APPLY DIFFERENT DIGITAL TOOLS AND TECHNOLOGIES TO 

CREATE KNOWLEDGE AND INNOVATIVE PROCESSES AND 

PRODUCTS 

• APPLY INDIVIDUAL AND COLLECTIVELY COGNITIVE PROCESSING 

TO RESOLVE DIFFERENT CONCEPTUAL PROBLEMS AND 

SITUATIONS IN DIGITAL ENVIROMENTS. 

Learning Scenario 1:  I am able to work independently to 

identify the appropriate digital software to create wide-

ranging digital tools and materials that will enhance how 

IAG services are communicated. 

 

Learning Scenario 2: I am able to apply problem-solving 

to ensure the design, content and usability of the digital 

technology is suited to the end user group e.g., the digital 

technology used is appropriate to the IAG setting, 

colleagues and client group(s). 

 

 

LEVEL 6 AT AN ADVANCED LEVEL, ACCORDING TO MY OWN NEEDS AND 

THOSE OF OTHERS, AND IN COMPLEX CONTEXTS, I CAN: 

• ADAPT THE MOST APPROPRIATE DIGITAL TOOLS AND TO 

INNOVATE PROCESSES AND PRODUCTS. 

Learning Scenario 1: I know how to use digital storytelling 

to create innovate content to make sure that IAG 

services are more accessible, interactive and user-

friendly. 

 

Learning Scenario 2: I can work independently and with 

others to set out and implement an action plan that 
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• RESOLVE INDIVIDUALLY AND COLLECTIVELY CONCEPTUAL 

PROBLEMS AND PROBLEM SITUATIONS IN DIGITAL 

ENVIRONMENTS 

ensures IAG services are accessible to wide-ranging client 

groups, inform and engage stakeholders, and 

communicate with wide-ranging stakeholders. 
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Cedefop Professionalising Career Guidance Work Areas  
 

Competence Overview 

Practitioner 
Skills and 
Values 

 

 1. Foundation Competences 

 1.1 Ethical Practice 
 1.2 Recognise and respond to clients’ diverse needs 
 1.3 Integrate theory and research into practice 
 1.4 Develop one’s own capabilities and understand any limitations 
 1.5 Communication and facilitation skills 
 1.6 Information and computer technologies 

 
Working with 
Clients 

 

 2. Client-interaction Competences 

 2.1 Undertake career development activities 
 2.2 Enable access to information 
 2.3 Conduct and enable assessment 
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 2.4 Develop and deliver career learning programmes 
 2.5 Make referrals and provide advocacy 
 2.6 Facilitate entry into learning and work 

 
Systems and 
Networks 

 

 3. Supporting Competences 

 3.1 Manage opportunity information services 
 3.2 Operate within networks and build partnerships 
 3.3 Manage own caseload and maintain user records 
 3.4 Design strategies for career development 
 3.5 Engage with stakeholders 
 3.6 Engage in research and development 
 3.7 Update own skills and knowledge 
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Work Areas 
PRACTITIONER SKILLS AND VALUES MAIN TASKS CONTEXTS AND CONDITIONS 

 1.1 ETHICAL PRACTICE 

• INTEGRATE KNOWLEDGE OF CODES OF PRACTICE INTO DAY-TO-DAY 

PRACTICE. 

• INTEGRATE ETHICAL GUIDELINES INTO DAY-TO-DAY PRACTICE. 

• APPLY ETHICAL GUIDELINES INTO DAY-TO-DAY BEHAVIOURS 

• MAINTAIN AN UP-TO-DATE AWARENESS AND UNDERSTANDING OF 

LEGILSATION. 

Duty of care to clients, colleagues, organisations 

and self. 

Work with colleagues to develop and implement a 

service that is accessible, impartial, confidential, is 

trust based and transparent, and promotes 

autonomy. 

Invest in continuing professional development and 

competence building. 

 

 1.2 RECOGNISE AND RESPOND TO CLIENTS’ DIVERSE NEEDS 

• CONTRIBUTE TO THE DEVELOPMENT OF AND IMPLEMENT AN 

EFFECTIVE PRACTICE, INCLUSIVE SERVICE. 

• PROVIDE A SERVICE THAT IS RESPECTFUL OF DIFFERING VALUES AND 

WORLD VIEWS. 

• MAINTAIN AN UP-TO-DATE AWARENESS AND UNDERSTANDING OF 

EQUAL OPPORTUNITIES AND DIVERSITY LEGISLATION AND 

EFFECTIVE PRACTICE. 

Duty of care to clients, colleagues, organisations, 

and self. 

Work with colleagues to develop and implement a 

service that is accessible, impartial, confidential, is 

trust-based and transparent, and promotes 

autonomy. 
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 1.3 INTEGRATE THEORY AND RESEARCH INTO PRACTICE 

• PROACTIVELY INTEGRATE CAREER GUIDANCE THEORY AND 

PRACTICE INTO DAY-TO-DAY PRACTICE. 

• SEEK OUT, SHARE AND INTEGRATE KNOWLEDGE OF LIFELONG 

CAREER DEVELOPMENT PROCESSES INTO DAY-TO-DAY PRACTICE. 

• SEEK OUT, EXCHANGE WITH COLLEAGUES, AND SUPPORT THE 

ONGOING DEVELOPMENT OF THE SERVICE BY APPLYING RECENT 

RESEARCH/EFFECTIVE PRACTICE INTO YOUR ROLE. 

Duty of care to clients, colleagues, organisations, 

and self. 

Work with colleagues to develop and implement a 

service that is accessible, impartial, confidential, is 

trust-based and transparent, and promotes 

autonomy. 

 1.4 DEVELOP ONE’S OWN CAPABILITIES AND UNDERSTAND ANY 

LIMITATIONS. 

• ENGAGE IN COMPETENCE DEVELOPMENT THROUGH A REFLECTIVE 

APPROACH IN AREAS SUCH AS MAINTAINING PROFESSIONAL 

BOUNDARIES, MANAGEMENT, AND PEER SUPPORT. 

• ENGAGE IN CONTINUOUS PROFESSIONAL DEVELOPMENT BASED ON 

PERSONAL DEVELOP CAPACITY AND ADDRESS LIMITATIONS. 

Duty of care to clients, colleagues, organisations, 

and self. 

Work with colleagues to develop and implement a 

service that is accessible, impartial, confidential, is 

trust-based and transparent, and promotes 

autonomy. 

Invest in professional development. 

 1.5 COMMUNICATION AND FACILITATION SKILLS 

• COMMUNICATE IN A WAY THAT IS ADJUSTED AND CUSTOMIZED TO 

DIFFERENT WORK SETTINGS. 

• APPLY WIDE-RANING COMMUNICATION SKILLS E.G. QUESTIONING, 

PROBING, SUMMARIZING, WRITING AND INTER-PERSONAL SKILLS. 
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• BE ABLE TO INCORPORATE LISTENING AND PRESENTATION SKILLS IN 

WIDE-RANGING SETTINGS. 

 1.6 INFORMATION AND COMPUTER TECHNOLOGIES 

• DAILY WORK PRACTICE INVOLVES THE COMPETENT USE OF 

INFORMATION AND COMMUNICATION TECHNOLOGIES FOR A WIDE 

VARIETY OF INTERACTIONS. 

Duty of care to clients, colleagues, organisations, 

and self. 

Work with colleagues to develop and implement a 

service that is accessible, impartial, confidential, is 

trust-based and transparent, and promotes 

autonomy. 

CLIENT-INTERACTION 2.1 UNDERTAKE CAREER DEVELOPMENT ACTIVITIES 

• BUILD EFFECTIVE RELATIONSHIPS WITH CLIENTS 

• ENABLE CLIENTS’ SELF-UNDERSTANDING 

• BUILD CLIENTS’ CAPABILITY FOR CAREER MANAGEMENT 

• EXPLORE NEW PERSPECTIVES 

• FORM STRATEGIES AND PLANS 

Screening to match user needs and services 

available, clarifying expectations and resources, and 

screening to match user needs and services 

available, and building on existing networks. 

Applying wide-ranging coaching techniques, 

focusing on change, identifying and overcoming 

barriers, and identifying sources of further help. 

Focusing on change, motivation, performance 

enhancement, and building employability. 

 2.2 ENABLE ACCESS TO INFORMATION 

• IDENTIFY INFORMATION SERVICES 

• ASSESS USER’S INFORMATION-HANDLING SKILLS 

Facilitating access to information through wide-

ranging information sources and resources, 

including people, colleagues, and peers. 
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• FACILITATE ACCESS TO INFORMATION. 

• INTERPRET INFORMATION 

• DEVELOP CLIENT’S AUTONOMOUS INTERPRETATION OF 

INFORMATION 

Assess and develop information literacy and 

handling of information, ICT, digital and use of 

information systems. 

Develop the client’s ability to self-assess, and 

capability to assess personal motivation and values. 

 2.3  CONDUCT AND ENABLE ASSESSMENT 

• CLARIFY AND AGREE THE NEED FOR ASSESSMENT 

• .SUPPORT THE USE OF SELF-ASSESSMENT ACTIVITIES 

• ADMINISTER FORMAL ASSESSMENT 

• ASSESS INFORMALLY AND EXPLORE OPTIONS 

Engage clients in specific needs and skills 

assessments. 

Review past learning experiences, recognise skills, 

knowledge and other achievements (APEL). 

Ensure good understanding of assessment results 

and the relevance and implications to the client’s 

strategies and plans. 

 

 2.4 DEVELOP AND DELIVER CAREER LEARNING PROGRAMMES 

• DESIGN PROGRAMMES TO MEET IDENTIFIED NEEDS 

• DELIVER SESSIONS AND ACTIVITIES 

• REVIEW AND EVALUATE CAREER LEARNING PROGRAMMES 

Proactively involve clients in service and learning 

programme design, and tailor methods and 

materials to clients’ characteristics and situations. 

Consider learning and teaching styles to ensure 

participation and progression. 

Monitor progress, evaluate and use feedback to 

inform change. 
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 2.5 MAKE REFERRALS AND PROVIDE ADVOCACY 

• AGREE THE NEED TO INVOLVE OTHERS 

• ENSURE WILLINGNESS AND ABILITY TO TAKE UP REFERRAL 

• FACILITATE CONTACT WITH OTHERS 

• PROVIDE OR SUPPORT ADVOCACY 

Recognise boundaries of own expertise, and 

identify the need for referral, and facilitate access to 

mentors and role models. 

Develop communication skills, confidence and 

motivation so that clients recognise the need for 

additional support and referral. 

Support the preparation for self-advocacy. 

 2.6 FACILITATE ENTRY INTO LEARNING AND WORK 

• AGREE PLACEMENT OPTIONS 

• ADVISE ON THE PREPARATION OF PERSONAL INFORMATION FOR 

APPLICATIONS 

• SUPPORT THE APPLICATION PROCESS 

• PROMOTE LEARNING FROM EXPERIENCES 

Explore wide-ranging opportunities for 

employment, training, voluntary and community 

work, work experience, by maximising 

opportunities through existing networks. 

Facilitate the preparation of CVs, applications, 

letters, tailoring styles to specific situations. 

Facilitate the development of interview techniques, 

coaching, role-playing, and facilitate the 

development of appropriate workplace behaviour. 

Provide constructive feedback and follow-up 

support. 
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 3.1 MANAGE OPPORTUNITY INFORMATION SERVICES 

• IDENTIFY INFORMATION NEEDED FOR CAREER DEVELOPMENT 

ACTIVITIES 

• OBTAIN AND PREPARE INFORMATION MATERIALS 

• CLASSIFY AND STORE MATERIALS 

• REVIEW AND UPDATE INFORMATION 

 

Contribute to the creation of a comprehensive 

information resource for both service providers and 

clients. 

Ensure that information is easily accessed and 

provided in wide-ranging formats, ensuring an 

appropriate classification system. 

 3.2 OPERATE WITHIN NETWORKS AND BUILD PARTNERSHIPS 

• IDENTIFY A RANGE OF NETWORKS RELEVANT TO WORK ROLE 

• EXCHANGE INFORMATION WITH NETWORK MEMBERS 

Develop and maintain wide-ranging contacts and 

identify potential partners, building mutually 

beneficial relationships. 

Ensure information is stored appropriately, is up to 

date, and accurate. 

 3.3 MANAGE OWN CASELOAD AND MAINTAIN USER RECORDS 

• CREATE AND MAINTAIN USER RECORDS 

• USE RECORDS TO SUPPORT PROGRESS 

• PRIORITISE USE OF OWN TIME AND RESOURCES 

Ensure clients are involved in keeping their records 

up to date, records are used appropriately during 

referral processes, ensure confidentiality. 

Refer to action and personal development plans to 

facilitate on-going progress, ensuring their 

accuracy. 
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Apply time management to record keeping 

responsibilities, ensuring that all legal and 

operational policies and procedures are met. 

 3.4 DESIGN AND IMPLEMENT STRATEGIES FOR CAREER DEVELOPMENT 

• UNDERSTAND THE NEEDS OF THE TARGET POPULATION/CLIENTS 

• ESTABLISH AIMS, OBJECTIVES AND DELIVERY METHODS FOR CAREER 

DEVELOPMENT ACTIVITIES 

• AGREE ROLES AND RESPONSIBILITIES IN DELIVERY 

• PROVIDE TRAINING AND DEVELOPMENT OPPORTUNITIES FOR 

PEOPLE INVOLVED IN DELIVERY 

• PROVIDE AND CUSTOMISE MATERIALS 

• REVIEW, EVALUATE AND MODIFY 

• SUPPORT IMPLEMENTATION OF A QUALITY-ASSURANCE STRATEGY 

Implement appropriate methods of engaging with 

clients. 

Working with others to formulate objectives, 

timescales, and resources. 

Consider your role and the role of others, including 

specialists in the delivery of the service. 

Invest in skills and knowledge development to 

continually improve the service/delivery. 

Design, implement and review evaluation methods 

to meet relevant quality standards, and ensure 

effective practice. 

 3.5 ENGAGE WITH STAKEHOLDERS 

• IDENTIFY WITH STAKEHOLDERS 

• DEVELOP AND MAINTAIN RELATIONSHIPS WITH STAKEHOLDERS 

 

Establish and maintain relationships with key 

stakeholders, including employers, learning 

providers, funders, educational institutions. 

Invest in building relationships by maintaining good 

communications, sharing information in areas of 

shared interest. 
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Engage stakeholders in quality assurance and 

evaluation, as appropriate. 

 3.6 ENGAGE IN RESEARCH AND DEVELOPMENT 

• DEVELOP KNOWLEDGE OF RESEARCH METHODS 

• IMPLEMENT RESEARCH OR EVALUATION PROJECTS 

• INTERPRET, PRESENT AND USE FINDINGS 

Use wide-ranging research methodologies and data 

gathering techniques, applying research ethics, and 

analysing qualitative and quantitative information. 

Seek views of all stakeholders and integrate 

findings/results into practice/service improvement. 

 3.7 UPDATE OWN SKILLS AND KNOWLEDGE 

• REFLECT ON PRACTICE AND PLAN DEVELOPMENT ACTIVITIES 

• PARTICIPATE IN DEVELOPMENT ACTIVITIES 

• APPLY NEW KNOWLEDGE TO WORK ROLE 

Develop awareness of the need to develop 

knowledge, skills and behaviours to meet the 

changing work roles within the context of changing 

economic, social and political environment. 

Undertake self-evaluation. 

Participate in formal, informal and non-formal 

learning including peer-learning, self-study and self-

managed learning. 

Apply new skills and knowledge to the job role with 

the support of managers and colleagues. 
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Module Development  
According to Amy Burge (How to Design Effective Teaching Modules, UACES), having the opportunity to design a whole module of 
learning can seem simultaneously daunting and exciting, and goes on to say that designing modules is a great privilege, but also a 
responsibility.  It can be difficult starting out designing modules, to know where to begin; there are three key things to think about: 

1. Be clear about the module purposes and aspirations for participants and communicate these to learners 
a. What do you want students to know, understanding and/or be able to demonstrate after they complete the module? 
b. What are the learning aims or learning outcomes/objectives? 
c. When developing the learning outcomes consider what skills, knowledge or learning the participant will have once they 

have completed the module. 
2. The GEGS modules were developed using Bloom’s model, which characterizes learning into gradually increasing levels of 

sophistication, beginning with the surface learning skills, such as recall of information, moving to deeper learning skills of 
assessment and evaluation. The typical learning outcomes specified in GEGS will map onto Bloom’s hierarchy/taxonomy1, 
indicating the development of learning over the course of the module. 

3. The GEGS modules were designed for a highly interactive e-learning environment that offers individuals or groups of learners the 
opportunity to learn in an experiential environment. 

4. David A. Kolb’s Experiential Learning Theory2 is considered a powerful foundational approach to all forms of learning, 
development and change. Essentially, experiential learning describes the ideal process of learning, invites the learner to 
understand themselves as a learner, and empowers them to take charge of their own learning. The GEGS approach to module 
development and learning is to apply the Kolb Experiential Learning Cycle as a learning process initiated by a concrete experience, 
which demands reflection, review and perspective-taking about the experience; then abstract thinking to reach conclusions and 
conceptualize the meaning of the experience; leading to a decision to act, engaging in active experimentation or trying out what 

 
1 https://www.bloomstaxonomy.net/  
2 https://experientiallearninginstitute.org/resources/what-is-experiential-learning/  
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you’ve learned, which fits exceptionally well with the case study learning approach.  The Kolb Cycle is said to be so natural and 
organic that people engage in it without being aware that they are learning. 
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Good e-Guidance Modules  
 

Module 0  Information, Advice and Guidance and Coproduction 

Entry Level: Foundation 

Learning Objective: to enable IAG service designers, managers and practitioners understand and explore how to apply a coproduction approach 
to service improvement that uses action learning sets and communities of practice as a holistic approach. 

• Community of Practice 
• Action Learning Sets 
• The Coproduction Model 

Module 1  Discover the potential benefits of digital IAG transformation  

Entry Level: Advanced 

Learning Objective: to enable managers and practitioners of IAG services to discover the potential benefits of digital IAG transformation. It 
focuses on developing the business case for IAG transformation, highlighting why services need to transform in this way, the pros and cons, the 
challenges and costs, and the organizational considerations associated with future proofing services. It aims to support managers, senior IAG 
practitioners and IAG practitioners to work collaboratively and coproduce a business case for change. 

• Discover the potential of IAG service digitalisation 
• Explore service innovation and improvement ideas and how they can be realized 
• Develop the business case for digitalisation as a basis for decision-making and implementation plans 
• Engage in a Community of Practice to help rethink IAG services 
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Competences 

Cedefop Professionalising Career Guidance Competences 

1.6 Information and communication technologies: competent use of various ICT and use of the internet for interactions 

3.6 Engage in research and evaluation: develop knowledge of research methods, implement research or evaluation projects, present and use 
findings 

DigiComp Competences 

1.2 Evaluating data, information and digital content 

1.3 Managing data, information and digital content 

4.1 Protecting personal data and privacy 

4.3 Protecting health and wellbeing 

5.2 Identifying needs and technical responses 

5.4 Identifying digital competence gaps 

Module 2  The impact of digitization on relationships, collaboration, communication and work culture 

Entry Level Advanced 

Learning Objective: to enable managers and practitioners of IAG services to further develop their understanding of the need to foster 
organisational readiness for digitalisation and manage the cultural shift in staff development, management, partnership development and client 
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relationship engagement and management. It aims to support managers, senior IAG practitioners and IAG practitioners to work collaboratively 
and coproduce an approach to change management whilst balancing competing priorities and rollout of implementation plans. 

• Develop awareness of current and future challenges 

• Understand the impact of digitization on colleagues and working practices 

• Develop knowledge and use different tools and platforms to improve effectiveness and access 

Cedefop Professionalising Career Guidance Competences 

2.5 Make referrals and provide advocacy: agree the need to involve others, ensure willingness and ability to develop referral and facilitate 
contact with others, and provide or support advocacy, including self-advocacy. 

3.1 Manage opportunity information services: identify information needed for career development, obtain and prepare information materials, 
classify and store materials, review and update information. 

DigiComp Competences 

2.1 Interacting through digital technologies 

2.2 Sharing through digital technologies 

2.4 Collaborating through digital technologies 

2.5 Netiquette 

2.6 Managing digital identity 
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Module 3 Digital Storytelling 

Entry Level: Advanced 

Learning Objective: within the IAG service improvement process IAG service developers, managers and practitioners will learn about and 
develop an understanding of the importance of storytelling a contemporary tool that is integral to careers counselling, education and learning, 
problem-solving, knowledge management and corporate communications. 
 

• Why you need and how to use digital content 

• How to convey wide-ranging stories in a digital environment to engage, inspire and motivate change 

• Developing digital content for continuing professional development and service improvement 

• Integrating and re-elaborating digital content to achieve greater levels of peer-led practice 

• Complying with copyright and licences  

 Cedefop Professionalising Career Development Competences 

As well as providing wide-ranging learning experiences to develop digital competence, through this module access is provided to a repository of 
the full suite of 19 digitised competence-based case studies that address all of the Cedefop Professionalising Career Guidance Foundation, 
Client-interaction and Supporting Competences, which can be used flexibly to build a bespoke curriculum that meets organisational and 
partnership training needs. 

DigiComp 

2.6 Managing digital identity content 

3.1 Developing digital content 

3.2 Integrating and re-elaborating digital content 
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5.3 Creatively using digital technologies 
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Good e-Guidance Case Studies  
 
The GeGS peer-led learning Case Studies provide a comprehensive digital repository resource for the Learning Facilitator 
and is hosted on the GeGS Repository Moodle, as an effective and intuitive way to manage the curriculum’s resources, 
separate to the project, and the e-learning environment (Moodle) where the four integrated blended learning module exist. 
In the Repository, there are analogue and digital case studies that each cover one of the Cedefop Professionalising Career 
Guidance Framework competences, as follows: 

o Practitioner Skills and Values: Foundation Competences  
§ 1.1 Ethical practice  
§ 1.2 Recognise and respond to clients’ diverse needs  
§ 1.3 Integrate theory and research into practice  
§ 1.4 Develop one’s own capabilities and understand any limitations  
§ 1.5 Communication and facilitation skills  
§ 1.6 Information and computer technologies  

o Working with Clients: Client Interaction Competences  
§ 2.1 Undertake career development activities  
§ 2.2 Enable access to information  
§ 2.3 Conduct and enable assessment  
§ 2.4 Develop and deliver career learning programmes  
§ 2.5 Make referrals and provide advocacy  
§ 2.6 Facilitate entry into learning and work  

o Systems and Networks: Supporting Competences  
§ 3.1 Manage opportunity information services  
§ 3.2 Operate within networks and build partnerships  
§ 3.3 Manage own caseload and maintain user records  
§ 3.4 Design strategies for career development  
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§ 3.5 Engage with stakeholders  
§ 3.6 Engage in research and evaluation  
§ 3.7 Update own knowledge and skills  

 

Of the 19 case studies listed above, 15 pre-existing ‘Good Guidance Stories’ case studies are available in analogue and digital formats. Of 
the remaining four, these brand-new analogue and digitised case studies are available as a key learning component of the GeGS Module 
1 and Module 2. Each Module features two case studies as key learning tools which combine both Cedefop and DigiComp competences.  

• Cedefop: Information and computer technologies 
o Case Study: Sonia and the Digital Burn-out 
o DigiComp Competences 

§ 4.3 Protecting health and wellbeing 
§ 5.2 Identifying needs and technical responses 
§ 5.4 Identifying digital competence gaps 

• Cedefop: Engage in research and evaluation 
o Case Study: John’s Digital Journey 
o DigiComp Competences 

§ 1.2 Evaluating data information and digital content 
§ 4.2 Protecting personal data and privacy 
§ 5.2 Identifying the needs and technical responses 
§ 5.4 Identifying digital competence gaps 

• Cedefop: Manage opportunity information services 
o Case Study: Natalia’s Opportunity 
o DigiComp Competences 



 61 

§ 1.1 Browsing, search and filtering data, information and digital content 
§ 1.3 Managing data, information and digital content 
§ 5.2 Identifying needs and technical responses 

 
• Cedefop: Make referrals and provide advocacy 

o Case Study: Digitilising IAG Referral Systems 
o DigiComp Competences 

§ 2.1 Interacting through digital technologies 
§ 2.2 Sharing through digital technologies 
§ 2.4 Collaborating through digital technologies 
§ 2.5 Netiquette 
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Good e-Guidance Model Case Study Workflows  
 
There has been a dramatic increase in the production of practice and peer-led case studies and use of them in a continuing professional 
development learning context. It is commonly reported that the perceptions of the effectiveness of case-study-based learning are 
overwhelmingly positive, as they improve critical thinking, and their broad utility in the blended learning environment can help the 
learner to evaluate their ability to recognize and articulate problematic approaches, for example.  It is also widely reported that case-
study-learning increases learning engagement. The GeGS curriculum provides the creative Learning Facilitator an opportunity to explore 
how the 19 analogue and digital case studies can be effectively used in a blended learning environment. The Workflow models’ 
examples to follow were not produced through GeGS but as a resource provides Learning Facilitators with ideas on how to use both the 
GeGS Case Studies and the three Moodle based Modules to create a learner-led blended learning environment. The model workflows 
to follow are extracted from and credited as a resource produced by Concordia 
https://www.concordia.ca/content/dam/concordia/offices/ctl/images/workflow/Models_of_Course_Structure_Instructional_Workflows
.pdf  
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GLOSSARY OF TERMS 
 

• Action Learning Sets: are structured sessions which enable small groups to address challenging and complex issues, by meeting on a regular 

basis and working together to explore and resolve the issue. 

• Community of Practice: communities of practice are formed by people who engage in a process of collective learning in a shared domain 

of human endeavour: they share a concern or a passion for something they do and learn how to do it better as they interact regularly. 

• Career Guidance: describes the services which help people of any age to manage their careers and to make the educational, training and 

occupational choices that are right for them. It helps people reflect on their ambitions, interests, qualifications, skills and talents. 

• Career Guidance Practitioner: the career guidance person or individual professional provider of guidance including specialist support, 

information, advice and career counselling. 

• Case Study Learning Tools: establishes a framework for analysis by providing a statement of the case providing sufficient information for 

learners to figure out a solution and identify how to apply those solutions in other similar situations. 

• DigiComp: the Digital Competence Framework 2.0 identifies the key components of digital competence in 5 areas. 

• Peer-led Learning: refers to situations where peers support each other in learning processes, emphasising the experience of all participants; 

it is the acquisition of knowledge and skill through active helping and support among peers who are equal. 

• Jobiri: the first intelligent digital career counsellor for job seekers https://www.jobiri.com/en/  

 
 


