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INTRODUCTION 

 

Welcome to the Understanding My Journey (UMJ) Practitioner Guide. This section 

of the guide will introduce you to the UMJ Toolkit and its components before 

giving you a comprehensive overview of how the Toolkit can be integrated into 

your work with young people.  

 

What is the UMJ Toolkit and who is it for? 

 

The UMJ Toolkit aims to support young people to develop and map "soft skills" – 

the transferable skills that complement technical and academic skills. The 

difficulty in defining soft skills for professionals and young people highlights the 

importance of the UMJ project. Soft skills can have different meanings and 

interpretations depending on who you ask and the context in which they 

operate. For the purposes of the UMJ Toolkit and its resources, soft skills are 

defined as the skills that keep you in a job while technical skills are those skills 

that will initially get you the job.  

 

Any young person can use the Toolkit, but it is mainly intended for young people 

who are already involved in some kind of activity or project, such as study, youth 

volunteering projects, work experience or employability training. The Toolkit can 

also be used with young people who may be entering or have entered the labor 

market for the first time and have little to no employment history. Soft skills are 

also useful for relationships, active citizenship, and mental health. By trying out 

the Toolkit's techniques and activities alongside their chosen activity, young 

people can increase their skill levels and gain in self-confidence.  

 

The Toolkit uses the metaphor of a journey to engage and gamify the process for 

young people and encourages them to think of each soft skill as a mountain 

adventure – a steep climb but rewarding once they reach the summit and see 

the distance they've traveled. It has been developed in both a traditional paper-

based format and in an interactive web-based app format and focuses on the 

following 8 soft skills: 
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Positive Attitude – A positive attitude yields greater progress and hence more 

compensation or work perks. 

For example, you can demonstrate a positive attitude when you are having a 

very bad run of luck but you still say "Good morning!" rather than "What's so 

good about this morning?". A positive attitude means to smile and be friendly, 

not to complain and not to put up barriers, to be courteous and respectful to 

everyone all of the time, to do your part, to be on time, always make deadlines, 

and do what you promise, to avoid office politics and try to help your co-workers 

whenever you can. 

 

Communication - Communication skills are the tools we use to clearly 

and effectively converse with others, set expectations, and work with others on 

projects.  

For example, if we are communicating with a potential employer, we may need 

to send a formal email or call them on the phone. Depending on the situation, 

we may even need to send a formal, typed letter over other forms of 

communication. In the workplace, we may find it's easier to communicate 

complex information in person or via a video conference than in a long, dense 

email. 

 

Adaptability - Adaptability as a skill refers to the ability of a person to change his 

actions, course or approach to doing things to suit a new situation 

For example, offer to help out another team member if you notice that he or she 

is overloaded or volunteer to send materials or contents while a colleague is sick 

at home. 

 

Time & Energy Management - Time and energy management is the process of 

organising and planning how to divide your time between specific activities to 

improve your productivity. 

For example, know how you spend your time by keeping a time log or a planning 

tool. There is a wide range of personal planning tools. Managing time effectively 

requires a distinction between what is important and what is urgent.  

 

Work Ethic - Work ethic is a soft skill that is developed over time. 

For example, having a strong work ethic can mean striving to find a job we love, 

not shying away from hard work, always looking for ways to improve ourselves, 

and owning our mistakes. 

 

Problem Solving & Analytical Training - Problem-solving, along with decision-

making, is one of the most essential leadership soft skills. 

For example, a teacher will need active listening and communication skills when 

interacting with students, but will also require effective knowledge related to the  

 

https://www.careercontessa.com/advice/open-communication-workplace/
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contents he/she teaches. In many cases, a teacher will need to know when to 

find new ways of teaching and/or assessing a situation as part of the solution. 

 

Teamwork - Teamwork skills are the qualities and abilities that allow us to work 

well with others during conversations, projects, meetings or other 

collaborations. 

For example, in a group project, one person may be better at creating concepts 

while another has a keen eye for proofreading final documents. When everyone 

on the team uses their best skills, the collective strength of the team as a whole 

is stronger.  

 

Leadership - Leadership skills are highly sought after as they involve dealing with 

people in such a way as to motivate, enthuse and build respect. 

For example, a coach scheduled a meeting with the team to discuss strategies. 

First, the coach communicated their appreciation for all the team’s hard work 

during a challenging game/competition. Then the coach asked for the team’s 

assistance in identifying ways for them all to be more efficient – including the 

coach! The coach made it clear that this was a brainstorming meeting to come 

up with options – it was a safe environment for any input and suggestions. 

 

They spent an hour capturing ideas on a whiteboard, then voted on the five with 

the most potential. The coach then assigned each team member to do more 

research on how they might implement one of the ideas. The team members will 

probably respond very positively to this approach because they are being 

empowered to help find a solution. 
 

Why should young people develop these particular soft skills? 

 

While there are a great number of soft skills, these 8 skills, in particular, have 

been developed by the UMJ partnership after European wide research, which 

engaged young people, employers, youth workers and career guidance 

practitioners. These are the soft skills identified by the partnership as most 

essential to obtain and sustain employment and to complete further education 

and training. In many cases, employers consider these skills just as important as 

qualifications, and for some jobs, they might be even more important. 

Qualifications and technical skills are also key, but that's only part of the picture.  

 

Another issue is that soft skills are rarely taught at school, college or university. 

They need to be developed through experience in the real world. For young 

people without a solid work history, it can be difficult to show how they've 

developed these skills during activities outside of the classroom or workplace. 

The UMJ Toolkit will enable young people to reflect on their soft skills, develop 

and map them and ultimately demonstrate their soft skills journey.   
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What is the role of the practitioner?  
 

The UMJ Toolkit has been designed to be worked through independently in self-

guided sessions alongside whatever 'real life' activities young people are taking 

part in. However, some young people may need the support of a practitioner 

(such as a youth worker, teacher, lecturer, trainer or advisor) to use the Toolkit. 

A practitioner may also decide to use the Toolkit within a pre-existing group as 

complementary material. Within the Toolkit, young people are asked to measure 

their soft skills development through completing skills checks assessments and 

they may choose to compare their answers with those of a practitioner to reflect 

and get a second opinion on their progress. This practitioner guide has been 

created to help you as a practitioner get to know the UMJ Toolkit and navigate 

supporting young people to use the Toolkit either on an individual basis or in a 

group. The guide will cover some of the following aspects in more detail: 

 

 Tips on a timeline for Toolkit use 

 Guidance on using the Toolkit with individuals or in a group setting  

 Deciding to use the paper-based Toolkit or the app with young people 

 The Toolkit structure and suggested session plans 

 Common barriers to engagement and how to overcome them 

 Next steps and continued development activities  
 

The Toolkit is based on Non-Formal Education methods (NFE). In NFE, the trainer 

or facilitator works together with the participants on the topic, rather than 

having specific knowledge that the trainer needs to pass on. The group of 

participants in NFE can be different every time owing to the background, age, 

confidence, how the group works together, the skills and abilities of the 

participants and many other different factors. This means that workshops run in 

the style of NFE can be different every time, even when you have exactly the 

same time and space. So, a lot of the information and planning presented in 

these workshops can be used in a flexible way. Non-Formal Education 

encourages participants to be actively involved in the learning process and 

experience things they are learning about, rather than to pass this knowledge to 

them from one end to another. 
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Who has developed the UMJ Toolkit? 
 

Understanding My Journey is a European project and has been developed by 

organisations working to support young people in 7 countries. It is funded by 

Erasmus+ Programme. This is the European agency that promotes co-operation 

across Europe in education, training, youth volunteering, culture and sport. 

 

 
Republic of 

Ireland 
  Ballymun Job Centre  www.bmunjob.ie  

 United Kingdom   Rise International www.riseinternational.org.uk  

 
Portugal   ANESPO www.anespo.pt   

 
Italy    IFOA www.ifoa.it  

 
Greece   Action Synergy www.action.gr  

 
Croatia   OAZA www.oazainfo.hr  

 Poland   STRIM www.strim.org.pl  
 

 

The Toolkit is available in English, Portuguese, Italian, Greek, Croatian and Polish. 
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What is the Toolkit structure?  
Each of the 8 individual soft skills in the Toolkit follows a similar structure 

making it very user friendly for young people to develop multiple soft skills. 

 

 

 

In addition to these 7 components, there is also an Introduction & Guidance 

component and a Leaving the Journey component which will be covered in more 

detail in the "How to Use the UMJ Toolkit" section of this guide. 
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What are other UMJ resources available? 
 

The UMJ research is available to download from the UMJ website and includes 

methodology and focus group feedback. Check out the Understanding My 

Journey website at www.understandingmyjourney.eu.  

 

Here is where you'll also find the both the paper-based UMJ Soft Skills Toolkits 

available to download and print and a link to the interactive web-based app.   
 

How to Use the Toolkit: Basics 
 

This section of the guide will provide in-depth guidance on how to decide what 

setting to use the Toolkit in, which version of the Toolkit to use (paper-based or 

app), and timeline tips. It will also provide guidance on choosing a soft skill to 

develop and how to assess soft skill levels in young people using the UMJ Skills 

Check method. 

Practitioners/facilitators should complete the Toolkit activities and run through 

the app themselves to familiarise themselves with the structure before using it 

with young people. 
 

How much time is needed to work through each soft skill? 

 

While each individual or group will be different, we recommend that 

practitioners commit to at least 3-6 weeks to work on developing each soft skill 

with a young person. If the Toolkit is being used within a group setting this 

timeline will most likely be even longer, with a minimum of 6 weeks advised.  

The young person doesn't need to work on one skill at a time; they can work on 

several skills all at once. However, it's probably too much to work on all the skills 

at the same time, all in one go.  

 

We've designed the Toolkit to help develop soft skills in whatever 'real life' 

activities young people find themselves taking part in. Once the young person 

and practitioner have assessed and recorded the initial level of the chosen soft 

skill(s) using the skills check, the Toolkit gives tips and hints about how to 

develop the skill. The young person, with the support of the practitioner, will 

then decide on a set of actions that will let them practice the skills in real-life 

situations, and then record how things worked out. These actions will be over a 

period of weeks, as it takes time and repeated practice for skills to develop. After 

the weeks of practice, the young person will then reflect on how it has gone, and 

revisit the skills check and reflect on how they have changed. 
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Developing skills may not be a quick process, since the young person will have to 

develop the confidence to try out new approaches with other people, and then 

keep on reflecting and practicing until they feel they're improving and making 

progress. It is key to ensure young people are aware of the time commitment to 

this process and that change will not be instantaneous. Establishing realistic 

expectations from the outset of this process will be very important to ensure 

continued engagement and motivation from the young person using the Toolkit.   

 

Whether using the Toolkit with individuals or groups, we recommend that the 

practitioner conducts at least 3 sessions with young people over 3 – 6 weeks’ 

timeframe to:  

 

 

 

The practitioner may decide to conduct more sessions as necessary, especially if 

an individual requires a high level of support or if the UMJ Toolkit is a core 

element of a group's course content/curriculum.  
 

Should I use the Toolkit with a group or on an individual 

basis? 
 

The UMJ Toolkit is aimed at young people who will benefit from developing their 

soft skills while simultaneously tracking the development of these skills. The 

Toolkit, both in app and paper-based format, has been created using youth-

focused methodologies and strategies to enable young people to take 

ownership of this process and guide themselves through the activities. However, 

it must also be recognised that some young people require support and 

encouragement with these activities from a practitioner. Young people engage 

with practitioners in both one-on-one and group settings; therefore the UMJ  

(1) Introduce the Toolkit approach and complete 
initial skills check .

(2) Check on the participants’ progress and provide 
support.

(3) Complete the skills check again, reflect, and agree 
next steps.
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Toolkit has maintained a flexible nature to allow for use in both of these settings. 

This allows as many young people as possible to benefit from the Toolkit.  

 

If you are thinking of using the Toolkit with young people, you must identify 

which setting is best suited to them. To help you find the best setting for the 

young people you are working with, we have outlined some suggestions to help 

you profile their needs and capabilities, as well as your own available resources 

as a practitioner.  

 

Using the Toolkit with Individuals  

 

 This delivery method is best used with young people who have a well-

established relationship with their practitioner or youth worker. The 

practitioner's pre-existing knowledge of the young person and their skills, 

attributes and daily activities will be hugely helpful in assessing the progress 

being made by the young person while using the Toolkit. Without prior 

knowledge of a young person's skill levels or direct involvement in their 'real 

life' activity, it can be very challenging for a practitioner to accurately assess 

and indeed help the young person to assess the progress they've made while 

using the Toolkit.  

 

 This delivery method also benefits young people who feel uncomfortable 

discussing their skills in a group setting or who have high support needs. 

Young people who struggle with confidence, self-esteem, or even literacy 

issues may find that initially using the Toolkit in a one-to-one setting will 

support them to feel comfortable with the tools. It can also be used as a 

mechanism to raise their confidence and then gradually transition them to a 

group setting where they will have an opportunity to apply their newly 

acquired or improved skillsets.  

 

 The one-to-one delivery method can also be used effectively with young 

people who feel confident and motivated to use the Toolkit in self-guided 

sessions and do not require much support from a practitioner to complete 

the activities. However, it is still recommended that the practitioner conducts 

several sessions with the young person to offer support if needed and 

monitor progress. Specific guidance around the frequency and content of 

these sessions will be covered in more detail in the "Timelines" section of this 

guide. 
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Using the Toolkit with Groups 

 

It is very important to understand the group dynamic before using the Toolkit or 

app within a group. 

**Please note: It should always be remembered that the practitioner who 

chooses to use the UMJ Toolkit in a group setting should have significant 

facilitation skills in addition to their practitioner or youth work skills. This is 

important as facilitating a group appropriately and engagingly is key to 

successfully using the UMJ Toolkit particularly so that group members feel 

comfortable sharing their experiences and giving their opinions. Practitioners 

with a more formal approach should be aware that the methodology is non-

formal and should be directed by participants – there is a difference between 

facilitating and top-down teaching. 

 

In order to establish and maintain a strong rapport among group members, 

facilitators are encouraged to integrate the use of icebreakers and teambuilding 

activities while using the Toolkit. Icebreakers and teambuilding activities serve 

multiple purposes, including helping group members to relax around each 

other. A good icebreaker can relieve tension and build confidence among group 

members. Icebreakers are a useful tool for performing introductions and can 

help group members get to know each other (or learn something new about 

people they already know) and share their personal interests.  

 

Icebreakers can also prepare group members for the learning objectives of the 

session and provide a space for both the group members and the facilitator to 

share their expectations for the session. Finally, icebreakers and teambuilding 

activities often set the tone for the rest of the group session, so facilitators 

should ensure that these tones match to get group members in the right frame 

of mind. A variety of icebreaker resources can be found on the SALTO Youth 

Network website at https://www.salto-youth.net/tools/toolbox/search. 

 

 This delivery method would benefit a group of young people that is already 

well-established and have a good rapport and supportive relationships.  

 

 This delivery method would be useful for a group who can be facilitated to 

carry out joint activities to increase their chosen skill level. In a group setting 

the facilitator will find it difficult to track progress if each young person is 

using different skills and activities within the Toolkit. If the young people work 

on the same soft skill, they will also be able to provide each other with peer 

support. Participants could choose one skill as a group by voting or 

consensus. For best results, the practitioner should be able to devote at least 

3 sessions solely to conducting UMJ Toolkit activities within the group setting. 
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 This delivery method will require one-to-one check in's with each of the 

young people at key progress points of the Toolkit. This will require extra 

time resourcing from the facilitator and should be kept in mind when 

choosing this delivery method.  

 

 The group delivery method gives the facilitator the opportunity to guide the 

group through a skill together with peer support and then transition the 

individual group members to carrying out a skill by themselves at home. This 

is a great opportunity for further development and progression within a 

group. 

 

 The group delivery method particularly suits young people who may struggle 

with keeping track of all of the work and find working alone difficult. It allows 

for more exploration of the topic, specific contextualisation of the skills within 

the group activities, and support from their peers.  

 

Should I use the paper-based Toolkit or the app with young people? 

 

Practitioners should aim for a balance between the use of the app and the use 

of the Toolkit with young people. There are benefits from the use of each one 

and the proper combination of the two will yield the best possible results. 

 

The app provides the aspect of gamification. The user logs in and tries to 

complete levels as they try to "own" each soft skill mountain step by step. 

However, in order to go into detail in soft skill development, they will also need 

the paper Toolkit as the Toolkit goes more into depth and is also a point of 

theory reference during the development process. Moreover, with the paper 

Toolkit, young people can write down notes and questions more easily and for a 

longer duration. 

 

The app also provides users with a sense of mapping e.g. “I have developed 

three soft skills to this percentage”. In addition, the app makes the skills checks 

easy to complete and more fun, particularly as young people tend to use mobile 

devices more than printed material nowadays. The UMJ app will appear on 

users' mobile devices and serve as a reminder of their educational goal, which is 

in progress. 

Young people who begin the journey of soft skills development will have to be 

committed because it is a long-term process and it will take time.  

 

Therefore, combining the gamification and mapping factor of the app with the 

educational value and supporting theory of the Toolkit is the best way to start 

young people on this journey.  
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Choosing soft skills to develop 
  

The UMJ Toolkit is a comprehensive instrument for assessing, developing and 

mapping 8 different soft skills. Each of the 8 soft skills has its own dedicated 

section but uses the universal Toolkit structure. The sections are designed to be 

self-contained, but there are overlaps between all the different sections. 

Therefore, the sections can be used as a standalone activity or can be combined 

with multiple soft skills.  

 

If a practitioner is using the UMJ Toolkit with a young person for the first time we 

encourage you to try just one skill as an initial step, particularly with the paper-

based version. This allows time for both you and the young person to become 

familiar with the structure of the Toolkit and avoid becoming overwhelmed by 

the detail involved. If you have significant expertise with the UMJ Toolkit or are 

working with a young person who has a high capacity for engaging with such 

tools, then you may be in a position to work through multiple soft skills 

simultaneously.  

 

The UMJ Toolkit has been designed to allow the practitioner and young person 

to pick and choose the skills that are most relevant to the young person's 

journey and overall goals and objectives. There is no requirement to complete 

all of the soft skills, or indeed in any particular order, but we strongly suggest 

that young people start the journey with Positive Attitude. This provides a firm 

foundation for moving on to the other skills, and for staying motivated. Also, in 

the "Introduction and Guidance" section of the Toolkit there is a First Skills Check 

assessment to identify the starting point and which allows young people to try 

out a skill check before they start out on their journey. This might help you as a 

practitioner to support them in identifying where they should start and what 

they need to work on.  
 

Assessing a soft skill using a UMJ Skills Check 
 

In addition to completing the First Skills check, there are several points in the 

Toolkit where both the practitioner and the young person will be asked to 

complete skills check assessments to measure the young person's progress 

throughout their soft skills journey. Because of their nature, soft skills are very 

difficult to measure. We have used a very simple approach using just three 

levels. This system is kept as simplistic as possible to help a young person to 

categorise their progression easily and not be distracted by a complicated 

system of measurement: 
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The practitioner will be asked to assess the young person's level while the young 

person completes the same assessment. The same grading system is used for 

both the young person and practitioner assessments to make them easy to 

compare. In order to understand a young person's level, the practitioner will 

need to ask them to think about how well they currently practice ten aspects of 

the soft skill they are  

 

 

assessing. For each of the ten questions, they will consider the current level of 

skill that they practice, against one of the following scores: 

 

1. Never – I struggle with this 

2. Hardly ever 

3. Sometimes 

4. Usually, but not always 

5. Always – no problem 

 

It is a good idea to get the young person to start verbalising some examples of 

when/how they've demonstrated these skills to explain the scores they are 

giving themselves. This may help them properly frame skills they use regularly 

but would not have previously thought of as a trackable soft skill. It will also 

better guide your assessment of their skill. 

 

The Toolkit includes the use of spider's web graphs to give a picture of the 

results of the assessments of skills. The graph looks like a spider's web with a set 

of lines or spokes which start from the center of the diagram. Each spoke 

represents one of the ten aspects, with points 1 to 5 radiating out from the 

center.  

 

In order to produce the graph, mark the score that you recorded for the aspect 

against the relevant numbered spoke.  Both the practitioner and the young 

person will complete separate spider diagrams for their assessments. This 

diagram is particularly useful for young people who are visual learners and like 

to see an illustration of where they are at. It removes some of the traditional fear 

of numerical grading.  A completed example is shown here: 

 



14 

 

 

 

 

 

From this example, questions 1, 9 and 10 would be their weakest aspects and 

question 5 would be their strongest aspect. Completing the spider's web 

diagram can facilitate a useful conversation between the practitioner and the 

young person on what aspect they would most like to focus on. The practitioner 

can highlight areas where the young person already excels and base the start of 

the conversation on their capability to develop. From this positive, strengths-

based position, the practitioner and young person can then move on to discuss 

areas to potentially work on and bring up to the same standard as their 

strengths. 
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After completing each section of the Toolkit, the young person and practitioner 

will do the skills assessments again and draw new spider's web graphs to see 

how far they have traveled on their soft skills journey. In the below example, it's 

easy to see there has been an improvement in all aspects of soft skill. The 

second diagram (dotted line) is more 'round'. This indicates that the young 

person has been assessed as having better skills than before – it's easy to 

compare 'before' and 'after' by looking at this. 
 

 

 

 

 

 

 

 

 

 

 

 

Using the spider's web diagram is a good way to check in with the young person 

and encourage them to continue on the journey. Where there may be delays 

and little improvement, the practitioner should identify strategies with the young 

person to readjust and ensure their confidence is maintained throughout the 

process. It should be reinforced even if there is a decrease in their skills, it is 

nothing to worry about. This may mean that, even though the young person has 

developed some skills, they haven't been able to pay much attention to others. 

The young person might also have developed a better understanding of this soft 

skill and score themselves less well, because of this new (and better) 

understanding the second time. 

 

If using the Toolkit with a group, the practitioner may decide to initiate a 

discussion about group members' habits and values before having them 

complete a Skills Check. This will provide an element of peer support and assist 

group members in visualising the soft skills in a real-world context. Additionally, 

to add an interactive element to the group and promote a sense of team 

building, the practitioner could guide the members through an activity such as 

plotting out their spiders' web diagrams using string and ask them to help each 

other if members are comfortable sharing their responses.  
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A Skills Check Tracker is included as an Appendix to help practitioners record 

and track young people's skill levels at different stages in the Toolkit. 

 

Why does the young person need a second opinion? 

 

The UMJ Toolkit relies mainly on young people's participation in the self-

assessment process, but we suggest that, wherever possible, the young person 

involves another more experienced person who knows them well – ideally, the 

practitioner. If the practitioner does not feel in a position to accurately assess 

the young person's skills, they can also involve someone in a mentoring role like 

a teacher, youth worker, coach, or employment advisor. Although we 

recommend that someone in a professional or educational mentoring capacity 

complete the assessment with the young person, in some circumstances it may 

be more effective or appropriate for a friend or family member to complete the 

assessment. This choice should be made at the discretion of the young person 

and practitioner. If young people have positive relationships with peers and they 

are used to working together, peer-to-peer learning and assessment may be the 

best approach, but they would still need guidance/facilitation from a 

practitioner. 

 

If the young person's assessment of their own skills is different from the other 

person's, there should be a discussion about why their perspectives differ. It 

could be that the other person is unaware of the activities or responsibilities the 

young person takes part in outside of their time with them. Equally, the other 

person might think the young person is actually better at some of these skills 

than the young person thinks they are. If so, getting the opinion of someone else 

they trust can really boost their confidence and self-esteem. 
 

How to Use the Toolkit: Organising Toolkit 

Sessions 
 

As previously mentioned, it is recommended that the practitioner conducts at 

least three sessions with young people to facilitate their soft skills journey 

through the UMJ Toolkit. 

 

This section of the guide gives an overview of the components of the paper-

based Toolkit and the web-based app to help the practitioner organise these 

sessions with either an individual or a group. The practitioner can then decide 

how many sessions are necessary and plan a realistic timeline to use the Toolkit.  

A Sample Session Plan Structure for Individuals and Groups is included for 

reference. 
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Toolkit Components 
 

Each of the 8 soft skills within both the paper-based UMJ Toolkit and the web-

based app follow the same structure and have the same 7 components which 

are expanded on below. A separate section on the web-based app will explore 

how some of the components differ slightly in name based on the narrative of 

the app.  

 

Introduction & Guidance 

 

This component of the Toolkit provides young people with an introduction to the 

overall UMJ process and gets them thinking about why soft skills are important. 

This component also provides background about why UMJ was created and who 

can benefit from it. It gives a breakdown of the UMJ Toolkit Structure and also 

explains how to measure a soft skill using the UMJ Skills Check method. The 

Introduction & Guidance component also contains the First Skills Check. If 

working with an individual, the practitioner should guide them through 

completing the First Skills Check using the methods outlined on page 10. If using 

the Toolkit with a group, the practitioner should guide the group through 

completing the First Skills Check either as a group (if the participants are 

comfortable with this approach) or in individual sessions but may want to decide 

on one initial soft skill the whole group will complete together. Once the initial 

soft skill has been completed, the participants can then use the results of their 

First Skills Check to develop individual soft skills. The practitioner may decide to 

start with Positive Attitude as previously recommended or another skill that is 

more relevant to the group and its desired outcomes.   

 

Learning Outcomes 

 

This component introduces one of the eight soft skills and its importance. The 

learning outcomes introduces what participants will learn and achieve as they 

work through each component. The practitioner should reinforce the fact that 

soft skills development won't happen overnight and will take some time. The 

metaphor of the journey can be used to emphasise that there may be obstacles 

and that the road ahead may be challenging, but the practitioner is there to 

support the young person on the way. 

 

Learning outcomes are important as they provide a preview of learning, help to 

structure the learning process in learners' minds, and provide a means to 

evaluate progress at the end of the session and to reach conclusions. (E.g. Have 

the learning outcomes been met? Why/why not?) 
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Before the Journey – Skills Check 

 

This component requires the young person to self-assess their current skills 

level, along with an assessment from another person in their life (more than 

likely the practitioner who is supporting them with using the tool). It is important 

to remember that self-assessment can be a challenge for everyone, not just 

young people. Encourage the young people to think of reasons for their self-

assessment – this should be guided by a strengths-based interaction and not a 

deficit model. Ensuring the young person identifies their strengths and not just 

gaps to be closed is a key anchor to the UMJ methodology. Young people should 

name what they can do, not just what they cannot do. The practitioner should 

encourage young people to think of concrete examples of when they used a 

particular soft skill and describe how they used it. This may be a session that will 

take place in a one-to-one setting if the Toolkit is being used within a group 

setting. This allows for more privacy and individual support for the young person 

at this important first stage of the Toolkit. 

 

Continuing the Journey – Development Activities  

 

This component looks at the specific soft skill in more detail. It uses visuals to 

contextualise the soft skill and encourages young people to examine their 

current understanding of the skill. It also provides practical tips and actions for 

developing these skills and asks young people to complete exercises with a view 

to planning their next steps and taking ownership of their soft skills journey. The 

practitioner may need to provide young people with prompts or group activities 

to help them to formulate or articulate responses.  

 

Action Planning 

 

This component relies on the young person having some activities to carry out 

outside of the engagement with the practitioner and within their daily lives to 

develop soft skills. Where a young person struggles with identifying suitable  

activities, the practitioner may have to support them with coming up with ideas 

and plans for what they can do. In a group the practitioner may decide to 

conduct a group activity that makes tracking and mapping group progression 

much easier. This will also provide peer support within the group setting.  

 

Reflecting and Evaluating 

 

This component relies on the young person having completed one of the 

development activities in their daily life so they can reflect on how they've 

improved on the soft skill. Ideally, during one of the sessions, the practitioner 

will have checked in with the young person to ensure they are practicing the 

development activities. The young person will be asked to reflect on the activity 

they completed, if they followed their own advice on the skill, if they can use that  
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skill better now, and what new skills they will take with them and develop in the 

future. They may need assistance from the practitioner in order to complete this 

component, particularly if they have not been part of a group using the Toolkit.  
 

After the Journey – Skills Check 

 

Similar to the initial skills check, this aspect of the Toolkit will require specific 

practitioner intervention and guidance. Depending on the time spent on the 

Toolkit, along with the opportunities for relevant activities to be carried out to 

develop their skills further, young people will have varying outcomes. The 

practitioner should rely on their youth work methodologies for supporting the 

young person through this reflection to help them identify the learning and 

growth they have achieved over the course of the Toolkit. Completing this 

component is best facilitated in a one-to-one session but can be completed in a 

group at the discretion of the practitioner.  

 

Moving On 

 

This aspect of the Toolkit asks young people what new or improved skills they 

will take with them on their journey and asks them to explain how they can 

include these new skills in future situations like a job or training course 

interview. It also asks them to think about which soft skills they will work on 

next. It is recommended that the practitioner completes this part with young 

people to reinforce all the progress they have made or to offer guidance if the 

soft skill may need to be revisited.  

 

Leaving the Journey 

 

This aspect of the Toolkit should be completed once all 8 soft skills have been 

worked through. It asks young people to reflect back on their entire soft skills  

journey and think about things like their proudest moment, favorite activity, and 

biggest learning curve. They are also asked to give examples of how they 

improved each soft skill in the Toolkit and when they used them. Finally, they are 

asked to complete the Final Skills Check by referring to the First Skills Check and 

then comparing the results of both. Again, this aspect should ideally be 

completed in a session with the practitioner to support reflection on individual 

development and growth but can be delivered in a well-established and 

supportive group setting as well.   

 

Introducing the UMJ App 
 

The MountSkill app is the web-based application that accompanies the paper-

based Understanding my Journey Toolkit. The app transfers the educational 

material of the Toolkit to a multimedia format and creates a blended learning  
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approach by encouraging users to refer to the paper-based Toolkit while they 

use the app. The app takes the format of an adventure in a land full of 

mountains. The user is introduced to a map where each of the 8 soft skills is 

represented by a different mountain top. Every time a user chooses a mountain 

(soft skill) he starts climbing it. He reaches the mountain top only after 

completing the activities contained within each mountain. 

 

The app can be accessed at www.umj-app.eu.  

 

 

 

Getting Started with the App 

 

The user needs to complete several steps before they start using the app. First, 

the user needs to register for the app and select their language. Every time the 

user logs in, they will need to provide the username and password with which 

they registered. The only personal information they need to provide in order to 

register is their name and email address.  

 

Once they are registered, the user will be promoted to complete an initial skills 

check. They will be asked a series of questions concerning each soft skill through 

a multiple-choice format in order to help the user determine which soft skill to 

work on first.  

 

Based on the results of this skills check, the user will always see their initial score 

in each of the 8 soft skills (Orientation Evaluation) on their homepage map in 

order to remind them of their starting point and help to guide their soft skills 

development journey. They will also be able to see the progress they’ve made in 

completing each of the 8 soft skills.  

 

When the user enters a mountain, there is a top menu from which they can 

navigate through the different mountain levels (foothills, mentor, cave, camping,  
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climbing, mountain top). There is also a side menu where the user can view their 

settings and can visit pages and materials related to the Understanding My 

Journey project. 

 

The App Structure 

 

The different levels within the app follow the structure of the paper-based 

Toolkit. At the foothills level of each mountain there is an overview of the 

mountain and the user’s completion level (Progress) of the skill it represents.  
 
 

 
 

At the mentor level there is an introduction from the mentor. The mentor gives 

some first instructions concerning the development of the specific skill he or she 

represents. 
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At the cave level, the user learns that this is the place where answers can be 

found. The user completes the skills check before entering the cave. The user 

also has the option to give a friend/practitioner access to complete the skill 

check about the user so they can compare results. Once the user and the 

friend/practitioner complete the skills checks, a set of spider web diagram 

presents itself on the wall of the cave providing a visual representation of the 

user’s results in that particular soft skill. 

The same procedure (skills check and results) takes place again at the end of 

each mountain so the user can measure his development in each soft skill. 

 
 

 

 

At the camping level, the user is asked to complete development activities which 

include campfire stories (reading theory about the particular soft skill). 
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At the climbing levels, the user is asked to complete development activities and 

action planning exercises.  

 

 

 

The activities and exercises are presented within the app in two ways. The first 

one is through interactive, open-ended questions. The user writes their answers 

and has the option to save them so they can visit and edit them later. In this way, 

the user understands that the development of soft skills is a process that can 

always reach new heights. 

 

The second methodology is by presenting PDF excerpts from the paper-based 

Toolkit. In this way, the user makes the connection that the Toolkit and the app 

are meant to work together. A proper skillset development needs the app, the 

Toolkit, electronic and handwritten notes and lots of ‘real life’ activities in 

between to contextualise the UMJ tools and content. 

 

At the mountain top level, there is a reflecting and evaluating process to 

encourage the user to think about their journey. The user can go through each 

mountain as many times as they want. 
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App Instructions for Practitioners 
 

The MountSkill app is part of the educational process but is not as effective as it 

could be if it is used without the presence of the paper-based Toolkit and the 

facilitator. 

 

It is a tool that engages young people due to their everyday involvement with 

mobile technology and the visual way it maps their soft skills development. As a 

result of the app’s gamification element, the educational process becomes a 

journey and the user has a goal to reach the top level of the game. It’s important 

that the practitioner emphasises that the journey is more important than 

reaching the top - if the user skips the work just to advance to the next level then 

there is no gain. 

 

Also, the practitioners should monitor the process rather than guide it. Let the 

users choose what they feel they need to work on with the help of the skill 

checks in the app and paper-based Toolkit and monitor the user’s progress 

through their activities. 

 

App Data Storage Information 
 

Here you will find the answers to some common questions about General Data 

Protection Regulation (GDPR). 

 

Which personal data is collected and stored? 
 

The personal data requested for the use of the app includes the full name of the 

user, their email address, and a password selected by the user in order to access 

the app. The app also stores users’ answers to the various exercises as well as 

the skills check evaluations. This is to help the user track their soft skill progress 

and moreover enables the app to function as a notebook where exercises 

answers can be revisited. This data storage also allows the user to share their 

progress and answers with a facilitator when accessing the app together. 

 

How is users’ personal data used? 

 

The personal data gathered is not shared publicly. The user’s email address is 

only used to contact them about issues relating to the app (i.e. notifications 

when evaluations are completed, etc.). The data is also a tracking tool for the 

UMJ partnership to count the number of users who access the app (on a 

daily/monthly basis). 
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Where is the data stored and is it secured? 
 

The server used by the app developed (Action Synergy) is owned by Guru-Host. It 

is one of the largest organisations for online hosting in Greece with a strict policy 

for secure data storage. For more information visit their website at www.guru-

host.eu.  

 

How long is personal data stored? 

 

The UMJ app is an application that the UMJ partnership hopes will be sustained 

even after the conclusion of the project in late 2020. Therefore, the data 

collected will continue to be stored as long as the UMJ partnership agrees to 

continue supporting the function of the app.  
 

Sample Session Plan Structure  
 

The next section of the guide provides a suggested structure for organising the 

recommended minimum of 3 sessions with both individuals and groups. The 

practitioner may, of course, decide to deliver more than 3 sessions depending 

on the needs and/or time constraints of the individual or group. They are 

encouraged to use their judgment as a practitioner as they will know best how to 

support their participants and what they may or may not be capable of 

completing on their own and in what timeframe.  

 

While there is a clear structure and activities for the young person and 

practitioner to follow within each Toolkit component, the practitioner may also 

decide to add some of their own icebreakers or activities to facilitate the UMJ 

process i.e. role plays, jigsaw reading, or team quizzes. This is where the 

practitioner's skills working with young people really come to light and bring 

added value to the Toolkit being delivered by a practitioner and supporting 

young people on their UMJ journey. It is essential that your sessions are 

interactive and participative, to enable as much reflection as possible, and to 

ensure that the young people really take ownership of their skills development. 

Young people should not be brought together to simply work through the 

Toolkit on their own. 

 

If you are inexperienced in planning and leading interactive sessions, you can get 

lots of ideas from the SALTO Toolbox, a repository of free youth work and 

training resources from the European Union and beyond, in a range of 

languages at www.salto-youth.net.  
 

Session 1   

Objective Introduce UMJ Toolkit, define soft skills, identify initial 

soft skill to develop, and start UMJ process 

https://www.salto-youth.net/
file:///C:/Users/HUGO%20MARTINS/Desktop/feedback%20umj%20prationer%20guide/www.salto-youth.net
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Activities 

 

 

Support participant(s) to cover material in the Introduction 

& Guidance component  

Discuss with participants the importance of soft skills, 

create together a definition of soft skills and list the most 

important ones 

Guide participant(s) through First Skills Check 

Identify initial soft skill for the participant(s) to develop 

through a group vote or consensus 

Support participant(s) to cover Learning Outcomes 

component in initial soft skill  

Guide participant(s) through Before the Journey Skills 

Check and explain levels  

Introduce participant(s) to Development Activities and 

provide support with completing as needed 

Introduce participants to Action Planning activities and 

ensure a "real life" setting to practice activities has been 

identified (if not being carried out within the group) 

Confirm goals and expectations for the next session 

Modifications for group vs 

individuals 

If using with a group, the practitioner may need to take 

time after conducting the First Skills Check to choose the 

initial soft skill depending on the group's results 

If using with a group, the practitioner may decide to 

complete Before the Journey Skills Check with participants 

on an individual basis for privacy purposes and to compare 

the practitioner's own responses with the participant(s) 

If using with an individual, identify the "real life" setting the 

young person will use to develop soft skills. Suggestions 

include: 

 Work experience 

 Volunteering 

 Fundraising 

 Playing sports 

 Organising events, e.g. social or music events 

Goals to achieve by the next 

session 

Participant(s) should have completed Development 

Activities and Action Planning activities should be in 

progress 

Materials needed Introduction & Guidance component; initial soft skill 

element selected from Toolkit (i.e. Positive Attitude, 

Communications, etc.), icebreakers and additional activities 

as needed 
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Session 2 

Objective Ensure participants are progressing through the Toolkit 

activities and provide support 

 

Activities 

 

Review completed Development Activities and participant 

answers; provide clarity if needed 

Troubleshoot any issues participants may have with 

completing Toolkit activities (refer to the "Barriers to 

Completion" section in this guide for support) 

Check on Action Planning activities progress and provide 

support or additional resources to facilitate completion 

Confirm goals and expectations for the next session 

Modifications for group vs. 

individuals 

If using with an individual, reconfirm that their "real life" 

activity is an appropriate setting in which to develop the 

selected soft skill 

If using with a group, this session could be divided into 

several sessions – sessions focusing on a Development 

Activities review/feedback and sessions focusing on 

completing the Action Planning activities as part of the 

group's main activities or alongside supplemental material 

that contextualises the use of the soft skill 

Goals to achieve by the next 

session 

Participant(s) should have completed Action Planning 

activities and be prepared to reflect on their soft skill 

development 

Materials needed The initial soft skill element 

 

Session 3 

Objective Reflect on UMJ process and participant progress and agree 

on next steps 

Activities Review completed Action Planning activities and participant 

answers; provide clarity if needed 

Guide participant(s) through completing Reflecting and 

Evaluating activities providing perspective on their progress 

as needed 

Guide participant(s) through After the Journey Skills Check 

and review results as they compare to the Before the 

Journey Skills Check 

Guide participant(s) through completing Moving On 

activities 
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Modifications for group vs. 

individuals  

 

If using with a group, the practitioner may decide to 

complete After the Journey Skills Check with participants on 

an individual basis for privacy purposes and to compare 

the practitioner's own responses with the participant(s) 

Next steps Depending on the individual's or group's journey, the 

practitioner may choose to organise a final Leaving the 

Journey session or a new session to introduce the next soft 

skill to be developed  

Refer to the "Leaving the Journey" part of this guide for a 

sample session plan 

Materials needed The initial soft skill element 

 

Barriers to Completion 

 

As indicated in the session plan section, the practitioner may encounter 

challenges when trying to encourage young people to complete the UMJ Toolkit 

activities. Outlined below are some examples of common barriers and 

suggestions for supporting young people through these barriers.  

 

Barrier: Participants are not completing Toolkit activities. 
 

If a participant's progress is not being consistently monitored, they must show 

very high levels of self-discipline to complete the activities on their own initiative. 

Also, if a participant isn't given enough guidance or support, they may use the 

Toolkit incorrectly, which renders the Toolkit useless. 
 

Solution: The practitioner puts a system in place for monitoring Toolkit use and 

progress and devises session plans which consider the particular needs of their 

participants.  

 

 When introducing the Toolkit to participants, the practitioner should clearly 

outline the timeline for using the Toolkit and indicate when the minimum 3 

check-in sessions will take place. The practitioner should also indicate the 

expectations for tasks to be completed in each session. 

 

If using the Toolkit with an individual, the practitioner may decide to pre-arrange 

and confirm all of the check-in session dates during the first session. The 

practitioner and individual may also agree to have weekly online or phone 

check-ins in addition to the in-person sessions if a higher level of support is 

needed.  
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If using the Toolkit with a group, it is recommended that the 3 check-in sessions 

take the form of group sessions that are entirely devoted to completing Toolkit 

activities. The practitioner should also designate days to check in with group 

participants on an individual basis to monitor their progress or guide through 

activities that may require more one-to-one support, such as the skills checks.  

 

If the practitioner is aware that participants may require a higher level of 

support to understand and use the Toolkit, they should make appropriate 

arrangements. This may mean using the Toolkit over a longer period of time 

than 6 weeks, having more than 3 group sessions entirely devoted to the Toolkit 

activities, having more than sessions with an individual, or devoting sessions to 

learning how to complete a single Toolkit component such as the Skills Check.  

Again, the timeline and session plans outlined in this guide are merely 

suggestions – the practitioner should integrate the Toolkit into their work in a 

way that best suits the needs of their participants.  

 

Barrier: Participants lose interest in Toolkit activities. 

 

Participants may lose interest in the Toolkit for various reasons. Some may find 

the activities too basic or irrelevant and for others the timeline for using the 

Toolkit may be too long. In a group setting, the participants may be at different 

skill levels and this can sometimes cause frustration within the group dynamic. 

 

 Solution: The practitioner proposes a meeting in smaller groups without 

him/her so participants can work on skill together and share their opinions. 

 

Practitioners should be aware of the need to differentiate. Less able young 

people can be grouped or paired with a more able young person, or the Toolkit 

itself could be simplified. Practitioners shouldn't assume that young people will 

start motivated and then lose interest because of pacing, lack of differentiation 

etc. They might not start off engaged at all! In which case, preliminary tasks and 

discussions should clearly relate soft skills to them, their lives, and to what 

motivates them. When using the Toolkit with groups, the practitioner may decide 

to ask participants to work in smaller groups to complete the Toolkit activities 

where they will benefit from peer support. At the same time, they will have the 

opportunity to actually practice using their soft skills within the smaller group as 

they demonstrate communication and leadership skills. 

 

On an individual level, the practitioner may need to check in with the participant 

to ensure that the soft skill Toolkit they are using (i.e. Positive Attitude) is the 

most relevant to their current situation and readjust as necessary. The 

practitioner and participant may also decide to meet more regularly between 

agreed UMJ sessions.  
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As always, continuous follow-up is advisable to ensure participants are using the 

Toolkit correctly as seeing results and a change in their skill level can be a huge 

motivator to continue engaging with the Toolkit activities.  

  

Leaving the Journey 
 

Once the entire UMJ Toolkit has been completed, practitioners should support 

young people in completing the 'Leaving the Journey' component. This 

component will guide the young person towards their next steps. It may get 

them thinking about the possible benefits of returning to some of the other soft 

skills in the Toolkit and trying them again. The Toolkit is designed to create a 

cycle of constant development and learning for the young person, allowing for 

them to gain something extra each time they use the Toolkit. This design is 

particularly beneficial for young people who struggle with structured timelines 

and want to work at their own pace.  

 

Below is a session plan for completing the Leaving the Journey component along 

with suggested activities for the next steps. It may be easier to complete this 

component with young people in individual sessions to support reflection on 

development and growth and complete the Final Skills Check in privacy. 

However, if appropriate, it can be delivered in a group session, particularly if the 

group members have similar next steps to take.   
 

Final Session 

Objective  Finalise the journey and agree on next steps 

Activities  Guide participant(s) through activities that encourage 

reflection on the positive aspects of the UMJ process 

Guide participant(s) through activities that encourage 

reflection on how each particular skill was improved 

and how they used it 

Guide participant(s) through Final Skills Check and 

review results as they compare to the First Skills 

Check 

Facilitate a discussion to agree on next steps and 

ways to continue to develop acquired soft skills 

Modifications for group vs. individuals If using with a group, the practitioner may decide to 

complete Final Skills Check with participants on an 

individual basis for privacy purposes and to compare 

the practitioner's own responses with the 

participant(s) 

Materials needed Leaving the Journey, First Skills Check (within 

Introduction & Guidance component) 
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Next Steps  
 

It is important that whether using the Toolkit with a group or individuals, a plan 

is put in place to ensure that young people keep on practicing and using their 

soft skills. For a practitioner using the Toolkit with an individual, this may mean 

that they are now ready to join a course and try out their soft skills in a group 

setting. For a practitioner using the Toolkit with a group, this may involve adding 

supplemental activities to build on the participants' newly developed soft skills.  

 

Some suggested activities for continued growth could include: 

 

 Conducting mock interview sessions using the STAR method 

o STAR is an acronym which means discussing the specific Situation, Task. 

Action, and Result of the situation the participant is describing. 

 Facilitating CV workshop sessions so participants can add their soft skills 

using specific examples 

 Organising team quizzes or debates where teams are given different 

situations and must decide on the best course of action 

 

More resources and tools to encourage continuous soft skill development can 

be found on the SALTO Youth Network website at https://www.salto-youth.net. 

 

Last but not least, the practitioner should be sure to congratulate young people 

on all the progress they have made while completing their soft skills journey. It 

hasn't been an easy journey, but they've stuck with it and hopefully can see the 

benefits and a positive change in themselves and their skillsets.  

 

Congratulations! You've successfully guided young people through the UMJ 

Toolkit.  
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For more information and resources please visit our website 

www.understandingmyjourney.eu 
 


