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1- The Digital Gap - Focus on Digitization and New Learning*

Upheaval onthe Job Market

Undeniably, Covid19 has had a huge influence on the job market since March 2020, and its
influence has been even more dramatic during the second lockdown in many countries. But
beside Corona, half of today's 30-year-olds will face a complete reorientation in the course

of their working lives. Their old job will become obsolete in ten to 15 years. Existing job

profiles and qualifications will change dramatically or disappear completely.

The reasons are automation, artificial intelligence and advancing digital transformation in all
industries - without exception.

Within the next 30 years, 50 percent of all activities in the industrial and service sectors will
be affected. Paradoxically, this is accompanied by a progressive shortage of skilled workers.

This is because future work requires future skills that only a small proportion of employees
have today.

This is threatening for the employees; and paralyzes the competitiveness of the companies.

Why is Now Eyactly the Rght Time for Digital Training?

Intensive training and further qualification of employees is the only way out of the dilemma.
Job advertisements are already changing. The digital skill gap is already there and has a
negative impact on companies. Companies already have a massive demand for new know-
how at the interface of classical tasks, digital technologies and in the area of so-called "new
work". Neither the job market nor their own employees meet this demand.

Many of these problems can be solved with digital forms and contents of education. They
can be implemented quickly, are easily scalable and can be adapted to different time and
teaching formats with little effort. This ranges from a small unit on the smartphone on the
way to work to advanced training seminars with Zoom or MS Teams in the evening or
weekend.

1 Kurt Jeschke, Trend Study Upskilling 2020, https://www.business-punk.com
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Which Areas of Responsibility Will be Added in Companiesin the Future?

The areas of IT and technology are becoming more and more relevant, but also a basic
understanding. Digital key qualifications are a basic requirement (topics such as Al, data
analytics and big data, online and social media, digital business models or dealing with
modern ERP systems)

What Hard and Soft Sqlls do You Need for This?

The hard skills of the future will focus on technological skills, e.g. the administration of
networked IT systems or the creation of decentralized databases using block chain
technology.

In addition, digital skills in marketing and communication or management and economics are
also becoming increasingly important.

Soft skills are about complementing technical developments. In a digital working
environment, "soft" skills such as team orientation, problem-solving ability and creativity are
becoming increasingly important.

Concerning Leadership, education and training in the fields of staff development, stress
prevention and delegating/letting go are the most important topics. That shows that
£ US]A ¢ ¢ ]88 ¢ e% ] 00C VvV e EC 5} }}*3 S3Z JE 35 (([

How Can Gompanies Support Their Employeesin this Respect?

Measures should be specifically targeted at the respective skills gaps. In other words, not just
any off-the-peg training, even if that seems like a quick win and at reasonable prices. Then
the current know-how of the employees should be compared and the best training measure
selected.

Important in addition: To allow time for the measures, set conscious incentivelsexed
more important - communida the necessity of further training. According to the study,
there is often a lack of awareness, especially in small companies.
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No Systematic Future Skills Further Training Sructure on the Market?

As mentioned, gaps exist when it comes to further training in future skills. According to a
survey conducted by the McKinsey Global Institute, 75 percent of companies asked
believe that further training for their employees is indispensable in filling the future skills
gap. Only half of the staff employed by the comparesfficiently qualified in cross-
disciplinary skills even twice as many employees will be needed with these skills in five
years.An analysis of the current initiatives shows that companies could offer more
concrete offerings or incentives for further training in the area of future skills.

2- Approachesto dose the Future ills Gap

Companies place a strategic focus on the retraining ("upskilling”) of their employees. This
means a subject-specific and action-oriented further training in the existing task profile. But

it can also mean further development towards a different role in the company. Alternatively,
organizations can also use skill gaps close by new settings. In contrast to the USA, however,
companies in Europe have so far been increasingly focusing on retraining to close the existing
knowledge gaps.

3 Methodsto dose the ills Gap*

X Make sizeable investments in digital training. To navigate through this period of skills
shortage, managers have to start investing not only in the digital skills of current
students who are about to enter the workforce but also in the majority of the existing
workforce. The problem, however, is identification. It is no easy feat to predict the
skills needed in five or ten yedtsne and begin teaching them to students now. At
the same time, it is no easy to identify the weaknesses and missing skills of the existing
workforce.

2 Tobias Enders, Viktor Hedinger et al, McKinsey Study 2019
3 Tobias Enders, Viktor Hedinger et al, McKinsey Study 2019
4 https://web.stratxsimulations.com/2020/04/07//three-waigs-close-the-digital-transformation-skills-gap/
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o Bxanmple: Acompany recognizes that it has a digital skills shortage causing
difficulties in the marketplacé.funds training programs that are customized,
interesting, and in-depth. At the same time, the managers look at their
existing e-learning system or intranet and find ways to integrate digital skills
into its use. The company can educate their workforce, improve their digital
skills, and create a level of knowledge and awareness of the business all at the
sane time. The employees find themselves feeling more productive and
committed to the job, having been put through an educational strategy and
entered a platform by which they can develop as professionals. Talented
individuals that were already in the company are now finding that they have
a positive experience with the new skills and can offer more value to the
business, their colleagues, and future team members.

X Beingresponsiveto change. Quite often in a large organization, the issue is in fact not
a digital skills gap, but an issue between senior management and everyone else under
them. As industries modernize rapidly and the ways, in which they work change, the
employees may find that their skills are actually more digitally inclined than the
organization they work for and the management they take orders from. Some
businesses are stuck in the past while dragging their employees into the digital
transformation skills gap with them.

Businesses in 2020 adajm new work models that involve collaboration,eap
communication, and rapid sharing of information. The businesses that force their
employees to stay at their desks without room for innovation are going to suffer in a

big way. Businesses who are not responsive to the changing and innovating world,

a AZ} o Ju Z ps A [AV JB8ASC}e A C[ & }v }( 8Z ulv pe
widening digital skills gap.

A surprisingly low percentage of modern employees consider their bosses to be
digitally savvy, which is not good for digital transformation. A quality digital leader will
be able to demonstrate the costs, risks, and benefits of digital transformation in
business and suggest various opportunities and routes for the organization to go
down, educating staff along the way.
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o Example: An open-plan office can be the start of a big change in a single
business. The cubicle style offices of the past are outdated and taking down
those walls is a liberating act that allows employees to really start working
together. As they work together, they can build a community and solve each
}18Z E[* % E} o usU pu 3]vP }v Vv}3Z E o}vP §Z A
transparency and creativity, as well as freedom of communication, leads to
increased productivity and progress. Next, employee welfare and happiness
are observed to be linked to results and employers begin to abandon the
office altogether, setting up training for digital skills that will allow many
employees to work remotely. Suddenly, as the company culture evolves, so
does the embracing of innovation and progressive thinking, as well as the
creative output and company reputation. The workforce is engaged and
learning digital transformation skills, often without realizing it. The learning
mindset has begun.

x Ceate a feedbad loop between HR, mamagement, and external education. There is
both an immediate and future need for digital transformational skills, but what those
skills entail precisely can only be defined by the businesses that need them. The
obstacle that appears immediately is that the needs of the future are somewhat of a
mystery. In order to tryto reduce the gap between a particular skill becoming
necessary and the time taken to train for proficiency, Human Resources need to be
on the lookout for skill shortages and begin a dialogue or mechanism for reporting
that to the education world as early as possible.

HR departments are going to play a central role in the digital transformational skills
movement, partially by spotting the gaps, but also by being the ones to choose the
right leaders and talents for their respective businesses to understand the digital
market; and what disruption can look like. Those same leaders and talents must
encourage those in their ranks to trade up their digital skills and make sure they are
committing time to modernize their abilities, or, the digital leaders must work with
HR to inform them what to look for in new candidates.

In this case, the solution might not be more digital skills training, but rather more
transparency and communication between businesses, their HR teams, and
education providers. Even private training companies who can come to an office for
a course will benefit from greater communication transparency between HR and the
rest of the business. Knowing whether there is a great need for new skills or for re-
skilling employees is a good start, as well as knowing exactly what skills need to be
worked on in the initiative so that the best results can be gained from the investment.

11
dZ]e %% E}i § Z -« vV (pv AlSZ sp%e%}ES (E}u §Z nE}% Vv }tuu]ee]}vX

This publication reflects the views only of the author, and the Commission cannot be held responsible for any use which may
be made of the information contained therein.



Co-funded by the
Erasmus+ Programme
of the European Union

o Bxample: A new piece of technology that will make lives easier hits the market.
It isin its most primitive and early form (e.g. the first publicly sold drones and
how they have dramatically increased in quality in the few years since) and
few businesses know how it works, how to build software that can engage
with it, or how to use it to benefit the business. Businesses in this emerging
technology sector engage with local educations facilities, e.g. a private
corporate training service or the nearest university. Once the demand is clear,
universities around the country can begin building modules for certain
courses that can engage with this new technology and start getting students
interested in it and skilled enough to advance it. As these students finish
university or other educational routes, they are already comfortable with this
technology and can fill the skills gap felt in various industries.

Digital Skills Gap International View

THE DIGITAL SKILLS GAP

~

Of companies rate their Of companies have staff Of sales professionals Of companies believe the
marketing departments as with the skills to assist have no active training for lack of skills is the no.1
strong for all aspects of digital transformation social selling obstacle in their ability to
marketing. digitally transform in
today’s world
Source: Smart Insights Source: Tech. University of Source: Feedback systems Source: MIT/Capgemini
Munich

Source: htt ps//www.oxdispulse.com/digital-training/ 2020
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3- The Post-Pandemic Workforce®

According to a McKinsey global survey of 800 executives suggests as well that a disruptive
period of workplace changes lies ahead. Causes are the acceleration of automation,
digitalization and further business trends. Some of the results are shown below:

Resuts of the McKkinsey Global Survey 2020

5 McKinsey Global Business Executives Survey 2020
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5 Digital Xkills Defined by the B

In 2015, the European Union defined five key digital skills:

Information processing (searching for, sharing and editing dataggmmunication
(communicating and collaborating with others using digital tocdsjent creation (creating

or programming new digital contengecurity (being able to protect devices and oneself) and
problem solving (identifying problems and developing new solutions). In Austria, this model has
been supplemented by a sixth level, nanBalgics, which describes basic skills and basic access
to digital devices and their operation (BMDW 2018).

4- Human Capital Digital Needs of Companies

Introduction’

Within the framework of the Erasmus+ project CVETNES d v 3A}EIls E <l]Joo]vP ~
U%O0}C v u vs}@E- C &E] P]JvP P v & S]}ve v

[CVET4Future.Net/CVENTNET], WIFI International and its project partners implemented an

online survey questioning SMEs on the challenges and effects of the Covid19 crisis & pandemic

on their businesses and employees. The companies were asked to assess the educational needs

for digital transformation of entrepreneurs and employees according to their generation and

sectors of industry.

In addition, the managers of SMEs of 4 countries were interviewed about lessons learned
during the Covid19 crisis while faced with sudden digital demands of all kind beside current
intentions or strategies to digitalize their businesses.

Qurrent Digital kills of Employees®

62% of the managers found that their staff had sufficient digital knowledge, 28% were
indifferent and 10% found that their staff needed a lot of training. The essential digital skills for
staff t according to the managernswere both 92% in information and data competence as
well as digital teamwork.

6 Digital Competencies in Austrian SMEs, Research Report 2020
7 CVETNET SMEs Human Capital Needs Conclusions Report 2020
8 CVETNET SMEs Human Capital Needs Conclusions Report 2020
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85% mentioned business administration and office management, 81% digital marketing and
communication. eLearning or the use of an eLearning management system was very important
for the employees (75%). Regarding cyber security and information technology including
networking technique and data protection, 73% had sufficient know-how. For 62%, digital HR
management and evaluation was important, some stated that only 58% of their staff was

skilled in production and IT.

Digital Xills of Employeesin View of Their Managers

Managers Prefer to Train Existing Saff in Digital kills®

The majority of the managers, 83%, prefer to train existing employees in digital skills than to
recruit qualified employees with the competencies needed.

9 CVETNET SMEs Human Capital Needs Conclusions Report 2020
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Qurrent Digital Skills and Generations'©

The digital skills of staff are not a question of age but personality, according to 88% of the
entrepreneurs. 53% find that older staff lack digital competence, but 67% of them are open for
acquiring new digital skills. 30% are not open for new digital skills. Most of the managers state
that their company has the potential to improve the digital skills of their employees (89%). 86%
think that older staff benefits from the digital competence of the younger generation and 72%
of the young employees like to share their digital knowledge with older colleagues. All
generations work as a team and exchange their experience and their digital know-how in the
view of a very high percentage of the managers (80%).

Other ills Needed in Times of Digital Transformation'*

The survey and the interviews with the managers show that beside digital skills a variety of soft
skills are increasingly needed, not only in Sales

Flexibility and adaption to change

Time management

Remote cooperation with the team & social networking
Problem solving with clients and within the team
Online negotiation techniques

Customer relationship management

Relationship management with institutions

Empathy

Appreciative communication

Online self-presentation and personal attitude

Ethic skills

Further Sales Skills

Workflow and process-oriented thinking

Critical thinking and general problem solving
Bookkeeping and working with an accounting software
Knowledge of respective legislation incl. VAT

Project management

Customized individual coaching

X X X X X X X X X X X X X X X X X X

10 CVETNET SMEs Human Capital Needs Conclusions Report 2020
11 CVETNET SMEs Human Capital Needs Conclusions Report 2020
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Main Obstaclesfor Training in Digital ®mpetencein Companies 12

Not enough time for
training

No sufficient budget

No clear strategy /
Evaluation of the
educational training
needs

Fear of losing staff to
competition

Current stuff has no
potential for training

KSz &Y

54%

48%

34%

10%

4%

10%

0%

54% of the companies quoted that there was not enough time for training their staff followed
by no sufficient budget (48%) and no detailed strategy / evaluation of the educational and
learning needs (34%). 10% did not feature their causes and another 10% mentioned that they
were afraid to invest in staff and to lose them later to competition. Only 4% thought that their
employees had no potential for training.

12 CVETNET SMEs Human Capital Needs Conclusions Report 2020
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Ways of Digital S«ills Needs Assessment of Saff'®

By the entrepreneur /
Management

74%

By HR-Manager /
Department

25%

Upon suggestion of

employee 38%

By external expert 7%

No demand for
vocational education of 205
staff seen

No important topic for

0,
the company 6%

13 CVETNET SMEs Human Capital Needs Conclusions Report 2020
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5- Learning Methodology in Times of Digitalization

Best Methods of Futher Training in the Field of Digitalization of Saff4

When it comes to staff, the best methods for further training in digitalization are Blended
Learning (48%) followed closely by inhouse trainings with external trainers (47%). 46% of the
managers think that eLearnirgga good possibility, while 34% mention inhouse trainings with
internal trainers as the right strategy. 28% of the managers prefer Learning on Démand
Micro-Learning via videos. For 23%, mobile applications are a suitable learning tool for their

staff, while for 17% open trainings in external training centers are an option. 3% remain
undecided.

14 CVETNET SMEs Human Capital Needs Conclusions Report 2020
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Relating Teaching Methodsto kills Needed in the Digital Age®®

The teaching methods most likely to support the development of knowledge and skills
employees will need in a digital age, depend on a variety of factors: The nature of the learners
and their prior knowledge and experience, the demands of particular subject areas, the
institutional context in which teachers and learners find themselves and the likely employment
context for learners.

Slklls Needed in the Digital Age:

x Qonceptual skills, such as knowledge management, critical thinking, analysis, synthesis,
problem-solving, creativity/innovation, experimental design.

x Developmental or personal ills, such as independent learning, communications skills,
ethics, networking, responsibility and teamwork.

x Digital skills, embedded within and related to a particular subject or professional
domain.

x Marual and practical skills, such as machine or equipment operation, safety
procedures, observation and recognition of data, patterns, and spatial factors.

Key Points for Trainers:

X The trainers needs to be able to identify/recognize the skills they are hoping to develop
in their students within a particular course or program.

X These skills are often not easily separated but tend to be contextually based, and often
integrated.

x Trainers need to identify appropriate methods and contexts that will enable students
to develop these skKills.

x Students will need practice to develop such skills.

x Students will need feedback and intervention from the trainer and other students to
ensure a high level of competence or mastery in the skill.

X An assessment strategy needs to be developed that recognizesE A E + «3u v
competence and mastery of such skills.

15 https://www.tonybates.ca/2014/08/10/choosing-teaching-methods-for-a-digital-age/
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Just choosing a particular teaching method such as seminars or apprenticeship is not going to
be sufficient. Trainers have to provide a rich learning environment for students to develop such
skills that includes contextual relevance, and opportunities for practice, discussion and
feedback. As a result, trainers combine different methods of teaching. Only one method, such
as transmissive lectures, or seminars, will not provide a rich enough learning environment for
a full range of skills to be developed within the subject area. At the same time, there are
limitations of transmissive lectures, especially if they are used as the dominant method for
teaching.

In order to better answer the question, trainers need to look more closely atethignof
teaching, which means deliberately planning methods of teaching and a broad learning
environment that will facilitate the development of the knowledge and skills that students
need.

The list of teaching methods mentioned is neither exhaustive nor comprehensive. The aim is
to show that there many different ways to teach, and all are in some ways legitimate in certain
circumstances. Most trainers will mix and match different methods, depending on the needs
of both the subject matter and the needs of their students at a particular time.

6- Employee Motivation for Personal Development in Digitalization

Increasing Employee Engagement and Motivation for Development 6

An important management strategy to motivate employees is to energize and inspire teams
Managers should communicate enthusiasm and passion. Employees need to know that their
work makes a difference, that it matters and that they are a valuable asset of the company. It
helps make employees feel more involved, eager to contribute and can help avoid
procrastination.

x Provide a dear vison. Employees need to understand the vision and goals of the
company. They need to understand how their role contributes to organizational

‘i eeX A5 ((u 3]vPe +Z}uo E 3 ] 03PAI ]}V UE $Zi0 (E DG

16 https://blog.logicearth.com/increase-employee-engagement-with-digital-learning
22
dZ]e %% E}i § Z -« vV (pv AlSZ sp%e%}ES (E}u §Z nE}% Vv }tuu]ee]}vX

This publication reflects the views only of the author, and the Commission cannot be held responsible for any use which may
be made of the information contained therein.



A EC u%o0}C V. Z 0 %o Z] A sz Ju% VC[<E Al-]}v
communication, both verbal and non-verbal, is vastly important.

x Focus on culture. Developing a rewarding culture goes a long way toward improving
engagement. The team members should feel valued. Work of staff should start with a
great onboarding experience and continue by recognizing and rewarding superior job
performance. Employees need praise about their job performance.

x Buildtrust and respect with team members by keepingtheminformed. In case managers
have to deliver bad news, employees appreciate honest, accurate, timely information.
It is important to keep the lines of communication open between all levels of the
organization.

x Value Feedback. Staff needs regular, timely feedback that improves efficiency by
reinforcing the job performance and discouraging behaviour unwanted. Managers
should solicit feedback from staff as well, which further assists in efforts to improve
operations. Any employee concerns should be addressed. Managers should strive to
facilitate a more creative approach to problem solving.

x Develop managers. Managers play an integral role in increasing engagement. First and
foremost, managers must be engaged themselves before they can act on employee
engagement in the business. If managers are frustrated and unhappy about aspects of
their job, they are not likely to have positive influence on the rest of the team.

x Qreate employee developmental plans. Employee developmental plans improve job
satisfaction and employee engagement because they facilitate career development
through teaching and learning. If business is slow, there is no excuse not to spend
time on training and staff development. Managers should tailor developmental plans
for each staff member. They should set quarterly or monthly goals for employees to
complete the training necessary to achieve new skills or proficiency levels.

23
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The Role of Digital Learning in Employee Empowerment?’

Learning and expanding on skills is an effective pathway toward employee empowerment.
Learning helps employees become better versed and prepared in their fields. In turn, these
employees can become continuous learners, ever growing, and sharing their new skills and
knowledge with others in the organization.

There are a number of actions; leaders can take to help empower employees through
investment in a comprehensive digital learning library to support talent development,
individual learning needs and internal development initiatives. Cooperation with training
providers with an LMS (learning management system) and digital learning programs or off the
shelf digital learning programs help employees accelerate their skills development building on
current knowledge, and following prescribed learning paths to future roles.

Managers should encourage their employees to engage in self-directed learning and self-
assessment. Allowing people to learn skills they are motivated to master at their own pace,
results in a more motivated learning experience. Options to work from home or flexible
working is a good example of this.

Self-assessment encourages individual employees to take charge of their own professional
development, monitoring their own progress, and motivating them to take control of their
professional advancement. All of this is facilitated by creating a culture of continuous learning.
Managers should be open with their team about what drives them, and how they apply their
new knowledge and skills. They should let others see what you see, that the investment in
learning is worth it.

Then, managers should encourage others to apply the knowledge and skills they learn. This
helps promote lifelong learning, and spreads the passion. They should foster a culture of
community learning and a growth mind-set of innovation, flexibility, and adaptability. A good
method is to provide access to learning resources, and the time to use them.

17 https://blog.logicearth.com/increase-employee-engagement-with-digital-learning
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7- Digital Transformation at Henkel Austria t Best Practice

Lifelong learning is not new at Henkel. The company has previously offered a wide range of
learning opportunities for its staff - in the areas of digitization, innovation and new
technologies, both through webinars and on-site training. New is that Henkel has developed a
global and company-wide approach. With its global Digital Upskilling initiative, the company is
looking at where Henkel stands today and whether it has the right training offer. In the future,
many roles will dissolve and new jobs will be created. Henkel did not want to miss this
development. Therefore, Henkel provides its employees today with the knowledge they will
need in the future to do their jobs weéfl.

Henkel participated in the Digital Competence Model of WKOin 2019

The Digital Competence Model is a WKO-wide development framework for digital
competencies of employees. It describes the six areas:

Digital production - published in November 2018;
Communication and collaboration - published in February 2019;
IT security - published in June 2019;

Digital Awareness - released in September 2019;

Information literacy - currently published;

WK:specific competencies.

X X X X X X

1. The project lasts for one year; there are 6
areas, every two months a new area of
competence is in focus.

2. Online self-assessments for employees in
the intranet of the WKO.

3. The results of the self-assessments are
discussed with the manager in the annual appraisal interview, among other things, after which
appropriate further training, measures are agreed.

18 https://www.henkel.de/spotlight/20197-04-digitale-transformation-wie-wir-unsere-mitarbeiter-fit-fuer-die-
zukunft-macher859304
19 CVETNET Best Practice Report 2020
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I Information for managers
Il Information for employees
Il Kick-off event

V. Online self-assessments

V. Discussion of the results with the direct superior
VI. Further training measures
VIl.  Discussion of the results in the annual appraisal interview.

Key Sweeess Fadorsin the Introduction of the Digital Competence Model:

1. Involveeveryone - nobody should feel excluded (too little important, too old, ...)
/AEOnline self-assessments for all

All Employees can test their knowledge and action competence via online self-
assessments. For each area of competence, they receive questions on the levels "Basic"
and "Advanced". The aim is that employees reach the "Basic" level in any case, for
which you must answer 66% of the questions on the "Basic" level correctly. Depending
on the area of responsibility, it may also be necessary to reach the "Advanced" level.

2. Sdection of thetopics.

3. Involvement of managers - the project must be promoted by the entrepreneur/ the
management and supported by the department managers.

4. Opencorporateculture: a learning organisation - commitment to lifelong learning, error
culture; e.g. superiors as role models - admitting mistakes, nobody is pertgettis
good for raisng awareness that everyone is responsble for his or her own levd of
digitisation.

5. Inform about committed employees and their successes, e.g. mention at Christmas
party, regular reports on the intranet, FAQ on the Intranet (sample see helow)
Inclusion of the topic of digital skills in appraisal interviews is not enough; Personal
department invests marmesourcesto promote the project continuoudy; but learning
improved t there are more further education.
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The Procedure
The program can run indefinitely or as a fixed project. The organizational effort includes:

l. Conception as such, establishment of a working group, work plan, etc.
Il Determination of the important competence areas.
M. Selection of suitable self-assessment tests.

V. Involvement of managers in the conception, e.g. regular information by the working
group leader.

V. Implementation of internal marketing measures.

VI. Kick-off event.

VII. Pollow-up measures.

VIIl. Measurement and documentation of successes, and

IX. Distribution of success stories in internal and external media.

Saurce of information: Mag. Martina Bahardoust-Baumann, Human Resources Development,
WKOE WKO Intranet

Henkel established a Digital Talents Program for new staff in 2020%°

The Digital Talent Program is an 18-month training program for young professionals who want
to deep dive into digital expertise and become a driving force for transformation.

The talents Henkel seeks are those who make a difference. Digitally savvy, out of the box
thinkers, who are interested in challenging Henkpplicants who already started their career

and are looking for a chance to grow professionally in an inspiring work environment - and in

a position with real responsibility. They should be passionate about digital trends and have a

strong entrepreneurial urge to build and change a running system.

The program offers three individual expert tribes, each based on the strategic core areas of the

}u %o v @igial transformation Leverage Industry 4.0, Drive Digital Business and Enable
Future Tech & Al. The employees choose their expert tribe based on their personal expertise,
interests and professional experience. Within their expert tribe, they will then rotate through
different responsibilities, projects, teams and subsidiaries.

20 https://www.henkel.com/careers/digital-talent-program
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Leverage Industry 4.0

This tribe actively leverages Industry 4.0 to better plan, source, produce and deliver Henkel
products and solutions with Henk@pplicants will support Henkel in digitizing their global
supply chain, improving their services and optimizing manufacturing plants.

Drive Digital Business
This tribe digitizes interaction with Henkel customers, consumers, business partners and
suppliers in both consumer and industrial businesses.

Enable Fuure Tech & Al

This tribe supports and pusédigital initiatives and innovation by utilizing data, Al and the
latest cloud technologies. Applicants will be able to develop use cases and business models
within highly functional teams and through modern work methods and tools.

Advartagesfor applicants

Over the course of 18 months, the Digital Talent Program provides applicants with immense
resources and opportunities for major growth on a professional and personal level.
They gain hands-on experience and are fully immersed in the most exciting digital projects
across the globe.

With a permanent employment contract, new staff enjoys full responsibility from day one. This
is the perfect ground to focus on their path to become a digital pioneer. Each journey is unique.
Based on each expert tribe and job they will rotate up to four or five times between three and

six months.

Drive digital pioneer projects

Henkel wants young applicants to enter a career that sparks their personal interests. With the
Digital Talent Program, they A 3Z }%0 % }ESUV]SC 8} Z 0% *Z % , vl o[+ ]F
while actively building up their individual expert portfolio.

Broaden your knowledge on future technologies

Henkel gives the new employees the opportunity to work with state of the art technologies
and highly qualified team members. As a digital game changer, they will fulfill an active leading
role to make cutting-edge technologies.

Grow by rotating

Every three to six months, applicants get a new perspective through their expert tribe by
experiencing up to five rotations. Within each rotation, they have the opportunity to
continually outgrow yourself.
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Get inspired by your mertor
Henkel loves to see new employees grow! They get inspired through their mentoring program
with top management, and receive support, advice and tips from their personal buddy.

Learn how to be anintrapreneur on a large scale

With international teachers, a brand new campus and intrapreneurs from all over thetworld
applicants let their digital ideas skyrocket a@H<EuU }v }( HE}% [+ o ]JvP Jvv}A
They participate ian entrepreneurial workshop to bring their digital skills to the next level and

open up new ways of working and growing together in team activities.

Build a powerful network

On their journey at Henkel they have several opportunities to network. For example through
their job rotations, mentorship program and the Ada community event. With this professional
foundation they build a sustainable network that supports them in building your career.

Application process

As Henkelikes to ensure that this journey is truly inspiring for new emplgytbey need to

know about their professional goals as early as possible. Therefore, they have created a multi-
step recruitment process that will help the applicants to share their aspirations with Henkel
starting broad and becoming more specific.

1. Phoneinteniew I: For the first step, Henkel HR representatives check the application
and speak on the phone to get a first impression.

2. Mideo intenview: In the second phase, Henkel wants to learn more about the new
employee. They are invited to enter their online platform where they will get a set of
guestions that they can answer in a video recording.
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3. Phoneinteniewll: In the third step, applicants talk to their future manager who needs
to learn more about their career ambitions, professional experiences and skills.

4. Asesmen day: Finally, for their assessment day, applicants have the opportunity to
convince Henkel personally of their creativity, interpersonal skills and digital fluency at
various stages. Following this, the deal will be sealed with an offer and the program
begins.

8- Reverse Mentoring t Austrian Federal Economic Chamber (WKO),
Bank Austria t Best Practice®!

In reverse mentoring, the roles of classic mentoring are reversed: the junior coaches the senior
on the topics that young can do better than old.

The aim of reverse mentoring is to increase the overall digital fitness in the company, to adapt
old communication and working methods to the requirements of the digital era and to
familiarize older colleagues and managers with the world of the millennium.

ReverseMentoring Procedure

. Specifying the topic;

. Determining the professional and personal knowledge of the mentors;

. Announcement of the topic with quiz and invitation to apply for a mentor;

. Selection of mentors;

. Topic coaching by IT experts (Mentor for mentors);

. Recruitment Mentees (in person, through HR);

. Matching mentor and mentor/mentee (formation of reverse mentoring tandems);
. Update of mentors by IT experts (subject deepening).

0o ~NOo ol WN B

e
I Kick-off for mentoring partnership
Il Regular meetings - max. 6 meetings in 9 months
Ml Final evaluation
V. Experience reports on reverse mentoring

21 CVETNET Best Practice Report 2020
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The Key Quccess Factorsin the Introduction of Reverse Mentoring

1. The matching for Reverse Mentoring

The mentoring tandem should be composed across departments and hierarchies. In larger
companies, a coordinating office, in which WKO is responsible for personnel development and
matching, usually takes over. Speed dating; for example, can be carried out for this purpose.
As with the search for a partner, the aim is to find out whether you are a good match. The
participants get to know each other in an interview lasting about five minutes. Afterwards they
move table by table to the next potential partner. At the end of the session, everyone takes
stock and decides with whom they would like to carry out reverse mentoring.

2. The topics

The tandems set their own priorities and determine the scope and frequency of the meetings.
In addition to the concrete handling of networked software, apps, social networks, the web
and new technologies, attitude of the young generation in general may also be discussed.
Furthermore, the working world and lifestyle of the millennium, as well as the spirit of the
times and hip trends can be discussed. Finally, specific topics such as an improved talent
search, time-efficient collaboration tools, digital workflow concepts or current facets of online
marketing can be discussed.

3. Professionalism

The mentor needs not only a high level of professional expertise, but also understanding,

empathy, communication skills and diplomatic skills. He must be able to explain well, but above
all he must let his mentee partner do it himself when it comes to digital applications. Since the

mentor is usually young, advance training in mentoring methodology is extremely useful. This
can be given by an experienced mentor. For larger programs, joint workshops are also an
option.

4. Win high-rarking mentees

For the progamto be accepted internally, it needs to be popular.

If a member of the management is the first to make himself

available as a mentee, other managers will naturally follow suit. At

the Austrian Bank Austria, for example, eight millennia were

allocated to the eight members of the bank's Management Board

in the first round of the programme. In the second round, ‘30

managers of the second and third management levels met with young employees who were
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not older than 35 years at the time. These either belonged to the Bank's talent pool or
participated in its graduate programme.

5. Raisng awareness among managers that digitization camnot be delegated works

6. Digital literacy is not a generational issue - even among managers, it isabout understanding
the role (with digitisation, tasks shift from assistants to managers, e.g. approving business
trips; some managers think my assistant does that).

7. The recruitment of mentees

The mentee needs not only a strong interest in the topics presented but also personal
sovereignty. Psychological barriers should not be underestimated. To let a younger person tell
you something is not always easy. Generational conflicts have many facets, which can partly
be explained by pure biochemistry. On the one hand, there is the father-son complex, which
also plays a causal role in corporate succession issues. If reverse mentoring takes place across
the gender divide, this must also be taken into account: For a well-developed alpha brain,
younger women are above all one thing: prey or beta. Both facets must be addressed in the
mentee preparation, even if they may be unpleasant, in a clear and concise manner so that the
program does not slip out of place unhappily.

8. The procedure
The program can run indefinitely or as a fixed project. The organizational effort includes:

- The conception as such,

- The creation of a guideline,

- The implementation of internal marketing measures,

- The selection and qualification of suitable mentors,

- The acquisition and sensitization of mentees,

- Kick-off events,

- Follow-up measures,

- The measurement and documentation of successes, and

- The distribution of success stories in internal and external media.
- A mentoring community can also be established.

Reverse Mentoring isnot only a programfor large enterprises, it canbe implemented in asmall
company aswell. Young employees share their knowledge and give spontaneous advice to their
superiors or senior employees in fields they are expert in, be it from school, hobbies, talent or
previous education and training. Mutual sharing of experiences contributes to performance
improvement as well.
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Sources of information:

X Mag. Martina Bahardoust-Baumann, Human Resources Development, WKOE, WKO Intranet

Generationen-Balance im Unternehmen, WIFI Osterreich 2018

X Generationen-Balance im Unternehmd®ecommendations and practical tips for an age-appropriate
working environment in SMEs

x Demografie-Check - Tool zur betrieblichen Altersstrukturanalyse und Fachkraftesicherung, WKO 2019

x Demography Checkxls-Tool for company age structure analysis and securing skilled workers

x
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9- Learning Pathways for the Digital Age

Challenges for Educational Institutions and Sudents?

Due to recent global events, educational institutions as important agents of transformation are
reflecting upon how they will operate in the future. Adaptations will need to continue to be
made to ensure they can effectively meet the new realities. Learners also recognize that
gaining a good education is about much more than preparation for a single job.

In the current climate, employees will face the need to (re)train or upskill as they confront
unemployment and-or a forced job change. Students expect that their education will be
durable and transferable and equip them with broad-based skills and professional, discipline-
specific knowledge, values and understandings. They want the credentials they earn to meet
at least two goals, namely, to prepare them for employment and to give them a solid
grounding.

Non-Linear Pathways

Pathways incorporate articulation and credit arrangements, which enable learners to progress
from one qualification to another either automatically, or through the receipt of credit for prior
learning successfully completed.

Pathways are not necessarily continudus fact, they are more likely to be discontinuous.

While they generally tend to go in one direction, namely up, they can also go down. No

<p o](] S]}vU }sz & S§Z v sZ } 8JE 5§ U ©ZXuby JAJopvoeee ZEUGE U]
supported to return to formal studies to enhance or renew their knowledge and-or skills, or to
further their employment progression or for personal fulfilment reasons.

Accessible pathways provide progression options to learners who are moving up and down and
fit with the notion of lifelong learning.

For a variety of reasons, individuals enroll in higher education, but do not necessarily progress
in a linear fashion to complete their studies and graduate. Some enroll in a degree programme
and graduate only to find that they are lacking in some practical skills that a lower level diploma
or certificate can provide.

22 https://www.universityworldnews.com/post.php?story=20200717150839625
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Some students enter on a full-time basis, then convert to part time or change their course of

study or leave for a period of time before resuming their studies. For those who reside in

geographically remote or rural areas or for students from low socio-economic backgrounds

with limited resources, access to university level education may not be as readily available and
their only option is an initial qualification offered by a vocational training institution.

Lifelong Leaming

Many post-secondary education institutions have policies and processes that support the
concept of lifelong learning. What seems to be less prevalent is the extent to which pathway
arrangements allow for smooth progression. Rather, learners are presented with an
overabundance of bureaucratic hurdles and-or reduced recognition of former study, which
equates to additional time and cost being added to their learning progression.

Learners should be able to access learning pathways without encountering unnecessary,
inflexible barriers. They need to be provided with clear information about how to access each
pathway according to their individual career journey.

Another impediment relates to the fact that separate post-secondary sectors offer the
different qualification levels, each with their own expectations and quality assurance standards
that are overseen by discrete authorities.

Those institutions that are dual providers and offer certificates through to doctoral level at
least have communication channels and functioning arrangements in place that allow for
relatively smoother pathway transitions.

While it can be a challenge to overcome the labyrinth of political, institutional and bureaucratic
issues faced by the different post-secondary education sectors, the foremost role should be to
support successful student learning.

QGonnecting Qualifications

Most countries have a national qualifications framework (NQF). It provides guidance to post-
secondary education providers about the expected standard of student learning outcomes at
different levels of education, from certificate through to doctorate level.

The NQF is aimed, among other things, at standardizing the level and quality of what is offered
or delivered to students.

It is also intended to improve international recognition of qualifications gained by learners, to
facilitate access and transferability of these qualifications for student educational mobility and
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progression between qualifications. Therefore, a central tenet of an NQF is to integrate the
various levelst S} }vv 8§ §Z u V *eU%%}ES 0 EvV E-*] 48} v SE&E
levels.

One critical element in providing for efficient pathway moves is curriculum design, which
should ensure learners achieve the learning expectations appropriate for that level as indicated
in the NQF and allow for unproblematic articulation. It may be impractical for collaborative
curiculum development to occur between those designing each level, but better
acknowledgement of what is included in each qualification level could enhance alignment and
facilitate transitioning.

This means all those with responsibility for developing curriculum should firmly understand the
NQF expectations spelt out for each level and align their programmes of study accordingly. This
can go some considerable way to recamgi pathways and ensuring that each level is
complementary.

Being Adaptabde to Change

In the current climate more than ever it will be important to be responsive to new ideas due
to changes occurring in some professions as well as in industry and business, which may
necessitate quick action in redesigning or adding new programs brought on by workplace,
social and economic shifts.

There are associated consequences for universities along with technical colleges and the
growing number of private providers, which all offer post-secondary qualifications.

Whatever the level of qualification, the curriculum should, allow for meaningful learning
pathways and help reduce unnecessary bureaucratic practices. The implication is that
consideration of the relationship between and progression to different level qualifications
should factor as a core component of curriculum planning and design in post-secondary
education and training.

Howto Offer Personal Learning Paths n eLearning?>2*

No matter what learning topic or background of employees, learning should be a personal
endeavor. How can training providers or companies offer online learners the key takeaways

23 https://elearningindustry.com/7-tips-create-personal-learning-paths-elearning
24 https://elearningindustry.com/subjects/elearning-articles/elearning-design-development
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and fulfill goals and objectives while still catering to their individual needs and desires
especially if you have a large gr@up

The Creation of Personal Learning Paths In eLearning

A personal learning path is a learner-centered eLearning approach that emphasizes learner-
specific goals and objectives, as well as preferences. It also refers to the path that a learner
elects on his own, such as which eLearning activities and exercises he chooses to participate in
during the eLearning experience. Each eLearning activity gives him a better understanding of
§Z 3}%] U v PJA e« > EV]VP % E}( *c]}v 0 &XZ M%d %]} G Dfv]3
learning style and needs. Personal learning paths give learners control over their own
eLearning experience, so that they can more effectively acquire and retain knowledge and
skills that will help them in the real world.

11 Tips To Qreate Persanal Learning Paths In eLearning?>26

1. Consider the overall learning goals. Even when creating personal learning paths for
each individual learner, the goals and objectives of the eLearning course must still be
an integral part of the eLearning experience. The key to creating a successful personal
learning path strategy is to develop a plan that seamlessly blends the eLearning course
essentials with the needs and wants of each learner. In addition to the individualized
goals and objectives they set for themselves, they must also walk away from the
eLearning experience with the key subject matter. In case a long-term learning goal is
involved, breaking it down into smaller milestones helps to keep online learners
motivated and engaged.

2. Bmpowerment iskey. For a personal learning path to be truly successful, online learners
must feel as though they are in control of their eLearning experience. This can be
achieved by allowing them to choose which elLearning activities they complete next
how they receive the eLearning content, and even which eLearning assessments they
will take. For example, you can offer them the chance to test their knowledge v onlin
scenarios, multiple choice exams, or essay online assessments. The key is to make them
feel like they have a direct say in the learning process, rather than telling them how,
what, and when they are going to learn.

25 https://elearningindustry.com/7-tips-create-personal-learning-paths-elearning
26 https://elearningindustry.com/subjects/elearning-articles/elearning-design-development
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3. Stress the importance of online self-asessments. In addition to the mandatory
eLearning assessments that learners must complete throughout the eLearning course,
it is also important to offer them online self-assessments that they can take on their
own. An online pre-test may serve as a baseline for the rest of the eLearning course.
Provide them with one or two quizzes or simulations that enable them to test their own
progress and knowledge comprehension. Include a self-gradingoubnswer sheet
that offers them the opportunity to correct their mistakes and receive the right
information. Also, do not forget to make them aware of the fact that you are there to
offer support, should they need it.

4. Qreate periodic milestones. Periodic milestones give learners the chance to check their
progress along the way and ensure that they are on the proper path. Ii imatgreat
idea to make weekly checklists that your online learners can follow in order to stay on-
track and up to date. If you want to give your learners more control, simply create one
list of mandatory online assignments, exercises, and assessments, and then another
that features optional tasks. You can even use project management online platforms to
keep them organized, or integrate the checklists right into the homepage of the
eLearning course.

5. Cater to multiple different leaming styles. Not all of your online learners have the same
personal preferences or learning styles. This is whkynifportant to integrate a wide
range of online activities and exercises into your eLearning course, so that your learners
have the ability to choose what works best for them. Auditory learners can listen
to virtual lectures or podcasts, while visual learners can watch eLearning videos and
view image-rich content. Those who prefer to read their way through an eLearning
course can opt for text-based modules. Variety gives every learner the opportunity to
benefit from the eLearning coursand to create a learning path that is ideally suited
for their needs.

6. Showcase personal learning paths to fuel motivation. eLearning portfolios, blogs, and
other online platforms help online learners track their progress visually. Instead of just
receiving eLearning assessment results, they can create their own content to test their
proficiency. For example, producing an online presentation for a specific sub-topic and
then uploading it onto their blog site. This increases their motivation and allows them
to collect peer-based feedback. As they tackle each eLearning lesson or module, they
add to their eLearning portfolio and can take pride in their work.
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7. Gve online leamers the opportunity to reflect and reinforce. Reflection is a major
component of personal learning paths. Online learners require time to reflect on the
topic and determine how they will use the information in their real lives. This puts the
information into context and stresses the benefits of learning the key concepts. Online
learners also need to reinforce their knowledge through active recall. For example,
putting the eLearning content into their own words or creating an eLearning blog post,
which highlights the core ideas.

8. Offer immediate constructive feedbadk. Even though a personal learning path is, well,
personal, learners still need some form of direction and feedback. If they complete an
online assessment, you must let them know what they need to correct as soon as
possible so that they do not memorize incorrect information or pick up unfavorable
learning behaviors. They key is to give them the constructive criticism they require,
while still allowing them to learn from their mistakes. Likewise, you should also solicit
their feedback so that you can fine tune your eLearning strategy and ensure that every
learner is getting the personal support they need.

9. Make eleaming resources readly available. Personal learning paths are easily
accessible. Convenience is key, and online learners must be able to get the information
they need when the time is right. As such, it is wise to create an online resource library
that covers all the main topics and ideas. For example, a clickable list of eLearning
activities, multimedia, and eLearning assessments that online learners explore on their
own. Those who are struggling can use the library to fill the knowledge gaps, while
those who excel have the chance to study sub-topics and challenge themselves.

10. Fogter acollaborativelearning culture. Following personal learning paths does not mean
that online learners have to go it alone. In fact, incorporating social learning elements,
such as collaborative online group projects and online discussions, can enrich the
eLearning experience. Foster a supportive and collaborative learning culture by
encouraging online learners to interact with their peers and engage in lively debates.
Create closed social media groups and blogs where they can share opinions and
feedback. Online collaboration offers them a fresh perspective and gives them a chance
to learn from peers with more experience.

11. Leaming pathways offer invaluable data. A personal learning path in eLearning offers
online learners a wide range of advantages. However, eLearning professionals can also
use them to discover more about their audience and eLearning course design. For
example, if you closely examine the learning path of a single learner, you can find out

what online activities they prefer, how they are progressing, how they like to receive
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their information, and if the individual eLearning exercises are successful. Thanks to the
analytics and tracking abilities of modern learning management systems, you can view
all of this with the click of a button. In many respects, personal learning paths in
eLearning give us the rare chance to see learning behaviors, first hand, so that we can
improve our eLearning strategy moving forward.

Multiple Learning Pathways?’

| order to deliver the right content to a diverse group of learners, it is important to create more
than justaone level structure! If each department of a company has different training needs,
then you can set up different learning pathways for each one. So a learner in Finance and a
learner in IT will be presented with completely different sets of content.

However, Levels Can Go Sevearal Seps Further Than That by Adding anBdra Layer of
Personalization to Them:

1. Level: Name themes. Levels can be nametle.g. an animal theme where the
student starts off as a mouse and then work his way up the food chain until he
transforms into a lion. Whatever is used, it should relate to the learners. It could
be something, which refers to the company mission or culture, or in case of
creating multiple customized learning pathways, the creation of different
themes for each department.

2. level: Namratives. With a theme in mind, you can start to craft narratives to tie
your learning pathways together. These narratives can develop as learners work
their way through the levels, helping them to build a cohesive story around the
training. Learners might relate to superheroes. At Level 1, they would have a
chance to formulate their origin story, and then, as they level up, the narrative
will follow their development into a fully-fledged, world-saving superhero!

3. Level: Bamers. After a theme and a narrative structure developed for all of
the customized learning pathwaybe design of a banner for each level is a
great way to bring everything to life! This banner will appear whenever a learner
goes to check in on their level progress. It helps make the narrative much more
immersive, engaging the learner and making it easier for them to relate!

27 https://elearningindustry.com/subjects/elearning-articles/corporate-elearning
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The level name, the description, and the banner all tie into the overarching
narrative, helping to immerse the learner.

Adaptive Learning?®

Adaptive learning is a way of makingassiversonline or facgo-face courses tailored to
smaller groups or even individual learners. The adaptivity is based on relevant, pre-determined
characteristics of the learners.

Usually, this results in several learning trajectories in an educational pro¢packs or
personalized training or an online learning platform. Relevant characteristics may be learning
targets, level of knowledge, level of expertise or time available. In the case ofleathirey,

the learner can be tested on these characteristics upon which certain online learning elements

are shown3 or not shown.

In this way, the benefits for learners become clear: adaptive learning is used to guide learners
through the subject matter faster. This saves time. Only content that fits the learners' needs,
will be provided. The learners can skip content that they already master. That makes them feel
that the time spent on learning is useful and the learning content fits their personal needs.

28 https://elearningindustry.com/subjects/elearning-articles/blended-learning
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Other Opportunities and Strengthsf@adaptavility

X Adaptive learning can be adjusted to where it adds value for the learner and is
therewith flexible.

X The non-linear approach of adaptability makes the performance level of learners
visible. This could be a performance indicator for teachers and organizations; it could
even predict the performance of learners with a similar profile.

X Adaptability could lead to higher engagement and enthusiasm among learners if used
as variation and in combination with other learning formats such as classroom, online
discussions, projects, group work.

X To test and score on a learning objective, adaptive learning paths can prevent an
overload of irrelevant content.

X Adaptive learning can facilitate and simplify self-assessments.

If done correctly, the adaptive learning path takes into account the increasingly better
learning performance (mastery learning).

X The combination of adaptive learning technology and guidance and support of trainers
can contribute to a powerful learning experience that enables learners to learn at their
own pace and at their highest level.

Designing the Learning Journey

When creating learning journeys based on learning objectives and fitting learning strategies,
the Bloom taxonomy could be helpful in creation. Online adaptive elements are particularly
useful and suitable for reproductive learning objectives (remember).

Adaptive learning paths are mostly used and most suitable for largely reproductive learning

goals such as is often the case for language and mathematics. The highest-level learning
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objectives (analyze, evaluate, create) are difficult to assess online; offline adaptivity may be
more suitable.

Conversational intakes with learners can be useful in helping to understand or apply, with

which the trainer or coach can offer a more personalized learning experience. An intake could
also help in matching individual coaches to individual learners based on, for instance, learning
targets or learning preferences and the skillset of coaches, or to support peer-learning by
matching on, for instance, background knowledge, learning preferences or personal

characteristics such as geographical location or age.

Tocreate adaptive learning paths, often a deep knowledge of didactics and instructional design
is needed and it can be challenging and time-consuming. Depending on the format in
adaptivity, trainers either have to create numerous variations of content options or need to be
creative in test options (quizzes) connecting them to relevant content.

Weaknesses of adaptability

X Too many quizzes, tests, and assessments could feel too academic and not playful or
encouraging.

Learners could feel lonely in an online-only and adaptive-only platform.

X The paths the learner takes could lead to over jumping important learning content and
relations to problem-solving and individual needsey go left and miss the right.

X Adaptive is not always suitable for explaining the meaning of the learning material to
learners in terms of relevance of the learning materials with different contexts, for
example in relation to current events or personal experiences.

x If trainers use the output data of adaptive paths to determine the need for individual
support, it is of great importance that trainers underline the meaning of adaptive
learning and can deal with technology. For example, what is the reason for a dropout?
Is that due to understanding the question or content or is there another reason?

x Design and development of adaptive learning paths must be done very accurately
errors are easily made due to complexity in creating adaptability, tests, and content
serving.

x The complexity of supporting different learning styles (additive, visual, etc.) in the
creation of adaptability has to be taken into account and can be rather difficult or time-
consuming.

x Endless adaptability or full personalization, on the one hand, is difficult to achieve and,
on the other hand, limited adaptabilitpgay not be enough or may lead to insecurity
among learners.
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Tips and Tricks

Adaptive learning can be very powerful in supporting learners but requires quite extensive
preparation and cost-benefits should be carefully considered:

X Take your time in creation; it must be done accurately and tested before publication.

x Consider where adaptability would be conducive for the learning experience and then
choose the fitting mode of delivery.

x Vary in online and offline different formats of content items and support (video, text,
discussions, assessments, experiments, coaching, interaction with peers, etc.).

X Vary in formats of assessments to prevent the learner from getting bored or guessing:
multiple choice, drag-and-drop, matrix, multiple select, etc.

X Write in a tone of voice suitable for your audience.

X Indicate the time to spend and the benefits for the learner in taking an assessment.

And last but not least, evaluate the experiences of learners and the achievement of learning
objectives, completion, drop-out rates, and their reasons.

10- Digital kills Needs for Managers and Saff in 2020

As mentioned under Top 4 (on the CVETNET SMEs Human Capital Needs Report 2020), the
essential digital skills for managers and stadtcording to the managers in the survey and
resulting from the interview questions were as follows:

General Digital Skills Needs

Information and data competence

Digital teamwork

Virtual leadership

Business administration and office management
Digital marketing and communication

X X X X X
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x Cyber security and information technology (Network technique and data protection)
x Digital HR management and evaluation
x Production and IT

Digital Skills Needsfor Sales People

Online Presertations and SalesQonversations
x dZ @E]PZ8 pe }( }v [+ }Av A}]clarity of infdnafierodnd speech,
volume, addressing to the client, facing the screen)
X Leading successful virtual product and company presentations as well as online
conferences for clients
Differences in virtual and analogous sales conversations including closure techniques
Knowledge of diverse virtual platforms for video exchange

Digital Marketing
x Channel management
E-mail marketing
Digital design and product promotion (Product marketing)
Online branding
eCommunication & social networking
Creation and management of Web content, content editing and modifying for more
agility to contents edition and updates for more fluid and agile online communication
X eAdvertisement & Improvement of advertising
X Social Media use: Facebook, Instagram, Twitter, Youtube (e.g. for product promotion),
Kitoons (cartoons for kids for toy stores)
X Total cost of lifecycle, data visualization and data analytics

X X X X X

e@®@mmerce
X Tracking trends, cooperation through digital channels, sharing, selecting and filtering
information and content, data analysis, electronic sales
Digital research and market analysis as well as analysis of potential clients
Ekctronic offers, electronic signatures
CRM online
Data protection and (cashless) payment services
Creation of web shops
Commercial awareness

X X X X X X
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x Online customer service

ITdlls
x Dealing with common business software & sales enablement solutions, interaction
with different technologies
Effective processing of information & data
Information protection, data archiving and cybersecurity
Professional use of standard Office programs

Other illsand Sdt ills

Flexibility and adaption to change

Time management

Remote cooperation with the team & social networking
Problem solving with clients and within the team
Online negotiation techniques

Customer relationship management

Relationship management with institutions

Empathy

Appreciative communication

Online self-presentation and personal attitude

Ethic skills

Further Sales Skills

Workflow and process-oriented thinking

Critical thinking and general problem solving
Bookkeeping and working with an accounting software
Knowledge of respective legislation incl. VAT

Project management

Customized individual coaching

X X X X X X X X X X X X X X X X X X
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Automation Influence on Branches of Industry®®

29 https://www.mckinsey.com/business-functions/operations/our-insights/building-the-vital-skiflsef-future-of-work-n-
operations
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The companies in the survey covered many branches, the most came from manufacturing
(23%), 18% from retail trade and 14% from education and training. 6% of the enterprises each
were active in information and communication industry, public utility, wholesale and
construction. The chemical and pharmaceutical and real estate business both ranked at 5%.
4% of the companies came from the entertainment and leisure industry, while 3% originated
from the finance and insurance industry. 2% each shared the rank in the education and training
and transport / warehousing business.

Automation Has a Spnificant Impaa on Skill Requirements®

30 https://www.mckinsey.com/business-functions/operations/our-insights/building-the-vital-skiflsef-future-of-work-n-
operations
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Work kills 202031

D <]Jve C[*+ E+« E Z]v] §+38Z 3% C1iiiU &I (PHooAwo & 3¢
different from those valued today. Such a transformation must be met with appropriate
training and learning strategies. In addition, that, in turn, means organizations should care even
more about the digital transformation of learning.

31 https://www.thegeniusworks.com/2019/06/education-for-the-future-preparing-childrerafeincredible-
exponential-world/
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Disruptive Workforce Technologies®?

32 https://www.valamis.com/hub/digital-transformatiasf-learning
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11- The Multigenerational Workforce

Changing Values in a Multigenerational Workforce??

Changing demographics worldwide are creating a labor market in which five generations
coexist. For the first time in history, the Silent Generation/TraditionabBsbyy Boomers,
Generation X, Millennials, and Generation Z are working side by side. With more generations
in the workforce than ever before, the workplace values and working styles are changing.
Understanding this multigenerational workforce and its implications will be essential for driving
innovation, creating united and productive teams, and adapting to the future workplace.

33 https://www.getsmarter.com/blog/market-trends/the-future-work-changing-valugs-a-multi-generational-workforce/
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Source: htt ps//www.windsar-telecom.co.uk/wp-content/ uploads/2020/ 09/ Fve-Generations-Working-Sde-by-Sde-Winds or-Telecom. pdf
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Source: ERASMUSH Projed WINGSHASUGTESS 2017
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Source: https//www.invistaperforms org/ coaching-mentoringleading-across-generations/
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4 Tpsfor Managing a Multigenerational Workforce®*

How Generational Managers are dosing the kill Gapsin Their Teams®®

The gig economy (a free market system in which temporary positions are common and
organizations hire independent workers for short-term commitmends) the potential to
provide new job opportunities, improve earning potential, and offer parents the flexibility to
work from home. Full-time employees are also taking on part-time contracts and freelance gigs
in the evenings and on weekends to supplement their income or expand their range of
experience and skilfs.

34 https://www.getsmarter.com/blog/market-trends/the-future-work-changing-valugs-a-multi-generational-workforce/
35 https://www.getsmarter.com/blog/market-trends/the-future-work-changing-values-a-multi-generational-workforce/
36 GetSmarter, a 2U, Inc. brand, Study The Future of Work is Here 2020
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As the concept becomes more commonplace, many businesses plan to engage their employees
by offering them more flexibility, remote work, and more decentralized operations. From a
managerial perspective, Generation Z managers are the most positive towards the gig
economy: According to the stud¥6% of Gen Z managers said they are hiring part-time
contractors to fulfill specific skills gaps that exist in their organization. Additionally, younger
generation managers are more likely to support flexibility in their teams by allowing remote
work. As flexibility and work-life balance become more important, employees may want to turn
to the gig economy for more convenient, decentralized, non-traditional forms of work. On the
other hand, businesses can conveniently tap into the sought-after skills they require, without
the need to permanently employ staf

37 GetSmarter, a 2U, Inc. brand, Study The Future of Work is Here 2020
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ills Valued Now and in the Future38

As technology advances and the business world becomes increasingly complex, research shows
a growing demand for soft and interpersonal skills. Analytical or critical thinking ranks as the

most valued skill by the respondents, for now and the future. Technical skills are rated in the
middle in both instances, and digital capabilities feature last.

There is also widespread acknowledgment across all generations and seniority lévels tha
leadershipt a uniquely human talentwill become increasingly sought after in the future. This
suggests that many people have accepted that machines will eventually do many of the
technical tasks, and so they have placed a premium on the human skills that machines cannot
offer.

Thanks to new user-friendly tools, programming and data analysis have become far more
accessible to non-technical workers over the past few years. This has resulted in the
emergence of hybrid roles that combine technical expertise and more traditional skills across
various departments.

Hybrid jobs are increasing in popularity, as they are both resistant to automation and in high
demand. For example, possessing a combination of skills such as marketing and statistical
analysis, or design and programming is fast becoming a prerequisite. Hybrid roles have several
gualities that set them apart from other jobs. Perhaps the most significant is that, despite being
some of the most technology-driven and data-enabled jobs, they are also, in a way, more
human t that is, more dependent on judgment and creativity. Hybrid jobs rarely involve rote,
repetitive tasks. Because of this, they are significantly more likely to demand a combination of
skills like critical thinking, leadership, problem solving, and collaboration.

38 GetSmarter, a 2U, Inc. brand, Study The Future of Work is Here 2020
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Changing Career Trajectories™®

While traditional careers used to progress in linear stages in a relatively stable work
environment, that simply is no§ Z e VCUu}E X d} C[« A}EI VvA]JE}vu vs§ ]
competitive, complex, and turbulent, with heightened probabilities of job loss on every level,
(A E }%%}ESHV]S] » (JE A E3] o PEYASSI]|VP[X]PZ E o0 A o )

There are also higher demands on employees, who have to be able to compete internationally,
use technology efficiently, and be able to react to changes in the work environment much

faster than ever before. Staying on a single career track with one company may have been
considered normal 50 years ago, but not today. It is now common for people to pursue more

than one career at the same time or to switch their line of work frequently.

39 GetSmarter, a 2U, Inc. brand, Study The Future of Work is Here 2020
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With the shortening shelf life of skills, investing in continuous learning is critical to adequately
address the war on talent and skills shortage for both individuals and organizations. A changing
A}JEo0 u ve 3Z 8§ 0 EvV]VvP v A «l]Jooe AJoE¥ }( 3} Z % GEwiyip o]
Employers play an important role in supporting the acquisition of those skills. In fact, 54% of
respondents of the mentioned study agree that upskilling is a joint responsibility between a
business and the individual. That said, one of the largest challenges organizations face is that
employees are unaware of their skills and performance gaps.

Only by building a culture of learning and self-assessment within an organization, can L&D
managers and leaders work to address this challenge. The benefits of a learning culture are
clear for organizations. Not only does it offer a competitive advantage by closing skills gaps in
employees, it is also shown to increase employee engagement. 92% of respondents across all
generations cited that they felt more engaged with their employer when learning opportunities
were offered.
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Alternative Qualifications and the Future C\W°

Despite the growing need to upskill, the demanding workplace of today does not allow for
extended periods away from the office. This means that an increasing number of people
(employees and employers alike) are turning to online education for the flexibility it offers. As
online skills-based certificates proliferate, so employers are placing greater value on them.
According to the research of the mentioned study, 70 percent of respondents believe that
skills-based certificates are currently a valuable signal of capability on a CV. This is especially
true with Generation Z and millennials.

40 GetSmarter, a 2U, Inc. brand, Study The Future of Work is 6&fe 2
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Furthermore, younger generations also believe that with the increasing need to upskill and the
rate of change in technology, that skills-based certificates will become an increasingly valuable
signal of capability on a CV in the next two years. This implies that as younger generations move
up the corporate ladder, an online certificate will become a more acceptable form of
education, and signal of competence to employers, alongside traditional formal higher
education. Individuals who have skills-based certificates on their CVs are also more likely to
stand out in the increasingly competitive job market. According to recruiters, they value
evidence of continued learning more than anything else when considering candidates.

Changing Values and the Alternative Workforce*!

As younger generations are moving into decision-making positions and older employees are

41 GetSmarter, a 2U, Inc. brand, Study The Future of Work is Here 2020
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remaining a part of the workplace for longer, companies are shifting in order to accommodate
the needs of different generations.

Prioritizing meaningful work

Research has found that all generations have the same basic teside meaningful work.

The difference between younger and older generations is that millennials and Generation Z are
placing greater pressure on themselves and their employers by voicing their desire to find a
1} S§Z S ]« Zu Vv]vP(pO[X

According to the survey, 57% of millenniald that itis very important for their work to have

a positive impact on the world, aB@%would even consider taking a pay cut to be employed

at a place that they believed was making the world a better place. Similarly, Generation Z is
one of the most socially active generations ever, with four out of five Generdibali#ving

that their age group has the potential to change the world for the better.

To attract high potential candidates from younger generations, companies are focusing on
their broader purpose. They are actively investigating their wider business impact and ongoing
sustainability, knowing that younger generations expect transparency and will hold them
accountable.

Younger generations driving flexibility and remote work

Demand for increased flexibility in the workplace by younger generations, paired with better
enabling technology, turbulent economic conditions and uncertainty has given rise to an
increasing number of remote workers a8 P E}A]JvP ZP]P }v}uC[X

The shift towards the gig economy is most evident in Europe, the UK and Great Britain, where
younger generations are embracing it as a form of closing skills gaps. According to our research,
almost 13%f Generation Z employees and 6% of millennial employees are embracing the gig
economy in comparison to 3% of the Generation X and zero of Baby Boomers, respectively.
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12- Intergenerational Learning for the Workforce of the Future*?

Barriers Faced by the Workforce of the Future*?

The Workforce of the future is faced by many drawbacks. Markets that were once stable will
become more volatile due to shifts in supply chains and emergent competitors. Advances in
machine learning will compel companies to automate or augment business processes and
cause job insecurity among workers. People will live longer in a world where socio-economic
inequality intensifies.

To prepare for the many obstacles that lie ahead, astute business leaders are taking steps to
transform their companies in unconventional ways. Leadership mindsets are gradually shifting
beyond the mere pursuit of output at the lowest cost with the highest return. There is growing
appreciation of orgamdtions that excel through continual learning, adaptation and
vip 8]}v }( Zpuu v <pu 0]8] ¢« 8Z 8 & ¥E[+ Al }( } u %o

Managers have an opportunity to start building their workforce of the future now. They should
enhance learning at their company by cultivating knowledge exchange across the various
generations of talent who co-exist within the same workplace.

Creating a common language of respect in a workplace enables voices of all ages to be heard
in a workplace. By looking past stereotypes employees across all generations need
acknowledgment as valued members of an oizgdion. Intergenerational learning can help
address these needs.

Conversely, digital transformation is high on the agenda for many senior business leaders, yet
keeping up with fast-changing technologies is a struggle. Younger digital natives could transfer
market insights and productivity hacks upstream to senior leaders through reverse mentorship.

Employers who fail to create an environment where everyone feels valued and respected risk
breeding contempt within the workforce. Corporate cultures that address the diverse needs of

employees at every stage in their career will reap significant benefits: Better employee

engagement and loyalty, enhanced productivity and a reduced risk of organizational memory
loss in case of personnel transition out of the company.

42 https://catalyse.sg/news/building-the-workforeé-the-future-through-intergenerational-learning/
43 GetSmarter, a 2U, Inc. brand, Study The Future of Work is Here 2020
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Building the Workforce of the Future through Intergenerational Learning*

Intergenerational Learning in the Digital Ea*

In the digital era, collaboration between generations becomes more and more important. The

P % 3A v JP]8ov 3 8]A e« v Z}o + Z}}o[ ub@E Z @ %XEJudbo V Yoe } %
need young people for their digital skills and curiosity and experienced people for their wisdom

in pattern recognition. This is very well explainedChip Conely, Stategic Advisor for

Hospitality and Leadership at Airbnb and Chief Strategy Officer at Bverfest in a recently

published HBR article. He talks about his own experience when joining AirBNB, finding himself
twice the age of the average AirBNB employee with no tech experience. He learned how his
emotional intelligence could help the millennial generatmbecome better leaders and he

explains how different generations can learn from each other.

The DiG 7 talents leadership games is used by companies to build understanding & learning
between different generations, to improve collaboration and build more successful teams. The
DiG simulation is also an efficient experiential learning platform helping to develop
ambidextrous capabilities within the company, from conception to execution. During the
simulation, teams analyze and decide together on the development of their product and
company for a period of 5 years. It takes only half a day, teams will learn from each other and
learn to develop new leadership skills to build exceptional products and companies.

44 https://catalyse.sg/news/building-the-workforog-the-future-through-intergenerational-learning/
45 https://www.digbusinesslearning.com/opportunity-intergenerational-learning/
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13- Demand and Digital Job Development Preparation Phase

Relevant Jobsin Digitalization According to the Survey

MSc Management and IT

Virtual Team Leader

Digital Human Resource Manager
Digital Business Manager

Digital Marketing Manager
eCommerce & Social Media Expert
Digital Sales Manager

Digital Customer Service Manager
Digital Bookkeeper

Information and Data Competence Expert
Data and IT Security Expert
Production and IT Expert

X X X X X X X X X X X X

Qriteria for Developing Jb Profiles in Line With the Qurrent Market

When developing current market relevant job profiles, the following criteria should be taken
into account, as each company has its specific vision, mission, culture, strategy and targets:

Branch of industry

Type of Company

Company vision, mission & culture
Company strategy

Business targets

Age

Job position

Job Description:

Professional Education
Vocational Experience / Further Education
Social Skills

Individual Tasks

Necessary Digital Competencies
Individual Training Need
Respective Salary Offered

X X X X X X X X

O O O O o oo
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General Job Description vs. Digital Jd Description

Marketing Manager b Description 20106

Digital Marketing Manager Jd Description
2020

Offering performance systems in which joint
product and service development plays an
important role.

Plan and execute all digital marketing, includi
SEOM/SEM, marketing database, e-mail, soq
media and display advertising campaigns.

Support of process design up to sales suppof
and product development for customers.

Design, build and maintain social media
presence.

Offering reliable and stable solutions for risk
protection.

Measure and report performance of all digital
marketing campaigns, and assess against go
(ROI, KPIs).

Consideration of the buying center approach;
K(( ®]vP c}ousS]lve §Z § su% %
processes and take up their ideas.

Identify trends and insights, and optimize
spending and performance based on the
insights.

Align marketing argumentation with personali
*SEN SHE U ]*1A E}o }( &
personality.

Brainstorm new and creative growth strategie

Offer to take over tasks that allow the
entrepreneur to concentrate more on his actu
core tasks.

Plan, execute and measure experiments and
conversion tests.

Codevelopment of individual products and
services, which allow the achievement of a
Unique Selling Proposition (USP) with low
commitment to suppliers, etc.

Collaborate with internal teams to create
landing pages and optimize user experience.

Creation of compatible interfaces for offered
solutions, which however must be flexibly
selectable.

Utilize strong analytical ability to evaluate end
to-end customer experience across multiple
channels and customer touch points.

Aligning marketing arguments with personalit
structure, elaborating the value proposition of
the offer within the owner strategy.

Instrument conversion points and optimize ug
funnels.

Cadesign of corporate performance systems
that led to a distinctive identity.

Collaborate with agencies and other vendor
partners.

Relationship marketing as the key to
approaching companies, strategic importance
fixed reference persons and relationship trust

Evaluate emerging technologies. Provide
thought leadership and perspective for adopti
where appropriate.

Profiling via objectively verifiable quality
standards and securities.

K(C & }( "]vs 0o]P vS_ }uSe}p
A(EIVP _ 3]A13] eU «}u }( A

irregularly.

46 Marketing Scene, 2010, www.mms-werbeagentur.at

47 https://resources.workable.com/digital-marketing-manager-job-description
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Marketing Manager Requirements 201048

Digital Marketing Manager Rejuirements
2020/

BSdegree emphasizing courses in business |
management, economics, accounting, financg
math and statistics dSdegree in engineering
or science, along with a MS in business
administration.

BS/MS degree in marketing or a related field.

Authenticity and sincerity are important.

Proven working experience in digital marketin

Communication skills to persuade others to
accept a marketing campaign.

Demonstrable experience leading and manag
SEO/SEM, marketing database, e-mail, socig
media and/or display advertising campaigns.

Ee+S v
e X

>]eS v]vP el]Jooe S} pv
E usS]A o[ A vie v v

Highly creative with experience in identifying
target audiences and devising digital campaig
that engage, inform and motivate.

Understand how psychology affects consume
behavior.

Experience in optimizing landing pages and U
funnels.

Manage their time and budgets while
motivating department employees.

Experience with A/B and multivariate
experiments.

Must be able to use metrics, such as return o
marketing investment, to study their business

Solid knowledge of website analytics tools
(e.g.Google Analytics, Netinsight, Omniture,
WebTrends).

Planning, directing and adjusting multiple
campaigns calls for an ability to focus on deta

Working knowledge of ad serving tools (e.g.
DART, Atlas).

Have a passion for their brand.

Experience in setting up and optimizing Goog
Adwords campaigns. Working knowledge of
HTML, CSS, and JavaScript development an
constraints.

Analytical and decision-making skills to choog
media, creativity to develop promotional
strategies and interpersonal skills to work witl
different personality types.

Strong analytical skills and data-driven thinkir

Travel nationally and internationally to give
presentations, meet with customers and
participate in trade shows. Job transfers may
frequent.

Up-to-date with the latest trends and best
practices in online marketing and measuremse

Need the stamina to work long hours under

tight deadlines. Weekend hours are routine.

48 https://smallbusiness.chron.com/definition-supervisor-marketing-administration-34845.html

49 https://resources.workable.com/digital-marketing-manager-job-description
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Digital Marketing Manager Ad - Exampfe

50 https://www.beready.pk/jobs/digital-marketing-manager-requiiedtb-solution24-march2020-8065
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Peaformance Appraisal Rrocess®!

The performance appraisal has become a strategic tool in companies. It gives employees the

chance to identify their strengths and weaknesses and to grow as a professional. The company

managers get the information they need to better manage their human capital and meet their

objectives. It can be summarized as the systematic process of measuring and assessing, as

} i 3]A 0C « %}ee] 0 U Vv u%o0}C [+ Al }JAJAEUp% &41C 17 Alu
}VSE] us S} SZ  }u,% ovderdto promote them or to provide them with further

training for their position.

The main aim of measuring employee performasde assess and help them improve their

performance and increase their potential, as well as the value they can bring to the company

in the future. Even so, there are other objectives such as providing feedback, improving
tuupv] S]1}vU pv Ee+S v JvP u%o0}C <[ v U § X

51 https://www.kenjo.io/guide-performance-appraisals-for-human-resources
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Sepsof a Performance Appraisal®?

52 https://www.kenjo.io/guide-performance-appraisals-for-human-resources
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New Methods of Performance Appraisals™

1) Management by Objectived

This appraisal method consists of identifying, planning, and defining objectives. After
establishing clear objectives, both employer and employee should have regular meetings to
analyse the progress made. The process is explained in this table:

53 https://www.kenjo.io/guide-performance-appraisals-for-human-resources
54 https://www.kenjo.io/guide-performance-appraisals-for-human-resources
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It is essential that the objectives are linked to tangible and measurable tasks. A dashboard is
one of the best ways to monitor this.

2) 180 Degree Performance Appraisal Methdd

The 180-degree performance appraisal is one where a professional is evaluated by their
manager, their teammates and, where applicable, their clients. This method guarantees that

we are collecting firs2 v Jv(}@Eu 3]}v ~ « ][+« }oo § (E}useuCHAJE AZ}
the person assessed). It will provide us with a sufficient sample upon which to draw
conclusions.

3) 270Degree Performance Appraisal Methefd

The 270-degree appraisal adds one more dimension and involves 3 groups of people: The
appraiser/manager, the appraisee (self-appraisal) plus feedback gathered from peers or
subordinates.

4) 360Degree Performance Appraisal Methed

The 360-degree performance appraisal method includes all of those who work with the
employee: their superiors, clients, subordinates and even suppliers. In other words, it is much
more comprehensive and exhaustive than the 180-degree feedback method. It, therefore,
gives a more complete piptEE }( $Z U%0}C [* % E(}EU v X

This method will only be useful and serve its purpose if the risk of subjectivity is minimized with
every reviewer and if it includes as many participants as possible.

It is also important that each participant carries out their task:

55 https://www.kenjo.io/guide-performance-appraisals-for-human-resources
56 https://www.kenjo.io/guide-performance-appraisals-for-human-resources
57 https://www.kenjo.io/guide-performance-appraisals-for-human-resources
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5) Assessment Centéf

This method assesses employees in a social situation to predict behavior in specific situations.
They are related to the activity the person performs within the company.

What does the assessment involve? The employees are asked to take part in situational
exercises, workgroups, or games in which they play a specific role. For example, they will be
asked how they would solve a certain problem in the company to assess their problem-solving
abilities, self-confidence, leadership skills, etc.

58 https://www.kenjo.io/guide-performance-appraisals-for-human-resources
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6) Behaviorally Anchored Rating Scale (BARS)

The Behaviorally Anchored Rating Scale (BARS) compares employee performance with specific
examples of behavior anchored to numerical ratings. In other words, they will be presented
with specific situations or behaviors and their performance will be rated as either high,
moderate or low. The objective of this method is to provide clear standards, accuratelg analyz
performance and offer consistent assessments.

7) Psychological Appraisal Methé8

dZ]e Ilv }( %% E ]J* o v 0« C}u S} 8§ Eu]JwsSlvoXu%p}E Ska)] S2Z
U%O}C [* %}3 v3] 0 (}JE (USUE %o E (HEBEZ VE (%o & de} EIX3IA }e
done? The assessment must be carried out by a psycholdgist] v3](C $Z ]Jv ]JA] p o
emotional traits and intellect.

8) Human Resources Cost Accounting Metliéd

> «30CU 8Z]* u} 0o VvV OCe s 3Z U%O}CVP % EAIEE A vu }E
organization generates from their input. To calculate this, the cost the individual represents
for the company is compared to revenue the employee generates.

How to Conduct a Rerformance Appraisal®?

59 https://www.kenjo.io/guide-performance-appraisals-for-human-resources
60 https://www.kenjo.io/guide-performance-appraisals-for-human-resources
61 https://www.kenjo.io/guide-performance-appraisals-for-human-resources
62 https://www.kenjo.io/guide-performance-appraisals-for-human-resources
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illsto Measure in a Performance Appraisal®

x Qreativity and innovation: creativity is the ability to spot new opportunities, come up
with original ideas, adapt to new situations and use the imagination to solve problems.
Nowadays, this is one of the most valued skills. To measure this, we have to look at
certain parameters: openness to experience, resilience, confidence, tolerance of

u]JPu]sCcy

x Adaptalhility: another valuable characteristic in an employee is the ability to face new
situations and approach them with a good attitude.

x Communication: the ability to communicate is another skill that has become more
important in recent times. Effective communication is fundamental to do a job well and
preserve a good working atmosphere.

x Responsbility: accountability and taking responsibility for your actions is also a trait
worth highlighting in an employee. Responsibility in the team context is crucial;
otherwise, difficult situations among team members will emerge.

x Attendance and punctuality: these two basic requirements are paramount for objective
performance. Keeping track to ensure employees are complying with them is key for
any assessment.

x Productivity and quality of work: productivity is one aspect that is usually of most
interest to employees. We can measure this through different formulas, a4dllvgee
below.

x Achievements: recognition of achievements motivates employees and increases their
commitment to the company. It is important to go over the milestones reached and
congratulate the employee for them.

x Qooperation: does the employee work well in a team? This aspect is key when it comes
to maintaining a constant workflow and high levels of efficiency.

63 https://www.kenjo.io/guide-performance-appraisals-for-human-resources
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x TraningW 3Z u%o0}C [+ P EvV ¢+ 3} 0 EVv w PEIAPEE}( ]
by how involved they get in training initiatives.

x Improvements: as mentioned earlier, is important to conclude by defining areas for
Ju%e E}A u vs§ JE JvP 8} 8Z u%o0}C [+ A }PE cu%0dZ]e Z ©
growth and development as well as that of the company.

x Interpersonal skills: also known as soft skills, they concern how we communicate or
relate to other people. These are becoming increasingly more influential in selection
processes and appraisal processes.

x Problem-solving skills: the ability to detect issues, establish the cause and identify
possible solutions. lis important to see how the employee approaches different
challenges and measure this ability during the performance review.

Paformance Appraisal Questions™

64 https://www.kenjo.io/guide-performance-appralisdor-human-resources

77
dZ]e %% E}i § Z -« vV (pv AlSZ sp%e%}ES (E}u §Z nE}% Vv }tuu]ee]}vX

This publication reflects the views only of the author, and the Commission cannot be held responsible for any use which may
be made of the information contained therein.



78
dZ]e %% E}i § Z -« vV (pv AlSZ sp%e%}ES (E}u §Z nE}% Vv }tuu]ee]}vX

This publication reflects the views only of the author, and the Commission cannot be held responsible for any use which may
be made of the information contained therein.



Employee Sdf-Bvaluation Template®®

65 https://www.smartsheet.com/content/self-evaluation-templates
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14- From Theory to Practice t 5 Training Pathways per Country

As stated in topic 4, and according to the CVETNET Human Capital Needs Conclusions Report,
83%of the managers questioned about their training needs regarding digitalization prefer to
train existing employees in digital skills to recruiting qualified employees with the
competencies needed.

In topic 14, 5 practical pathways to upskilling will be demonstrated on the example of a
fictitious SME in the field of manufacturing and sale of building components for construction
of family homes that is internationally active in the U.S.A., Asia and Europe.

EXAM.P.LEGompary International

The company was foundeZD years ago. Tlyestarted with the first stages of solar roof
production and improved their techniques over the years. Their mission igitheyprovision

of intelligent racking solutions for safe installation of solar systems. The company is active in
the fields of metal technique, machine construction and trade.

The installation of their solutions helps in changing building structures to improve eco-balance.
The management takes responsibility for the environment and for the lives of current and
future generations in line with nature.

Still, the company faces the same challenges as all technical companies, they need skilled
professionaktaff that is also adapted to the digital age. 81 employees currently work for the
company worldwide ranging from apprentices and young high potentials to middle-aged staff
and some senior employees.

Training Needs Analysis Oycle®® and Model®’

The company manager Andreas M. decides together with HR manager Belinda A. to train
himself and existing Austrian Headquarter employees, 2 young staff members, one recently
finished his apprenticeship in the company and another just graduated from the Academy of

Applied Sciences in Media Informatics and Media Design, one middle-aged manager and 2
senior employees in corresponding digital skills or build a career path for them including

digitalization.

5 https://www.industryforum.co.uk/resources/blog/howto-identify-the-training-needsof-your-whole-organisation/
57 https://www.analyticsinhr.com/blog/training-needs-analysis/
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They use the following templates for starting the training needs analysis and process for
checking the digital and soft skills training need in their company:

Training Needs Analysis Modelés

Being already a team, they begin wagiecifying their organizational goals according to their
company targets and economic environment. For defining the target job descriptions, they
want to change; they use the Training Needs Analysis Cycle on the next page to go into detail.
They alscanalyze the existing jobs with regard to tasks and knowledge, skills and abilities
required to develop additional tasks/skills and to discard tasks that had become obsolete.

Theybreakthe organizational goalsdown to department and individual goals and t at the same
time t focus on core competencigre competencies are competencies that are required for
everyone in the organizatiort the basic proficiency level adapted to digitalization. The
organizational goalsaa either be reached byelevart job behaviors alone or byaddressing
non-behavioral influences affecting these goalsfor the leaming solution.

An example for a job behavior is:

Behavior Description
Turn opportunity into a | Specify how staff can solve their problem through expertise
deal and seal the deal

The next stejs to break down these behaviorsinto required skillsand knowledge to effectively
show this behavior.

% Training: Training Needs Analysis Template (trainingonetsumo.blogspot.com)
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In the example ofurning opportunities into a deal, they focus on clarified objections to
understand the root cause, development of a timeline, achieving consensus versus settling and
involving experienced seniors to close complex deals.

Therequired knowledge in that case are closing techniques (e.g. assuming close, close on minor
points, overcoming objection as a barrier of sale, offering an incentive to close, using a last
chance and asking for business directly). The difference between closing with sale vs. securing
the next steps in the sales process, objection handling or resolution processes, negotiation
techniques and influencing tactics are the required skills developed.

To finalize this framework, thek for input from employees who already have these skills or
take job descriptionsthey find from competing companies alreadyfarther digitalized.

As a last step, thegssessthe current skillsin the organization, e.g. a senior staff member will
require a different training than a junior.

Training Needs Analysis Gycles®

T&E = Training/Evaluation

In the Training Needs Analysis Cycle, they undertake the training needs analysis (TNA) at three
levels: Organizational, departmental, and individual.

69 https://www.industryforum.co.uk/wp-content/uploads/sites/6/2015/08/Training-Needs-Analysis-Cycle.png
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The person in charge of each level inputs key information into the process to answer four
important questions:

X Why does staff need training?

X What skills do they need?

X Who needs the training?

X What are the priority areas for training?

The three levels interlink to ensure a balanced analysis. The TNA corssitlers}u %0 vC|e
strategic plans, the departmental objectives Z ]v ]A] p o[hewutceke is a
robust, organization-wide learning and development plan with an approved budget.

The resulting training plans ensure sufficient capability within the organization to sustain
current and future business performance in digital times.

X At the organizational level, the T&E pillar team or team of senior representatives for
training and organization plans training strategically and creates the framework to
guide departments.

X The %@ V3 oA deinput is loss of skills due to retirement and inadequate skills of
employees in the company. This input allows to prioritize which skills require
improvement.

At this time, a skills definition assessment of current and future needs as well as the job
descriptions should be generated. The framework development anafteke procedure

should be done in a pilot area, once running smoothly, the project can be rolled out to the rest
of the organization. The full TNA Cycle needs to be conducted on an annual basis, to align with
§Z }u %o pdligy deployment cycle. Ideally, this should happen before any training
solutions are budgeted, designed or delivered. Departmental and individual level reviews
should typically happen at a frequency of 6 or 3 months.

The company manager Andreas M. and HR manager Belinda A. answer the questions:

X Why does staff need training? Due to digitalization and the Covid19 crisis, to remain
flexible.

x What skills do they need? A Designing Digital Business and IT-Security training for the
young employees and the digitalization of Marketing and Trade, Management & IT, IT-
Security and Digital Corporate Governance for the management and department
employees.

X What are the priority areas for trainingr2r the priority areas, they design training
pathways and update or newly develop job descriptions.
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Training of Existing Employees t Who Needsthe Training? - Sdection

The company manager Andreas M. decides together with HR manager Belinda A. to train
himself and the following existing employees to make them fit for the future:

x Seffen B.: Very young staff member that recently finished his apprenticeship in the
companyiT-department generation Z, a talented IT fdi;Security staff: Trainingl-
Seaurity Manager

X AnnaL: Young staff member that recently finished the Academy of Applied Sciences in
Media Informatics and Media Design, Product Department, Millennial, very talented in
digitalization, TrainindDigital Business Desgner

X Georg H.: Senior employee, Marketing & Sales Department, generation X: Training:
Digital Marketing and e@®mmerce Manager

x Marna N.: Senior employee, generation X, Strategy Department: TraiDigital
Qorporate Govemance Manager

x AndreasM.: Company managgdbwner, Late Baby Boomer, Training: Management and
IT: MsCManagement and IT

Jdo Descriptions of Saff in the Digital Age

As mentioned in topic 13, Andreas M. and Belinda A. prepare job descriptions for the five jobs
according to the needs of the company:

IT-Security Managé?

Digital Business Desigfer

Digital Marketing and eCommerce Mandger
Digital Corporate Governance Mandger
MsC Management and’fT

X X X X X

0 https://www.accenture.com/at-de/careers/jobdetails ?id=00644847_de

n https://www.toptal.com/designers/digital/job-description

2 https://www.careerone.com.au/job/expired/6db63cb0-0e6e-4c33bba0-7ac9a0275c2c

3 https://www.glassdoor.com/Job/e-commerce-digital-marketing-manag-jobs-SRCH_KO00,36.htm
WIFI Osterreich 2021

™ https://resources.workable.com/it-manager-job-description; WIFI Ostegich 2021
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Employee Séf Braluations

The company manager Andreas M. and HR manager Belinda A. inform their staff of the digital
transformation they planned. They intend to start with the 5 employees mentioned ard ha
individual meetings with them. All, including Andreas M., are very enthusiastic to start with
proceedings.

He asks each of the 4 employees to fill in an Employee Self-Evaluation Té@rfuplgteal size
see page 78) prior to the Job Appraisal Meeting. He does this himself.

s https://www.smartsheet.com/content/self-evaluation-templates
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Then they fix dates for the performance appraisals that are to be conducted by Belinda A.
assisted by Andreas M. In case of the company manager, his performance aigiaisaéd
only together with Belinda A.

Saff Performance Appraisals

The performance appraisals are done according to the process mentioned on page 69.

First, they offer feedback to the candidates on their work over the last few months and discuss
their Employee Self-Evaluation Template regarding the new job profiles intended for them. The
good things that none of the candidatesdespite all the different generations has any fears

or bad feelings concerning the challenges ahead. Thevalgoae through the Covid19 crisis

and knew that flexibility and openness to new possibilitiégy for their company to move
forward. They work together well despite their different age aneeltzafriendly company
culture. As all employees quickly identify with the company after onboarding and each has
their individual tasks and functions, they interact well together.

Their own self-perception does not differ from that of their top manager or the HR manager
who knows them well due to the small size of their team in Austria. Their perforieaiways
encouraged, and their motivation boosted by Andreas M. who lives what he talks and thus
became their role model.

Eachis shown the job description intended for them. Then they talk about the training needed
to fulfill this position based on their current level of education. For the youngest employee,
Steffen B., Andreas M. thinks aboutSaft ills training in Communication and Personal
Attitude. Maria N. vill get aRtetorictraining and Georg H. [etiquette on the Internet training
regarding social media.

The individual training pathways are discussed. As the company had worked well with WIFI,
the Austrian Institute for Economic Promotion in the past, thagaint have a look at the
training pathways mentioned on the Austrian Federal Economic Chamber page on
digitalization and training pathways:

https://www.bildungderwirtschaft.at/wko-bildungspfade/it-digitalisierung/

Together with the respective employee and decide upon WIFI and associated trainings
according to the individual needs.
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IT-Security Manager Training Seffen B.

Steffen Bisintendedto }u $§Z }u % »SegduritydManager. Despite his very young
age,hdsA EC § o v$§ v e«l]oo v A 1P]18 o v §]A _ X

Training Pathway Md~ pdsCD v P E

v

Source: WIFI Austria 2021

For Steffen B., the training pathway means 7 years of ongoing further education. The company
owner wants to invest in him, as he sees his great potential. In the meantime, he will work
together closely with the senior Head of IT i@ years before retirement to gain further
practical knowledge. Steffen Bill start his training at WIFI and head on from there. At WIFI,

he will also get his training in Communication and Personal Attitude. The manager will call his
WIFI contact to arrange for the training in the company together with colleagues.

He offers flexible time for all his employees to allow for education and training.
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Digital Business Designer Anna L

Anna L. will start her training at the University of Applied Sciences Vienna of the Vienna
Economic Chamber in cooperation with WIFI. Her trainingiptartlined below:

v

: @
Source: WIFI Austria 2021

For Anna L., the training pathway means 2 years of ongoing further education. The company
owner wants to invest in her as well, ska high potential. Being already a skilled employee
with her graduation from the Academy of Applied Sciences in Media Informatics and Media
Design, she can go on working in her existing function and later change that position into Digital
Business Designer. Annanlill start her training at the University of Applied Sciences of the
Vienna Economic Chamber in cooperation with WIFI. The manager will call his University of
Applied Sciences contact he had met some time earlier to arrange for her training preparations
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Digital Marketing and eCommerce Manager Georg H.

Georg H. will start his training at WIFI Styda has a lot of practical Marketing and Sales
IviAo P X ~8JooU Z v -« 3ZHStrdiRng paris putined beldwv:

\ 4
START TARGET

Source: WIFI Austria 2021

Manager Andreas M. will contact WIFI Styria to arrange for the training. Georg H. will then use
the acquired knowledge and change the work processes of his department. The duration of his
diploma training course will be 20 days. In addition, he will get a Rhetoric training from WIFI at
the company.

95
dZ]e %% E}i § Z -« vV (pv AlSZ sp%e%}ES (E}u §Z nE}% Vv }tuu]ee]}vX

This publication reflects the views only of the author, and the Commission cannot be held responsible for any use which may
be made of the information contained therein.



Digital Corporate Governance Manager Maria N.

Maria N. will start her training at WIFI Upper Austria. She is very skilled in strategy and knows
her company welt from finances to staff, from marketing to IT. She is thrilled to start learning
for her MBA in Digital Corporate Governance, a new training that will give her great standing
in the market. Idr training plan is outlined below:

v

: @

Maria N. is already a skilled employee, still she needs additional skills and will attend the
Professional Academy for Applied Informatics for 2 years followed by a University Training
Course Digital Corporate Governance at the Danube University Krems for another 2 % years.
She will graduate with an MBA Digital Corporate Governance to become Digital Corporate
Governance Managetr.

Source: WIFI Austria 2021
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MS: Management and IT Andreas M.

Andreas M. as the company owner will start his training at WIFI Upper Austria as well. He will
stay in the company for some more years and intends to manage the company through
possible crises in the future together with Maria N. He has graduated from the Professional
Academy of Applied Informatics 15 years ago. His training plan is outlined below:

TARGET

Source: WIFI Austria 2021

Andreas M. will attend the University Training Course Management and IT for 2 years and
graduate as MSc Management and H professional company manager skilled for the future.

**%x

Considering all employees of the E.X.A.M.P.L.E Company International, within 2-3 years most
of the core staff will be trained to meet the needs of the digital age but for the young high
potential who will be IT-Security Manager in 7 years. In that way, the company is on the right
track for the digital transformation of their human resources.
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15- CVEINET Individual Training Pathways Filot Project
Contextualization

The challenges that companies must face with digital transformation and the impact of the
new generations on the workplace must be addressed urgently by organizations and they
have to successfully adapt to the change that the environment demands of them.

The professional teams of these companies, and, in particular, of SMES, must update their
digital skills and competencies in the workplace to adapt to the digital transformation.
Therefore, the continuous professional training offered by companies to their workers must
facilitate individual and group learning pathways to develop and, therefore, retain talent in
the organization.

Introduction

Ths activity started with an in-depth investigation of the challenges of SMEs in VET related
to digital transformation and intergenerational teams. Then, some conclusions obtained
from the research and the market study were generated, which inspired a Manual for the
Evaluation of Training in the Company, and specifically, an Evaluation and Implementation
Methodology for Individual Training Pathways in VET for SMEs.

As a final activity, a pilot project has been carried out in each participating country of the
CVETNET project.

Development of the Piot Test
1st Phase:

f Awareness-raising and dissemination actions among the companies in the territory

f Explanation of the pilot phase and the advantages for the companies (e.qg., free Train
the Trainers offered by the project)

f Faceto-face group meetings / Online meetings with company representatives
2nd Phase:

f Kvolv ]vs GEA] A Al8Z 8Z ,Z D v P EU 34 voAe ]Jvs} 3z
strengths, asking about the company's Strategy

f ldentification of deficits in jobs due to the increased need for digitalization and
intergenerational learning

f Presentation of the questionnaires and Training Pathway Result Report the company
would obtain and explanation of the procedure with the employees selected
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f

Some partners produced an online questionnaire to facilitate more answers from the
guestionnaires developed

3rd Phas:

f

Data collection in Excel and subsequent analysis and interpretation, based on the key
skills identified by the company and the self-assessment that the staff themselves had
made of their skills

4th Phase:

f

Development of individual Training Pathway Result Reports

5th Phase:

f

Presentation of the Training Pathway Result Reports to the participating company

Qonclusions/ Lessans Learned by Gountry

Austria-WIFI

f

Due to the delay caused by the Covidl9, the contact with companies and the
development of training pathways for their started in the summer of 2021.

In Austria, the situation caused by the Covid19 caused delays in the development of
activities because many staff either were on holiday or had much activity to recover, so
companies were busy creating new strategies. WIFI contacted representatives of well-
known companies and organized meetings to present the pilot experience and

encourage their participationind % E}i S[e (E =+ u]v E+X

Only 10 companies out of 120 were willing to hold an interview despite the invitations
received and being regular users of the training offered by WIFI.

None of the 10 companies that answered filled in the questionnaires offered to develop
the training itineraries, due to lack of time and the work overload to face the COVID
crisis. Some mentioned that they were already digitalized and others that they could
have collaborated in another year, but not in this one after the Covid. However, WIFI
sent all the webinars materials to all companies for internal and private use.

Taking into account these circumstances, WIFI addressed more than 400 "start-ups"
companies, without great achievements either.

WIFI expanded the scope of the companies through a payment service to contact other
companies than the usual. No specific answers were received, although four companies
said they were interested in carrying out individual training pathways.

WIFI contacted another company in December 2021 to try to develop the pilot
experience, which was developed at the end of the project.
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f Currently, WIFI is processing all the data received from the company and preparing the
final report to present to the company and the project.

Bulgaria
Bulgarian Chamber of Commerce and Industry (BOQ):

f The employees were more or less inclined to improve primarily their digital skills.

~

D}es }( S8Z }u% v] e[ da%aot} Grganize internal trainings for
intergenerational knowledge transfer.

f Most of the SMEs train their staff by using the expertise of senior experts.

f The junior experts, on the other hand, improve the digital skills of the seniors (computer
literacy; digital platforms; software products, etc.)

f The employees are willing to improve their knowledge in sectors like Digital Marketing

f Most of the companies are willing to train more team leaders; this position is of crucial
importance to some SMEs, especially companies with outsourced activities.

f The SMEs managers are interested in finding free sources (like free courses and
trainings) to improve the skills and knowledge of their employees. For example, some
of the IT courses that the Telerik Academy offers, are free of charge.

f The managers tend to improve the knowledge of their employees, taking advantage of
Google digital tools (e.g., Google My Business).

-f The interviewed managers are interested in easing the work process, using platforms
that simplify and automate the work (Hootsuite platform, Cloud services, etc.)

For AHK Bulgaria:

f Although AHK Bulgarien contacted the selected companies for participation several
times, there was no response or willingness of the pilot companies to cooperate.

f Mailings, phone calls, online and b2b meetings were not effective.

f After many efforts, AHK Bulgarien contacted individually managers of the companies
trying to convince them to participate. The companies stated that the participation was
an additional workload during a time they were trying to save their business.

-f Another argument of the companies was that at the current time they did not have free
capacities to engage a person in filling the questionnaires because of the size of the
documents.
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f Other managers did not want to distract the employees, because theg wer
extremely occupied dut the COVIOY crisis management. Currently, they are
using all the capacities for tinevorking process. In some of the companies, they do
not have a person dealing with training. Therefore, the manager is responsible for
this field and kis constantly busy with the daily work and has no time for additional
Issues.

f These reactions are related to the fact that the members of AHK Bulgarien are already
used to cooperating in the implementation of the German system of dual education
as well known in Bulgaria. Some of the German companies in the country already
developed their own education and training centres for their employees.

Suweess Sories t BOA:

f Some of the companies will maintain mid-term or long-term relations with the
Bulgarian Chamber of Commerce and Industry.

f BCCI collaborated with some training centres, representatives from the Chamber and
the training centres agreed on organizing and conducting joint trainings (free of
charge and paid), supporting the SMEs and their employees on different subjects.

Czech Republic- Czech Republic Chamber of commerce (CCC)

f After a first approach to the companj€Cstablislied the line of work to be followed during
the pilot experienceCCCagreed with the rest of the CVETNET partners to use a telematic
questionnaire based on the methodology developed by CVETNET. The emphasisofocused
providing key information to the company managers regarding digitalization and
intergenerational learning. The design of the final report took into account the nedls of
companies and their HR in Czech Republic:

f The final report includes a summary report presenting the overall capabilities and gaps o
team, including a comparison between management and employee perspectives oaiita
intergenerational learning. Finally, the report includes an assessrhté competences and
the eventual training needs of each individual employee.

f CCC addressed individually to the companies. All of them were alsd tovite European
final conference of CVETNETLCC established a close cooperation with two companies (24 +
34 employees were engaged) and the methodology was also piloted in one of the Czech
Chamber of Commerce departments.

f Lessons learned - what the companies wanted/needed and expected from the assessment:

Managers assessed positively the support system for digital and generational learning.

f Some companies did not wanted/needad individual assessment of employees but an
evaluation of the whole team.
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f dZ }u% v] <[ uhighkghiiEhe utility of the results from the assessment based on the
CVETNET methodology. The most appreciated findings by managers were:

0 Gaps Identificatioon digital competences of employees/teams
o Notion of the need of the intergenerational learning by managers and employees

0o Recommendations of how to promote digital and intergenerational competences in
the company (based on the identified gaps in the organization)

Examples of the outputs from the assessment:
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Spain

The Chambers explained very well to the company's HR manager the objective of the
CVETNET project and, above all, the benefits they would obtain by participating in the
pilot test were key.

Getting the company to believe in the project and its usefulness was essential for the
success of the pilot test.

Coordination with the person responsible for HR of the company and obtaining their
complicity was very important to get the answers to the questionnaires in a timely
manner, as well as the design of the Results Report.

Sensitive and confidential information obtained from the companytteesdalways - to
be taken care of.

The COVID pandemic situation had prevented interviews with workers from being face-
to-face and it hinderedbtaining the information requested in the questionnaire.

The initially designed digital and intergenerational skills questionnaire had to be
adapted to the needs and requirements of the company.

The use of an online questionnaire based on the questionnaires developed as a
collection method had facilitated obtaining responses from workers.

The communication to the company of the CVETNET Training Pathways Results
Report had to be taken care of in detail. It neadssual presentation, with easy-
interpret graphics. Additionally, the tools should be accompanied by an explanation
by the person who did the presentation from the Chamber of Terrassa, which
triggered the internal analysis work carried out to show sustainable pathways for the
company.

The opportunity to carry out the pilot test has been very interesting for the company
since the company had obtained individual training pathways in digital skills and a
proposal for group training in intergenerational learning.

The process contained an opportunity for the Chamber to obtain knowledge and
practice on how to design training pathways tailored to the needs of companies,
which, in the near future, perhaps could become a new training service to be provided
to companies.
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CVEINET Gompany Meeting Checklists for the Interviewer
CVEINET Compary Training Assessment Checklists
CVETINET Individual Employee Training Pathways Checklists
CVEINET Training Pathway Result Report Sanple
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Digitalization is rapidly changing the way in which European companies are operating by
making some business models redundant while paving the way for new ones. New
technologies demand continuous efforts in up-skilling and reskilling of human resources.
Digital transformation does not only involve digitalization but new management skills, new
processes, new team management, new information management, other ways of
manufacturing, marketing, and communication as well. In addition, the irruption of the
AD]oo vv] o_ P v G §]}v ] Z ismjandgedzat IMES, Arjdow the human
resources must be managed.

Z P E]JvP s dE d[* Ju }( & Jv(}E JvP s dUhe3adh@&flthis E}ee |
handbook is to guide the assessment and implementation of innovative methodologies to
elaborate the individual CVET training pathways for staff and teams at SMEs. In this way, the
CVETNET project will}vS@E] U8 S} eU%o%o}ES Zpu v E }uE ¢f %o ¢
transformation, and with the involvement of different generations.

This part focuses on the meetings with the company where the responsible for activity should
introduce the topic. The meeting should last less than one hour and cover the following topics:

First, it would be necessary to locate and contact an SME and its manager or HerhprdR =« |
Manager. Second, the interviewer should introduce the CVETNET project and explain the pilot
phase, as well as the advantages for the company such as the free Train the Trainers guide
offered by the project.

(8 E §Z "D [+ E % E  v3 §]A atedn tRedpilot pBgseha GE® mpwting
eZ}uo e § ~}vo]Jv }E ]Jv % Ee}ve §} % V SBWAND pee VV o vV
strategies of the company regarding digitalization, the current employees and their status and
the possibilities of intergenerational and digital learning. The interviewer should also present
the forms to be completed by the SME and fix the date for the following meeting, and he/she
should always offer help and support for anything during the process.

At the end of the pilot phase, the responsible of the survey would arrange a final meeting with

§Z VSE % E v pyElu v P E S} %E& « vsS §Z "~dE(JEVBZW s5Z
stafffemployees. They would discuss the eventual implementation of the trainings and the
nomination of participants in the free train-the-trainer for staff online.
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Sthort Presentation of
CVEINET Project Am

BExplaration of the Alot
Phase

BEqlaration of Advartages
for the Compary

Forwarding of Sample
Training Pathway Report for
Individual Employees

Mentioning of Free Train-
the-Trainer for Their Stff
Online asa Reward for
Participation
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e

Slort Presentation of
CVEINET Project Aim (if
Additional Participants in
the Meeting)

Bxplaration of the Flot
Phase (if Additional
Participarts in the Meeting)

Discussion of Goalsand
Stiategies of the Company
and Regarding Digitalization

Discussion of Qurrent
Employeesand their Satus

Discussion of Generationsin
the Compary t Their
Knowledge and Attitude

Fathoming of
Intergenerational Learning
Possibilities

Fathoming of Rdevant Saff
to be Trained / Assessment

Check of their Qurrent and
Desired Functions and Tasks

Discussion of Bdisting
Training Programsin the
Company/ Bdternal
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T I

Formsto be Filled in by Saff
to be Trained and the
Company Manager / HR

Fixng a Date for Delivery
and the Stedule for the
Whole Process Induding
Next Meeting

Offering Help for the
Meartime (Online, EMail)
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o

Presentation of Training
Path Result Reportsfor the
Individual Employees

Discussion

Suggedtionsfor
Implementation/ Trainings

Nomination of Participants
in the Free Train-the-Trainer
for Saff Online
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The CVETNET project has designed this set of tools so that any SME could overhaul the current
*S (([* °l]ooes Vv }Xadge thewotential of strengthening them via intergenerational
collaboration and Digital Education.

The current economic environment offers so many uncertainties that SMEs should react
quickly to the changes and opportunities of@éby digital work tools. They should encourage

allthe employees as welltobe pros]A v Jvv}A 8]A & Jv(}&E JvPncesZz }37Z E]|
and skills to become stronger and more resilient to current challenges.

Teamworking, innovation and Digitalization are ideas that should pervade any activity of the
company. Consequently, training activities become essential to update and make each SME
stronger.

In this guide, the responsible of the activity will try to collect all the required information about
the SME in order to design the most suitable training pathway. This section is divided in
different needs regarding the strategies (digital and intergenerational) of an SME.

First, the interviewer should learn with the company about its strategy: Core values,
organizational structure, vision, COVID-19 effects, level of digitalization and training budget.

Regarding the analysis of the digital and intergenerational aspects of the SMEs, the interviewer
should note the following topics: it should be necessary to collect indicators about the different
generations in the SME, about teamworking and collaboration between different generations.
Inaddis]}vU 8Z Jvs EA] A & «Z}po (} pe }v EZE'DIRvV]PIZ 0 ASES |5
gaps that should be covered and strengthened.

In the final part of this chapter, CVETNET project offers a guide to assess and improve the
training activities of the company in order to make them more fruitful for entrepreneurs and
employees.
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e |swslommes

e I

Company ision

Company Mission

Company Core Values

Organizational Stucture
(Departments, Sze)

Qovered Markets / Business
BEnvironment

International/ National
Company

Number of Sibsidiaries and
Number of Saff Abroad

Hfects of Qurrent Economic
Stuation to the Compary

1 Compare: https://www.intrafocus.com/strategic-planning-checklist/
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TR I

Qurrent Srategic Priorities
& Perspectives

Fuure Goals t Intended
Results

Stkeholders Engaged

Funding Possibilities for
Training Meaaures

Responsible Person for
Digitalization in the
Compary

Level of Digitalization of the
Compary

2 Compare: https://www.intrafocus.com/strategic-planning-checklist/
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S

S

Stff Assessment (Number

of Employees, Departments
etc.)

Intergenerational Aspects:
Number of Saff by

Generation

Level of Intergenerational
Cooperation

Key Performance Indicators
(KRs) for Seff

Performance Appraisals

Stiategic Budget for Saff in
General

Strategic Budget for Saff for
Education and Training

Responsible Person for HR
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T

i

Onboarding Measuresfor
New Stff

Intergenerational/ Mentor
Training

Qurrent Assessments for
Promotion
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TR |Sewsjemes

INTERGENERATIONAL

STRATEGY | -

COMPANY

Are You Aware That Each
Proposed Policy / Decision
Affects All Generationsin the
Compary?

Do you Reduce
Intergenerational Gonflict in the
Workplace by Encouragng
Employeesto Recognize, Vdue
and Respect the Perspectives
and Exeriences of One
Another Across Generations?

Did You Develop an Age Profile
for Your Workforce, Using One
of the Exdsting Toolsor by
Qreating Your Own Audit?

Do You Recruit on Bagsof Age
or on Killsand Abilitiesto
Fulfill a Role?

Do You Offer Continuity for
Your Saff tby Reaining Xills/
Business Contads?

8 http://ageactionalliance.org/intergenerational-teams-the-futwfethe-workplace/

4 https://Iwww.gu.org/app/uploads/2018/06/Intergenerational-RepdivMI-Generationsn-the-Workplace. pdf
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INTERGENERATIONAL

STRATEGY I -
COMPANY

Do You Prefer a Rcher Mix of
ills/ Experience / Capabilities
in the Workplace to Cope with
New Tasks/ Change /
Opportunities?

Do You Hawe a Diverse
Intergenerational Mix of People
Reflecting Your Cd vi*Base?

Do You Qreate Opportunities
for All Employeesto
Understand the Importance of
Working asa Team to Achievea
Goal?

Do Your Employees Recognize
the Srengths of All
Generations, and How Each

P & v[-Unique Knowledge
Base and ills Assist the TeanT?

Do You Offer Hexible Work
Allowing for Working Carers,
and Give Younger People Time
Out to Pursue Other Interests
or to Get Bxdra Qualifications?

5 http://ageactionalliance.org/intergenerational-teams-the-futwfethe-workplace/

5 https:/iwww.gu.org/app/uploads/2018/06/Intergenerational-ReptivIMI-Generationsn-the-Workplace. pdf
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I

Do You Reward Hexible,
Adaptable Thinking of Saff?

Do You Trust Older Employees
That They Know What Works
and What Does Not?

Do You Qurrently Offer a Sills
Pool to Jose a Possible kills

Gap?

Do You Offer Training
Opportunitiesto Build
Employee Capadty (Workshops,
Qontinuing Education,
Qonferences, etc.)?

Do You Use a Knowledge
Transfer Sysem to Ersure That
the Sillsand BExpertise of
Veteran Employees Ramain
Organizational Assets
(Mentoring, Knowledge
Management Sygems, Written
Documentation, etc.)?

Do You Alow for Remote
Work?

7 http://ageactionalliance.org/intergenerational-teams-the-futwfethe-workplace/

8 https:/iwww.gu.org/app/uploads/2018/06/Intergenerational-ReptivIMI-Generationsn-the-Workplace. pdf
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I

INTERGENERATIONAL
STRATEGY V-
COMPANY

Do You Offer Brainstorming
Sessions for the Whole Teant?

Do You St Team Goals with
Roles, While Recognizingthe
Assets Each Member Brings?

Do You Help in Selecting New
TeamMembersin Case aTeam
Grows or Someone Leaves
Based onthe ills
Requirement?

Do You Proadively Support b
Sharing/ Hexible Rotations?

Do You Pradice Inter-
Generational kills Sharing, e.g.,
When You Recognize the Talent
of an Employee and You Ask
Him to Share His Experience
with Cther Saff?

Do You Team Saff of Different
Generations Together on
Purpose on Projects?

° http://ageactionalliance.org/intergenerational-teams-the-futwfethe-workplace/

10 https:/iwww.gu.org/app/uploads/2018/06/Intergenerational-ReptiviMI-Generationsn-the-Workplace. pdf
10
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I

INTERGENERATIONAL
SIRATHEGYV -
COMPANY

Do You Offer Intentional
Feedbadk to Employees Usinga
Variety of Communication
Formats?

Do You Revard Employees for
Exceptional Work Usng a
Variety of Incentives (e.g.,
Parking Privileges, Newdetter
Announcements, Awards,
Bonuses, etc.)?

Do Managers Receive Training
on Howto Increase
Communication Among
Generations?

Do Employees of Different
Generations Interact Informally
Inside and Outside of the
Workplace?

1 http://ageactionalliance.org/intergenerational-teams-the-futwiethe-workplace/

12 https:/iwww.gu.org/app/uploads/2018/06/Intergenerational-ReptivIMI-Generationsn-the-Workplace. pdf
11
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INTERGENERATIONAL

STRATEGY VI-
OLDER STAH-

Do You Offer aninvigorating
Environment for Older
Employees Where They Can
Leam Skillsfrom Younger
Members of the Tean?

CanOMlder Employees Pass Their

Bxperience on by Being a
Mentor / Capacity Builder?

Do You Offer Hexible Working t
Ftting in Care Possibilitiesand
Fllingin Shifts During Summer
Holidays/ Shool Qollection
Times, etc.?

CanOlder Staff Change Roles t
so Work Becomes Less Onerous
t e.g., by Reducing Working
Hours?

Do You Foger the Ability to

Keep Older Employees Working
and Earning Their Salaries?

Do You Offer Scrial, Health or
Wellbeing Benefits for Senior
Employees for Saying Active?

3 http://ageactionalliance.org/intergenerational-teams-the-futuwiethe-workplace/
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Do You Offer aninvigorating
Environment for Younger
Employees Where They Can
Leam illsfrom Older
Members of the Tean?

Can Younger Saff Leam Life
illsin Your Compary, e.g.,
Inter-Personal Sdlls from
More Experienced People?

Do You Promote Hexible
Working t Especially for
Parents?

Canthe Youngest Saff
Seadly Upgrade Their Role
asOlder Employees Phase
Out Raher ThanAnd
Themselves Promoted
Beyond Their Capahilities?

14 http://ageactionalliance.org/intergenerational-teams-the-futuwiethe-workplace/
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STAH-BEDUCATION |

Qurrent and Famed HR
Meaauresfor Internal
Training (Internal Trainer,
Academy)

Qurrent and Hamed HR
Meaauresfor Bternal
Training (E¢ernal Trainer)

Qurrent and Hamed HR
Measuresfor Open
Training at an Bdernal
Training Indtitute

Assessment of General
Training Needsin the
Gompary

Assessment of Training
Needsin Digitalization:
Sliled Saff

Assessment of Training
Needsin Digitalization:
Sdt Kills

Training Initiative(s) from
Seff Possible

General Xill Gapsinthe
Gompary
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T

General Xill Gapsinthe
Company Accordingto the

Respective Departments

Responsible Person for
Training Needs Assessment
fromHR

Communications Hanin
Education and Training/
Promotion
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TRAINING GAPS
IMPROVEMENT |

Make Leaming More
Flexible and Accessible

Choose the Rght LMS
(Leaming Management
Sysem, User-Friendly,
Tailorable Design, Content
and Delivery Options)

Offer Microleaming (Apps)

Motivate the Mamagersto
Get Involved

Rédlect Upon Future Kills
Need

Open Gontad with
Employees

Include Management in
Needs Assessment
Meetings

15 Compare: https://www.talentims.com/blog/six-ways-improve-ongoing-training-for-employees/
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TRAINING GAPS
IMPROVEMENT

Monitor the Performance
Before and After the
Training

Use Tools That Seve
Remote Workersand In-
Office Teans

Spport, Encourage ard
Offer Mentorship for
Employee Training

Use Webinars Instead of
In-Person Workshops

Sd Up aDiscussion Forum

Organize One-OnOne
Sessionswith Managers
and Mentors

Match Different Leaming
Optionsand Preferences
(Intergenerational
Leaming)

16 Compare: https://www.talentims.com/blog/six-ways-improve-ongoing-training-for-employees/
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TRAINING GAPS
IMPROVEMENT il

Design Qontent That
Combines Text, Graphic
and Video Hements

Offer Simple Exerdises
That Offer Quick Wins, to
Prepare for Larger Content

Offer Goss-Department
Training (for Better
Understanding Cther
Roles and Departments or
Common Goalg

Allow Intergenerational
Leaming (Reverse
Mentoring) to Build
Empathy and Team Sgirit
Within and Between
Departments

Organize Qollaborative
Online Opportunities
(BEmployeeswith Different
Shils Work Together to
SdveaProblem)

e Compare: https://www.talentims.com/blog/six-ways-improve-ongoing-training-for-employees/
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TRAINING GAPS
IMPROVEMENT IV

Ask BEmployees What
Training They Wart

Sd Up Leaming and
Devedlopment Goalsasa
Regular Part of Perfor-
mance Management

CQreate Smple (Convenient
and Private) Feedbadk
Chamels

Make Liberal Use of
SuveysDuring and After
Training

Gongtartly Improve
Ongoing Training with the
Best ToolsAvalable

18 Compare: https://www.talentims.com/blog/six-ways-improve-ongoing-training-for-employees/
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SALLSGAPANALYSS

Aaming: Identify the Skils
the Job Rajuiresand
Compare Themto an

ucC [ld ul* Huo
SHll Level

Identify Important ills
Valued in the Compary

Sllls Employees Need to
Do Their Jdos Well, Now
and in the Future

Measure Qurrent ills (by
Suveys Assessments,
Interviews, Performance
Reviews, Software)

Act onthe Data by
Training/ Hiring

19 Compare: https://resources.workable.com/tutorial/skills-gap-analysis
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This questionnaire is conceived as a way of detecting each individaayakibf each member of a
team that is being analyzed jointly with the Human Resources Manager or the Company Manager
according to the company size.

The company questionnaire is collecting all the background information to umdkte&acontext in
terms of Digital Transformation and intergenerational learning of the analyzed cpnies context
that is dynamic will lead to skills gaps and reskilling of the staff members of a team.

The present questionnaire is intended to be used with the members of a tedmsst be filled in by
the employees themselves who are members of the team (one questionnaire per employee).

The method of collection of each questionnaire must be agreed beforehand with treGoeRpany
Manager, with several possibilities:

1) Paper questionnaire collected by the company (HR or Company Manager in charge of it).
2) Online questionnaire collected by the company.

3) Paper questionnaire collected by the interviewer.

4) Online questionnaire collected by the interviewer.

These possibilities give way to different degrees of involvement of the company.

All gathered questionnaires of each individual will be analyzed by the tepamsésde of the Pilot,
leading to an individual training pathway of each employee member of the team.

The skills and competences profile of each individual in a tedgiwsilus the skills and competences
ANE J}IPE %ZC_ }( 3Z 3 uX dZ]eU 3}P 3Z @ A(EZSSZC JJE]%CEF E ~ =(}(
SME will lead us to reskilling and or upskilling individual training pathways.

The individual training pathways will be formulated in terms of learning outcomes.

The CVETNET training pathway result report is a deliverable for the HR/Company managjer that w
include a set of the individual training pathways.

In the CVETNET Handbook there is an example of template that is also includingfée texoeplate
to collect the main information of the skills and the skills needs detéaisdeach individual of the
team. The excel file is helping to visualize in the shape of a graphlth@ags of the team. These
graphs will be included as part of the CVETNET training pathway result report.
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Information and
Data
Gompetence
Digital
Teamwork
Virtual
Leadership
Business
Adminigtration
and Office
Management
Digtal Marketing
and
Communication
Dealing with
Common
Business
Sdtware
Dealing with
Sdes
Enablement
Sdutions
Interadionwith
Different
Technologes

1 CVETNET SME Human Capital Needs Conclusions Repor®20
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gesws |

Hexibility and
Adaptionto
Change

Time
Management
Remote
CGooperation
with the Team
Social
Networking
Problem Solving
with dients
Problem Solving
within the Team
Online
Negotiation
Techniques
Qustomer
Relationship
Management
Relationship
Management
with Institutions

Empathy
Appreciative
Communication

2 CVETNET SME Human Capital Needs Conclusions Repor®20
4
dZ]e % E}i § Z - vV (pv AlSZ sp%%}ES (E}u 3Z HE}% Vv }uu]ee]}vX

This publication reflects the views only of the author, and the Commission cannot be held responsible for any use which may
be made of the information contained therein.



e e

3FI'S<ILLSII

Online Seif-
Presentation and
Personal Attitude
Bhic Sklls
Speda Sales
Shlls

Workflow and
Process-Oriented
Thinking

Qritical Thinking
General Problem
Sdving

Digital
Bookkeepingin
General

Working with an
Accounting
Sdtware
Knowledge of
Respective
Legidation
Including VAT
Project
Management
Qustomized
Individual
Goaching

3 CVETNET SME Human Capital Needs Conclusions Repor®20
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4 Compare: http://myexceltemplates.com/employee-performance-revievehecklist/

6
dZ]e % E}i § Z - vV (pv AlSZ sp%%}ES (E}u 3Z HE}% Vv }uu]ee]}vX

This publication reflects the views only of the author, and the Commission cannot be held responsible for any use which may
be made of the information contained therein.



5 Compare: http://myexceltemplates.com/employee-performance-revievehecklist/
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: Smewhat :
Topic H Srongly Agree Disagree Srongly Disagree

BEMPLOYEE
INTERGENERATIONAL
ASPECTSI

Do You Prefer to Gooperate
with Qolleagueswith a Rch
Mix of ills/ Experience/
Capahilitiesto Cope with New
Taks/ Change
/Opportunities?

Do You Liketo Work asa
Teamto Achieve a Goal?

Do You Recognize the
Srengths of All Generations/
olleagues, and How Each

P @& v[-Unique Knowledge
Base and Kills Assststhe
Team?

Doees Your Gompany Offer
Hexible Work and Hexible
Working Times?

Are You Rewarded for
Hexible, Adaptable Thinking?
Do You Trust Older Qolleagues
That They Know What Works
and What Does Not?

Do You Trust Younger
Qolleagues That They Might
be an Expert in a Topic You
Are Not Sdlled in?

6 http://ageactionalliance.org/intergenerational-teams-the-futwfethe-workplace/

7 https://iwww.gu.org/app/uploads/2018/06/Intergenerational-RepMivMI-Generationsn-the-Workplace. pdf
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: Smewhat Srongly
o s S

BEMPLOYEE
INTERGENERATIONAL
ASPECTSII

Does Your Gompary Have a
ills Pool Where You Have
Accessto?

Does Your Company Offer
Training Opportunitiesto
Build Your Own Capadty
(Workshops, Gontinuing
Education, Conferences,
etc.)?

Do You Hawe Accessto a
Knowledge Transfer Sysdem
to Ensure That the killsand
Bxpertise of Veteran
Employees Remainin the
Comparny (Mentoring,
Knowledge Management
Sydems, Written
Documentation, etc.)?

Are You Allowed to Work
Remotely?

CanYou Take Part in
Brainstorming Sessions for
the Whole Teanm?

Does Your Company Set
Team Goalswith Roles, While
Recognizing the Assets Each
Member Brings?

8 http://ageactionalliance.org/intergenerational-teams-the-futwfethe-workplace/

® https:/iwww.gu.org/app/uploads/2018/06/Intergenerational-ReptivMI-Generationsn-the-Workplace. pdf
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: Smewhat Srongly
N

Does Your Compary Help in
Slecting New Team
Membersin Case Your Team
Grows or Someone Leaves
Based onthe Kills
Requirement?

Do You Hawe to Possibility to
Take Part in Job Sharing/
Flexible Rotations?

Does Your Canpany Alow for
Intergenerational Xills
Sharing, e.g., When They
Recognize the Talent of a
Oolleague/ Youand Ask Him/
Yauto Share His/ Your
Bxperience with Gther Saff?
Does Yaur Gompary Team
Saff of Different Generations
Together on Projects?

Does Your Gompany Offer
Feedbadk Using a Variety of
Communication Formats?

Do You Receive Training on
How to Increase
Communication Among
Generations?

10 http://ageactionalliance.org/intergenerational-teams-the-futwiethe-workplace/

1 https:/iwww.gu.org/app/uploads/2018/06/Intergenerational-RepdiMMI-Generationsn-the-Workplace.pdf
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: Somewhat :
Topic H Srongly Agree Disagree Srongly Disagree

BEMPLOYEE
INTERGENERATIONAL
ASECTSIV

Do You Interad with
Qolleagues of Different
Generations Informally Inside
and Outside of the
Workplace?

Can You be Awarded for
Exceptional Work with a
Variety of Incentives (e.g.,
Parking Privileges, Newdetter
Announcements, Awards,
Bonuses, etc.)?

Does Your Gompany Offer an
Invigorating Environment for
Older Employees Where They
CanlLeam ills from Younger
Members of the Tean?
CanOlder Employees Pass
Their Experience on by Being
aMentor/ Capadty Builder?
CanOlder Saff Change Roles
t so Work Becomes Less
Onerous te.g, by Reducing
Working Hours?

Does Your Canpany Keep
Older Employees Working and
Eaming Their Salaries?

12 http://ageactionalliance.org/intergenerational-teams-the-futwiethe-workplace/

13 https:/iwww.gu.org/app/uploads/2018/06/Intergenerational-ReptivIMI-Generationsn-the-Workplace. pdf
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Tobic Srongly Smewhat Srongly
P Agree Disagree Disagree

BEMPLOYEE
INTERGENERATIONAL
ASFECTSV

Does Your Comparny Offer
Sodal, Health or Wellbeing
Benefits for Senior
Employeesfor Stying
Active?

Does Your Company Offer an
Invigorating Environment for
Younger Employees Where
They CanLeam killsfrom
Older Membersof the
Team?

Can Younger Saff Leam Life
illsin Your Compary, e.g.,
Inter-Personal Sdlls from
More Experienced People?
Can Youngest Saff Seadly
Upgrade Their Role asOlder
Employees Phase Out Rather
ThanFAnd Themselves
Promoted Beyond Their
Capabilities?

14 http://ageactionalliance.org/intergenerational-teams-the-futwiethe-workplace/

15 https:/iwww.gu.org/app/uploads/2018/06/Intergenerational-RepdMMI-Generationsn-the-Workplace.pdf
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TRAINING PATHWAY RESULT RERORRENT STATE ... 2....
TRAINING PATHWAY RESULT RERORRENT STATE ll.ccovvviiiiii e 3.
TRAINING PATHWAY RESULT RERORRENT STATEL.LLL......ocovviiiiiiiieee, 4.
TRAINING PATHWAY RESULT RERORRENT STATE.IV....coovviiiiiieee, 5.
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Campany Logo

TRAINING PATHWAY RESULT REPORT t QURRENT STATE

1.

2.

3.
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1.
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Campany Logo

TRAINING PATHWAY RESULT REPORT t QURRENT STATEI

Performance :

GoalBased (Reaching
Individual Goals, Employe
Involvement)

Quality (of Work)

Hfectiveness (of Work)

Initiative & Improvement
(Setting the Tone, Taking
Training and Learning
Opportunities, Motivation)

! Compare: https://www.fool.com/the-blueprint/performance-metrics/
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Campany Logo

TRAINING PATHWAY RESULT REPORT t QURRENT STATE I

Time Management

Organization
Communication
Cooperation
Conflict Resolution
Listening

Leaming New Xills

Goal Sdting

Accepting Feedback &
Oonstructive Qiticism

Focus & Engagement

2 Compare: https://getsling.com/blog/area®f-improvement-for-employees/
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Campany Logo

TRAINING PATHWAY RESULT REPORT t QURRENT STATEIV

Digital ills

Sdt ills

Intergenerational Learning
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Campany Logo

TRAINING PATHWAY RESULT REPORT t AAPIRED STATEI

1.

2.

3.
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Campany Logo

TRAINING PATHWAY RESULT REPORT t AARIRED STATE I

Performance :

GoalBased (Reaching
Individual Goals, Employe
Involvement)

Quality (of Work)

Hfectiveness (of Work)

Initiative & Improvement
(Setting the Tone, Taking
Training and Learning
Opportunities, Motivation)

3 Compare: https://www.fool.com/the-blueprint/performance-metrics/
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Campany Logo

TRAINING PATHWAY RESULT REPORT t AARIRED STATEI

Time Management

Organization
Communication
(ooperation
Conflict Resolution
Listening

Leaming New ills

Goal Sdting

Accepting Feedback &
Gondructive Qriticism

Focus & Engagement

4 Compare: https://getsling.com/blog/areasf-improvement-for-employees/
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Campany Logo

TRAINING PATHWAY RESULT REPORT t AAPIRED STATE IV

Digital ills

Sdt Kills

Intergenerational Learning
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Campany Logo

Strengths Current State

Flexible and Adaptable _ 60

Problem Solving 40
strong Work Ethik / Diligent [JJJj 0
-10 10 30 50 70 90 110

Range: 0-20 Satisfadory - 21-50 Average - 51-80 Above Aserage - 81-100 Excellent

Weaknesses Current State Weaknesses Aspired State

Teamwork 40 Teamwork - 20
Decision Making & Judgement_ 60 Decision Making & Judgement 30

Communication - 10 Communication l 5

-10 10 30 50 70 90 110 -10 10 30 50 70 90 110

Range: 0-20 Nedigible - 21-50 Average - 51-80 Above Average - 81-100 Srong SAMPLE QURRENT/ AFAIRED STRENGTHS/ WEAKNESSESRESULTS
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Campany Logo

Performance Indicators Current State Performance Indicators Aspired State

Initiative & Improvement _ 60 Initiative & Improvement _ 85
Effectiveness of Work 50 Effectiveness of Work _ 70
Quiality of Work 40 Quality of Work _ 60

Goal Based 30 Goal Based 50

-10 10 30 50 70 90 110 -10 10 30 50 70 90 110

Range: 0-20 Satisfadory - 21-50 Arerage - 51-80 Above Average - 81-100 Excellent  SAMPLE QURRENT/ APIRED PEHRFORMANCE INDICATORSREAULTS
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Campany Logo

Focus Areas / Priority Current State Focus Areas / Priority Aspired State
Focus & Engagement 30 Focus & Engagementi N 5!
%S]VP & % 40 %&]vP & I 0
Goal Setting 30 Goal Setting IIININIGININIINIIIIIBEB@3@E 50
Learning New Skills 50 Learning New Skills IIINEGNSM@NEEEENNENNENENGNEGNN 70
Listening [N 20 Listening 40
Conflict Resolution 40 Conflict Resolution |GGG -0
Cooperation 30 Cooperation 50
Communication | IINIIIIE 0 Communication NI ©
Organization 40 Organization NG 60
Time Management I 20 Time Management 40
-10 10 30 50 70 90 110 -10 10 30 50 70 90 110

Range: 0-20 Nediigible - 21-50 Average - 51-80 Above Arerace - 81-100 Srong SAMPLE QURRENT AND APIRED FOOUSAREAS/ PRORITYREULTS
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Campany Logo

SAMPLE QURRENT/ AAPIRED MAIN AREA SILLSRESULTS
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Campany Logo

SAMPLE DIGTAL MARKETING AND ECOMMBERCE MANAGER TRAINING PATHWAY RESULTS
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Campany Logo

SAMPLE QUALIRCATIONS OF A DIGITALMARKETING AND ECOMMBERCEMANAGER

A Digital Marketing and eCommerce Manager Can

x Develop and execute an eCommerce sales strategy including ongoing development of websites, UlI/UX improvementgrGiR@; SEO,
upsells, new product launches and more.

Drive overall sales and profitability of eCommerce channels.

Oversee and manage the sites including products, content, promotions, and merchandising.

Implement, build, grow, and manage review and loyalty programs.

Manage email marketing campaigns in line with marketing and promotional activities.

Plan and execute digital marketing strategy including EDMS, Social, Paid Search, SEO and Content.

Drive increased ROAS.

Create, monitor, manage and optimize marketing campaigns across Google Ads, Facebook and Twitter.

Oversee the social media channels and work with our Content Producer on executing the social strategy and content plan.
Weekly and monthly reporting covering all key website and marketing metrics.

Work closely with customer service and warehouse team to implement efficiencies and improve overall customer satisfaction.

X X X X X X X X X X

In Addition, the Following Social and Other kills Are a Requirement

Expertise in the field of business administration and strategies to increase sales
Knowledge of the product range and the industry the company operates in
Verbal and written communication

Teamwork skills when dealing with affiliated departments and agencies
Assertiveness

Adaptability, as the digital world changes daily

X X X X X X
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