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- Euroguidance Network aims to support guidance practitioners.

- Europass is a free set of online tools and information to support its users |
in their lifelong learning and career management.

- It was only logical that Euroauidance should offer a course to promote
Europass and improve the skills of guidance professionals across Europe.



What topics are
covered?

The course aims to provide basic training on
Europass platform and tools

Introduction to Europass: Europass to
present your skills and qualifications;
Searching for employment or education
opportunities in Europe

- Europass portal: Profile, CV and Cover
Letter

« Other Europass functionalities: Europass
Library, Digital Skills Test, Applications
Manager, My Skills, My Interests...

« How to use Europass with your clients:
Practical work with applicants, pupils,
students, employers...




What will you
achieve?

By the end of the course, you'll be able to...

recognize the purposes for which the
Europass tool can be used

identify the parts of the Europass tools
and the functions they are used for

create your personal Europass profile, CV
and cover letter, identify potential Iearnmg
and/or work opportunltles

advise different client groups on the
relevant Europass tools for their needs

support clients in developing their own
ersonal Euro ass profile, CV and cover
etter, as nee




Who is the
course for?

« This course is designed for guidance
counsellors in different settings: primary
and secondary schools, VET, higher education,
employment etc. wanting to enhance their
guidance skills and understand ways to use
Europass as a tool for guidance

« It is also suitable for other members of school
communities including teachers, youth
educators etc. who work with users who need
to identify their competences, present them in
a transparent way and apply for jobs or find
suitable learning opportunities throughout
Europe




Who developed the course?

Yvan Couallier, Euroguidance France
Sabina Skarja, Euroguidance Slovenia

Ilse Lore Schneider, Euroguidance Germany
Ralfs Spade, Euroguidance Latvia

Spela Pogaénik Nose, Europass Slovenia

Mia Trcol, Euroguidance/ Europass Croatia

Hosted on the online platform provided
by Euroguidance France,
www.euroguidance-formation.org

Self-paced & self-learning course

To participate fully in the course,
learners will need to register for free on
the Europass portal.

Registration for the eCourse is free and
all of the resources referenced in the
course are free to access.

6 euro | guidance



Let’'s get
inside the
course!
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Section 1

INTRODUCTION
TO EUROPASS

Purposes for which Europass can
be used

Components of Europass and their
functions

Presenting your skills and
qualifications

Planning learning
Brief overview of functionalities

aeuro | guidance
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1. Introduction to Europass (brief overview) -
<

Introduction to Europass

The new Europass portal is available at www.europa.eu/europass as a free online tool for presenting skills and planning your learning or career in Europe. The
platform is available in 30 European languages and serves as support to citizens to take the next step in their professional development. The aim of Europass is
to help citizens in Europe identify their competences, present them in a transparent way and apply for jobs or find suitable learning opportunities throughout
Europe. The Europass portal also provides information on the most important issues related to education and employment, including information on the
recognition of qualifications, their better understanding and comparison in different European countries. This makes Europass an important tool, not only for
those who want to apply for learning and work opportunities, but also for career counsellors and their clients, as well as employers and educational institutions
who need reliable tools and information to assess the competences and qualifications of applicants.

Being a pan-European platform that stores important documents and personal data, Europass places a great emphasis on data protection and user-friendliness.
It is important to highlight that Europass is a non-commercial and advertising-free service of the European Commission.

In the following section you will get an overall understanding of the different tools available on the Europass portal. You will be able to identify the purposes for
which the Europass portal and its functionalities can be used for different target groups.

Watch a video:

Europass: Your free personal tool for learning and working in Europe
(in German with English subtitles)

Turn editing on

Table of contents

¢ Introduction to Europass

o]

o]

© 0 0o 0o O o o

Purposes for which Europass can be used
Components of Europass and their
functions

Presenting your skills and qualifications
Planning learning

Europass profile

CV and cover letter

Learning opportunities in Europe

Job opportunities in Europe

Other functionalities (My library, My skills,
My interests)
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: Quiz navigation
Question 1 Which statements apply to the Europass?

Not yet 1]l 2][3]] 4
answered

Select one or more:

Marked out of

Ay [ Europass is a non-commercial and advertising-free service of the European Commission. Finish attempt ...

[ Europass helps with the preparation of application documents, career planning and the documentation of competences as well as

Flag
question the comparison of qualifications.

Start a new preview

& Edit [C]  Europass facilitates transnational learning and working within Europe
question

[  Primary target groups of Europass are pupils at the transition to school and work, students, trainees, job seekers and employed
people.

[ Europass is the only online-portal that integrates the education and job search in Europe on one platform. This makes it easier for
applicants to find jobs, education and training opportunities in Europe.



Europass Profile

« How to create, edit and share your
Europass profile

SeCthn 2 « How to use Europass profile as a guest

THE EUROPASS « Two-step login for Europass
P ORT AL Europass CV

* How to create a Europass CV as a
registered user/ guest

« How to edit, update and share your
Europass CV

« How to import your Europass CV created
in the old editor

Europass Cover Letter

 How to create a Europass cover letter as
a registered user/ guest

« How to edit your Europass Cover Letter:

some highlights
d euro | guidance
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2.2. Europass CV -

<>

Create a Europass CV as a registered user

The Europass portal offers its users many different ways of creating a CV. Users prepare their Europass CVs using the Europass CV Editor tool. The editing process
is the same both for guest users and registered users. When preparing their CVs through the CV Editor, users insert information into different sections of the CV
(e.g. personal data, work experience, education, etc.) one by one, and save each section before moving onto the next one. Once they are completely satisfied with
all the information entered in the CV, they select the desired template in which the CV will be displayed, name it and store it on their device, in the Europass
Library or publish it on the EURES portal. Europass CV can be made in several European languages.

Start from your profile: Registered Europass users can at any time create a number of different tailored CVs based on the selected or all data entered in their
Europass profiles. Based on the job opportunity they are applying for, users can determine which information from their Europass profile they want to include in
the CV. When they are completely satisfied with all the information they have entered, users can download their CVs in PDF format to their devices, and send or
share them with third parties.

Select from My Library: Users can also create their CVs based on an already existing CV stored in the Europass Library.
Import Europass CV: If users already have a Europass CV in PDF format, they can import it from their devices or from different applications.
Create a new CV: Users can also create completely new CVs using the Europass CV Editor.

Users start by entering their profile using their username and password via "Login to Europass" button. The username is the users’ email address, and the
password can always be reset in case a user forgets it.

europass Europass tools Learn in Europe Work in Europe About Europass Stakeholders ( Lognto Buropass )

Create CV

Create Cover Letter

Turn editing on

Table of contents

¢ Create a Europass CV as a registered user
e Create a Europass CV as a guest
e Edit and update your Europass CV



How to create a Europass CV?

Watch a video about how to create a Europass CV
(In Croatian with English subtitles):

izraditi

— Europass
=" Zivotopis?

L=
Regarder sur 2 Youlube ‘='



Section 3

OTHER EUROPASS
PORTAL
FUNCTIONALITIES

My Library: possibility to store files

Sharing Europass CV, profile and
files as web links

My Skills, My Interests

Receiving learning and work
recommendations

Sharing a Europass CV on the EURES
portal

Test your digital skills
Applications Manager
Information about learning and

work
6euro | guidance
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3. Other Europass platform functionalities

Additional functionalities for registered users
My Applications

Europass users can generate complete applications for study or job opportunities, which they can share with education institutions or employers using the My
Applications section of Europass.

In My Applications, users can group together different documents relevant for their study or job application and send it to their desired recipients as a single file
or a web link. Documents which can be added to My Applications folder include:

» Europass profile or CV

» Cover letter

» Certificates and diplomas

» Any other relevant documents, such as identity documents, visas, recommendation letters, etc.

My
Appllcatlor}s Q >

S

lleare ran <tart their annlicatinn by clickineg on Mvyv annlicatinne icon dienlaved in the ton or leftf menii of the main dacshhnard An annlication can alen he rreated

Cover
\_ette\'

Table of contents

e Additional functionalities for registered users
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My library: possibility to save files
Sharing Europass profile and files as web
link

Receiving learning and work
recommendations

Sharing my CV on the EURES portal

My skills, my interests

My Applications

e Additional functionalities for non-registered

users

o]

o]

Test your digital skills
Information about learning and work



. Examples of the use of Europass:
Section 4 Which target audiences does it

HOW TO USE e e
EUROPASS WITH « Guidance practitioners
YOUR CLIENTS « Educational institutions

« Students
« Counsellors in higher education
« Employers

6 euro | guidance
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4. How to use Europass with your clients 5 - Table of contents

Examples of the use of Europass:
Which target audiences does it

. . . . address?

Educational institutions « Applicants

e Guidance practitioners

e Educational institutions

e Students

o First stage: raising awareness of

9‘@&33152)8
)
v

In addition to their home environment, educational institutions (primary, secondary
and higher education) play a key role in supporting their pupils/ students in
developing their career management skills and strengthening their informed career

planning.
international issues and working on

the obstacles to mobility (1h)
o 2nd stage : Working on the Europass
platform (2h)
e Counsellors in higher education
e Employers

B >

Institutions can contribute to the career readiness of pupils/ students and empower
them to make a successful career choice, but it can also discourage them from
planning their future career. Experiences in primary and secondary education
strongly influence pupils'/ students' self-efficacy and work motivation. One of the
efficient methods school staff can use to help their students develop a strong sense
of efficacy includes continuous analysis of their individual characteristics, skills and
abilities.

B 9

Individual characteristics, skills and abilities of pupils/ students can be compared and

the so-called strengths of each pupil/ student can be identified - regardless of whether it is a student's attitude towards work and meeting their
school commitments, their general or specific knowledge, skills or interests. Pupils'/ students’ further development should be encouraged,
individual progress should be rewarded, and students should be encouraged to think about how to use their own characteristics, skills and
abilities in different areas of work.

What actions can educational institutions take to support the development of career management skills in pupils/ students?

e Making space for the development of the pupils’/ students’ career management skills in the school curriculum v



How do I get my
Completion
Badge?

. Europass .
. Coursefor
) Guidance ;
. Practitioners |

Participants wishing to get a digital
badge at the end of the course will
need to create a fully completed
Europass CV and share the
generated CV link in the
designated (private) space on the
learning platform.

After checking that the CV link
meets all the requirements,
platform administrators will award
the badge to the participant.

a euro | guidance
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=> GO on

6 euro | 8 U | d ance ORIENTATION AND TRAINING IN EUROPE L @

Discovering, Informing and Supporting Access to the platform
Careel’ MObIIItU & Username

assword

Enrn n v r e, N A 1D
Forgotten your usemame or password?

DINAMO

WELCOME TO THE EUROGUIDANCE NETWORK ECOURSE ON EUROPASS

Euroguidance France hosts a course about Europass on behalf on Euroguidance MTG 1 (European dimension in Guidance training platform).
The Euroguidance Network is a network of national resource and information centres for guidance. It is a co-operation of centres throughout

European countries which link together the Careers Guidance systems in Europe. To access the course, switch into English language, create an

account (créer un compte) or login and go to the category "Euroguidance Europe”.


http://www.euroguidance-formation.org/

a euro | guidance

=> On the bottom on the home page

Course categories

» Euroguidance France )
» Euroguidance Europe (s
> DIVers (a)

=) FEuropass course for Guidance Practitioners
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Thank you for your
attention!

For any questions, please contact us:



mailto:mia.trcol@ampeu.hr
mailto:ycouallier@ac-lyon.fr

