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Introduction

The EmpowerHer Training Program is a comprehensive capacity-building initiative
designed specifically for migrant women seeking to strengthen their professional and
interpersonal competencies within diverse and multicultural work environments.
Structured around five core modules—Communication, Cultural Sensitivity, Cooperation &
Teamwork, Problem Solving and Digital skills — the program supports participants in
developing practical skills essential for professional success and personal growth.

The course is modular and interactive, with a flexible duration that can be adapted
depending on delivery context (e.g. intensive workshops or extended sessions over
several weeks).

Learning objectives include enhancing communication abilities (verbal, non-verbal, and
intercultural), fostering inclusion and mutual respect, building effective team collaboration,
and developing adaptive problem-solving strategies. Digital skills have been involved too
due to their importance in our digital era. An additional module related to job search have
been added too in order to reinforce the capacities of migrant women in the processes of
self-marketing and recruitment.

The methodological approach combines theoretical input with experiential learning
through group discussions, role-plays, self-assessments, and real-life scenario simulations.
This blend of knowledge and practice ensures that the modules are interconnected and
reinforce each other, enabling trainers and participants to follow a cohesive learning
journey tailored to real-world challenges.

Let’s get




MODULE 1

COMMUNICATION



Effective communication is essential in both personal and professional settings, shaping the
way we connect with others and convey our ideas. It's a dynamic process that goes beyond
words and involves a wide range of verbal and non-verbal cues. Understanding
communication requires a deeper look at not only the words we speak but also the
body language, tone of voice, facial expressions, and cultural influences that contribute to
the message.

This section explores the various components of communication, with a focus on both
verbal and non-verbal communication. Non-verbal communication, such as body
language, facial expressions, and tone, plays a pivotal role in how we are understood and
how we interpret others. We'll also delve into the significance of professional etiquette,
including how dressing appropriately, using the right gestures, and maintaining eye contact
can make a difference in conveying respect and professionalism.

Additionally, we'll examine the cultural nuances of communication, highlighting how
gestures, expressions, and even body language vary across cultures. With a focus on both
understanding and mastering the skills of active listening, body language awareness, and
professional communication strategies, this section aims to enhance the ability to
communicate effectively in diverse and professional environments.

Through practical activities, real-life examples, and interactive discussions, participants will
gain the tools needed to navigate communication challenges, bridge cultural gaps, and
express themselves with confidence and clarity.




PART A: Foundations of
Communication

To develop strong and effective communication skills, it is essential to begin with a clear
understanding of how communication works, the forms it can take, and the challenges it
may involve. This section introduces the core principles of communication, highlights the
differences between verbal and non-verbal communication, and explores the importance
of active listening, recognizing communication barriers, and navigating cross-cultural
interactions. These foundational topics lay the groundwork for building effective
interpersonal and professional communication practices.

Communication is the exchange of information between a sender and a receiver through a
shared system of symbols, signs, or behaviors. The communication process includes:

e Encoding (formulating a e Reception (receiving the
message) message)

e Transmission (delivering the e Decoding (interpreting the
message) message)

Cultural and emotional influences can impact this process, leading to either effective
communication or misunderstandings.

Understanding Communication: Verbal vs. Non-verbal

Verbal communication uses spoken or written words, while non-verbal communication
includes facial expressions, gestures, posture, eye contact, and tone of voice. Both are
essential for effective communication, but cultural differences can influence their
interpretation. For example, maintaining eye contact is seen as respectful in some cultures
but may be considered confrontational in others.

Active Listening and Responding

Active listening is a skill that involves fully concentrating, understanding, and responding to
a speaker. It includes techniques such as paraphrasing, asking clarifying questions, and
providing feedback. Active listening enhances mutual understanding, builds trust, and
reduces misunderstandings.



Barriers to Effective Communication and Overcoming Them

Common  communication  barriers include language differences, cultural
misunderstandings, emotional barriers, and lack of confidence. To overcome these barriers,
individuals can use strategies such as simplifying language, using visual aids, practicing
patience, and developing cultural awareness.

Cross-Cultural Communication Basics

Cross-cultural communication involves interacting with people from different backgrounds
while being aware of cultural differences. It requires adaptability, open-mindedness, and
sensitivity to cultural norms. Communication styles, gestures, and expressions may have
different meanings across cultures. Misunderstandings often arise from assumptions or
unconscious biases, making it essential to approach intercultural interactions with curiosity
and respect. Being respectful, avoiding stereotypes, and using clear, simple language can
facilitate better communication. Additionally, active observation and willingness to learn
from others' cultural perspectives can significantly improve cross-cultural interactions.




% Activity 1: Non-Verbal
Communication Challenge

Objective:
To help participants recognize and interpret non-verbal communication cues and
understand cultural differences.

Instructions:

e The facilitator prepares a set of emotion cards (e.g., happiness,
sadness, anger, surprise).

e Participants take turns picking a card and expressing the emotion
through facial expressions, gestures, or posture (without speaking).

e Others guess the emotion and discuss how it may be perceived
differently in various cultures.

e Conclude with a discussion on the importance of non-verbal cues
in daily interactions.

Materials Needed:
Emotion cards or images Whiteboard or flipchart for discussion
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Activity 2: Active
Listening Role-Play

Objective:
To develop active listening skills by practicing effective listening techniques.

Instructions:

e Participants pair up. One person plays the “speaker” and the
other the “listener.”

e The speaker talks for 2 minutes about a personal experience,
while the listener uses active listening techniques (eye contact,
nodding, summarizing key points, paraphrasing).

e After the conversation, the listener repeats back the key points
to check for accuracy.

e Partners switch roles and repeat the activity.

e Group discussion on how active listening affects communication.

Materials Needed:
Timer or stopwatch List of suggested topics
for discussion

10



List of suggested topics for discussion




# Activity 3: Cultural
Interpretation Exercise

Objective:
To help participants recognize cultural differences in communication styles and
avoid stereotypes.

Instructions:

e The facilitator presents a list of common gestures or expressions _pu--y,
(e.g., thumbs up, nodding, handshakes, the “Ok” sign, crossed = /
arms, pointing with a finger, the “V” sign) and asks participants =
what they mean in their cultures.

e The facilitator asks the participants if they can share a typical I »-a

or often use gesture in their family, community or culture. _//\\ V
The other participants can share what does this gesture means in
their culture.
e The group discusses how the same gestures may have different &\/Z
meanings in various cultures. T
e Participants share  personal experiences of  cultural
misunderstandings and discuss how they were resolved. J—
e The session ends with key takeaways on being adaptable and ’(&/ \z;
respectful in cross-cultural interactions. R
Materials Needed:
List of gestures or expressions Whiteboard or flipchart for group

discussion
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PART B: Professional
Language Skills of
Communication

In professional settings, how we communicate is just as important as what we
communicate. This section focuses on the essential language skills needed to navigate
workplace environments effectively. It covers the use of appropriate business vocabulary,
professional writing techniques, presentation skills, interview communication, and adapting
language to different professional contexts. Mastering these skills enhances credibility,
fosters collaboration, and supports career development.

Professional language skills are essential for clear and effective communication in
workplace settings. These skills include using appropriate vocabulary, tone, and etiquette in
different professional contexts. Mastering professional language enhances credibility,
improves collaboration, and helps in conflict resolution.

KEY ASPECTS OF PROFESSIONAL LANGUAGE SKILLS INCLUDE:
» Using formal and polite language in workplace communication.

e Avoiding slang, jargon, or overly complex words that may cause
misunderstandings.

e Adjusting language and tone depending on the audience (e.g.,
colleagues, managers, clients).

1. Business Vocabulary and Common Phrases

Understanding and using business vocabulary correctly is crucial for effective
workplace communication. This includes profession-specific terminology, common
business phrases, and polite expressions used in professional interactions.

Examples of essential business phrases:

¢ Professional Introductions: “It's a pleasure to meet you.”
¢ Clarifying Information: “Could you please elaborate on that?”
e Requesting Help: “Would you be able to assist me with this task?”

13



e Handling Disagreements Diplomatically: “I see your point, but I'd like to offer
an alternative perspective.”

Using the right business vocabulary fosters professionalism and ensures smooth
communication across teams and departments.

2. Writing Emails and Professional Messages

Written communication is a fundamental skill in professional settings. Emails,
memos, and messages should be clear, concise, and professional.

Key elements of effective business writing:

e Subject Line: Clearly state the purpose (e.g., “Meeting
Reschedule: New Time & Date”).

e Salutation & Closing: Use professional greetings like “Dear
[Name]” and sign off with “Best regards” or “Sincerely.”

e Conciseness: Keep messages brief and to the point while
maintaining professionalism.

e Politeness & Tone: Use courteous language to maintain a
positive impression.

3. Effective Presentation Skills

Delivering presentations is a key professional skill that requires clarity, confidence,
and engagement. Effective presentations involve:

e Structuring content logically (Introduction, Main Points,
Conclusion). e
4

e Using visual aids such as slides or charts to support key
points or tools for including the audience in the
presentations like Kahoot.

e Engaging the audience through eye contact, gestures, and 9
interactive elements.
e Managing time efficiently to keep the presentation
concise and impactful.
¢ Practicing the presentation on your own (e.g., in front of
A\

a mirror) to get confidence in the gestures, timing and
transitions, etc. Making a video of oneself can also help
seeing things that might improvement.

Preparation and practice are key to delivering persuasive and professional
presentations.



4. Speaking with Confidence in Interviews and Managing
Inappropriate Questions

Confidence in interviews demonstrates competence and professionalism. Effective
strategies for interview communication include:

e Practicing common interview questions and formulating clear, structured
responses, for example, recording oneself when practicing possible interview
questions.

e Maintaining positive body language, such as sitting upright, making eye contact,
and speaking with a steady tone.

e Handling inappropriate questions professionally by redirecting the conversation.

Example: If asked an inappropriate question about personal life, respond with: “/
prefer to focus on my professional qualifications and how they align with this role.”

Confidence in interviews builds credibility and increases the chances of making a
positive impression.

5. Communication in Different Professional Contexts

Professional communication varies across different workplace environments.
Adapting communication styles to suit specific professional settings is essential
for success.

Examples of professional contexts:

e Office settings: Formal and structured communication through emails,
meetings, and reports.

e Customer service: Clear, polite, and solution-focused communication to resolve
customer issues.

e Negotiations: Persuasive communication with a balance of assertiveness and

diplomacy.

Understanding the communication expectations in different settings enhances
professionalism and workplace effectiveness.

15



Activity 1:
Professional Email Writing
Exercise

Objective:
Improve participants’ ability to write clear and professional emails with

appropriate tone and formatting.

Instructions:
e Participants receive different email scenarios (e.g., requesting
information, responding to a complaint).
e They draft a professional email based on the scenario.
e Pairs exchange emails and provide constructive feedback.
e The facilitator discusses best practices and common mistakes.

Materials Needed:
Writing materials or digital devices

Sample email scenarios

16
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List of suggested topics for discussion

8(.. ..............................

Requesting Information :

You need details about an upcoming
company event, including the schedule and
dress code. Write an email to the event
coordinator requesting this information.

8.(. ..............................

Following Up on a Meeting:

You attended a meeting with a potential
client and want to summarize key points
discussed and next steps. Write a
follow-up email.

8.(. ..............................

Declining a Request Politely:

A colleague asks you to take on additional
work, but your schedule is already full. Write
a professional email declining their request
while maintaining a positive tone.

3(. ..............................

Requesting Leave:

You need to take a week off for personal
reasons. Write an email to your manager
requesting leave and ensuring a smooth
workflow during your absence.

D= —
Apologizing for a Mistake:

You accidentally sent incorrect information to
a client. Write a professional apology email,
correcting the mistake and reassuring them.

8(.. ..............................

Responding to a Complaint:

A customer has emailed your company
about a delayed order. Write a professional
response apologizing for the delay and
providing a resolution.

8.(. ..............................

Requesting a Deadline Extension:

You are working on a project but need more
time to complete it. Write an email to your
supervisor explaining the situation and
requesting an extension.

3(. ..............................

Providing Feedback on a Proposal:

Your coworker has asked for your input on a
project proposal. Write an email offering
constructive feedback while maintaining a
supportive tone.

8(. ..............................

Addressing a Miscommunication:

A team member misunderstood a task
assignment, leading to confusion. Write an
email clarifying the expectations and
ensuring alignment moving forward.

3(. ..............................

Introducing Yourself to a New Team:
You've recently joined a company and want
to introduce yourself to your new colleagues.
Write a friendly and professional self-
introduction email.



Checklist of best practices and of common mistakes:

BEST PRACTICES:

Use a clear subject line - Example: Request for Meeting - Thursday, June 27

Begin with a professional greeting - E.g., Dear Ms. Ahmed, or Hello John,

State the purpose clearly in the first paragraph - Briefly explain why you are writing.

Be polite and respectful - Use phrases like "l hope this message finds you well," or "Thank
you for your time."

Use short paragraphs and bullet points if needed - Makes the email easier to read and
understand.

Close professionally - E.g., Best regards, Sincerely, Kind regards

Proofread before sending - Check for grammar, spelling, and tone.

Keep it concise and relevant - Stick to the main message. Avoid unnecessary
information.

Include hyperlinks where appropriate to refer to additional resources - E.g., “You can
find the project timeline here.”

Formatting for Digital Readability: Use standard fonts (Arial, Calibri, Times New Roman) /
Font size: 11-12 pt / Avoid text walls; leave white space between sections

! COMMON MISTAKES:

No greeting or too informal (e.g., “Hey!” or no name at all) - May come across as
disrespectful or careless.

Too much personal detail or emotional language - E.g., “I'm really upset and
confused and don't know what to do!!!”

Long, unstructured text without breaks - Hard to read and unclear.

Missing subject line or vague subject - E.g., “Hi" or “Important” without context.
Using slang or abbreviations - E.g., “Thx,” “u,” “lol,” “plz,” which are inappropriate
in formal emails.

Overly demanding or impolite tone - E.g., “You must respond ASAP.” (Instead: “|
would appreciate a response by...")

No clear request or next step - The reader doesn't know what is expected.

No closing or name - Leaving out a signature makes the email feel incomplete.
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T Activity 2: Business
Vocabulary Role-Play

Objective:
Enhance the use of business vocabulary and common phrases.

Instructions:
e Participants are divided into pairs or small groups.
e Each group receives a workplace scenario (e.g., introducing themselves in a
meeting, negotiating a deadline).
e They role-play the conversation using appropriate business vocabulary.
e The facilitator provides feedback on the clarity and appropriateness of the

language used.

Materials Needed:
Sample business phrases

List of workplace scenarios
/ \

|
k. _
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List of workplace scenarios

8<' ..............................

Introducing Yourself in a Meeting:
A new employee joins a team meeting
and has to introduce themselves
professionally, including their role,
background, and expectations.

D= ——
Handling a Difficult Client Call:

A customer is unhappy with a
service/product, and an employee has to use
professional language to handle complaints,
offer solutions, and maintain a positive
relationship.

8(. ..............................

Giving and Receiving Constructive
Feedback: A manager provides performance
feedback to an employee, and the employee
responds professionally, asking clarifying
questions and discussing areas for
improvement.

D S——
Handling a Workplace Conflict:

Two colleagues have a disagreement over
responsibilities on a project and have to
resolve it diplomatically while maintaining
professionalism.

= S—
Rescheduling a Meeting with a Busy

Executive: A team member has to politely
request to reschedule a meeting with a
senior leader, providing a professional
explanation and offering alternative times.

8(. ..............................

Negotiating a Deadline:

A team member needs an extension on a
project deadline and has to negotiate with
their manager while offering valid reasons
and potential solutions.

8.(. ..............................

Requesting a Pay Raise or Promotion:

An employee schedules a meeting with their
manager to discuss a salary increase or
career advancement, presenting their
achievements and justifications.

8(. ..............................

Networking at a Business Event:

Two professionals meet at an industry
conference and engage in a conversation
using appropriate small talk, discussing their
work, and exchanging contact details.

8(. ..............................

Pitching an Idea to a Supervisor:

An employee presents a new idea to their
boss, explaining its benefits and addressing
potential concerns while using persuasive
business language.

8(.. ..............................

Explaining a Process to a New Employee:
A senior team member guides a new
employee through a workplace procedure,
ensuring clarity and using business-
appropriate instructional language.



& Activity 3: Interview
Confidence Practice

Objective:
Develop confidence in interviews and practice handling challenging questions.

Instructions:
e Participants pair up and take turns as interviewer and interviewee.
e The interviewer asks both standard and challenging questions.
e The interviewee practices confident responses and handling
inappropriate questions.
e The group discusses effective techniques and feedback is provided.

Materials Needed:
List of common and challenging interview questions

Common Interview Questions: Challenging Interview Questions:

Tell me about a time you had a conflict

Tell me about yourself.
with a colleague. How did you resolve it?

Why do you want to work for this

, How do you handle criticism or feedback?
company?

Why is there a gap in your employment

What are your strengths and weaknesses? history?

Can you describe a time you faced a Describe a situation where you failed and
challenge at work and how you handled itz ~ what you learned from it.

What would you do if you disagreed with

in fi ? , -
Where do you see yourself in five yearss: your manager's decision?



PART C: Non-Verbal
Communication

Communication is not limited to words alone; non-verbal cues often convey just as much
meaning, if not more. This section examines the various forms of non-verbal
communication, including body language, eye contact, tone of voice, and appearance. It
also explores how cultural norms shape the interpretation of these cues, with reference to
high-context and low-context cultures. Understanding non-verbal communication is
essential for building trust, avoiding misunderstandings, and presenting oneself
professionally across diverse contexts.

Non-verbal communication refers to the ways people convey messages without using
words. It includes gestures, facial expressions, posture, eye contact, tone of voice, and even
physical space. Since much of human communication is non-verbal, understanding these
cues is crucial for interpreting messages accurately. Cultural differences can significantly
impact the meaning of non-verbal signals, making awareness and adaptability essential for
effective communication.

These cultural differences can be intimately related to the distinction between high-context
and low-context cultures that was introduced by anthropologist Edward T. Hall.!

High-Context Cultures

In high-context cultures, communication relies heavily on implicit messages, non-
verbal cues, and the surrounding context. Relationships and shared experiences
play a significant role in conveying meaning. Much is understood without being
explicitly stated.

Characteristics:
¢ |ndirect and nuanced communication
e Emphasis on non-verbal cues like tone, facial
expressions, and body language
¢ Strong reliance on shared experiences and relationships

Examples of countries with high-context culture:
¢ Japan, @ China, & Arab countries, ¥b Latin America

" Hall, E.T. (1976). Beyond Culture. Garden City, N.Y.: Anchor Press

.



2. Low-Context Cultures

Low-context cultures prioritize direct, explicit communication. Messages are
conveyed primarily through words, and understanding does not depend heavily on
the context or relationships.

Characteristics:
e Direct and clear communication
e Emphasis on verbal expression
e Less reliance on non-verbal cues

Examples of countries with low-context culture: N
®® Germany, 2 United States, a= Scandinavian countries -

1. Body Language and Professional Etiquette

Body language plays a crucial role in professional settings, influencing first
impressions and workplace interactions. It includes posture, hand movements, and
physical gestures that convey confidence, attentiveness, or nervousness. Maintaining
good posture, offering a firm handshake, and demonstrating open body language
can create a positive impression. Professional etiquette also extends to respecting
personal space, appropriate greetings, and understanding workplace-specific non-
verbal norms.

2. Eye Contact and Facial Expressions Across Cultures

Eye contact and facial expressions are powerful tools in communication, but their
interpretation varies across cultures. In Western cultures, direct eye contact often
signals confidence and honesty, whereas in some Asian and Middle Eastern cultures,
prolonged eye contact may be seen as disrespectful or confrontational. Similarly,
facial expressions such as smiling, nodding, or frowning can have different social
meanings depending on the cultural context. Additionally, norms around personal
distance and physical touch also differ widely: in some cultures, a handshake, hug, or
light touch on the arm is seen as friendly and appropriate, while in others, such
gestures may be considered invasive or inappropriate, especially across gender lines.
Understanding these variations helps prevent misunderstandings and fosters better
cross-cultural interactions.
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3. Tone and Voice Modulation

The way something is said can be as important as the words

themselves. Tone, pitch, and volume influence how a message is X
perceived. A calm and steady voice conveys confidence, while a
loud or high-pitched tone may indicate urgency or frustration.
Voice modulation—adjusting volume and tone to fit the context—
helps ensure clarity and engagement, whether in a formal .
presentation, a negotiation, or a casual conversation.

3

\ol

~

4. Dressing for the Workplace

Professional attire plays a key role in non-verbal communication, shaping
perceptions of credibility and competence. Dress codes vary by industry, company
culture, and geographic location. In corporate environments, formal attire is often
expected, while creative industries may embrace more relaxed dress codes . For
example, while in some industries visible piercings and tattoos are still a no-go,
they're nothing unusual in other workplaces. Understanding workplace norms and
dressing appropriately shows respect for the organization’s culture and enhances
professional presence.

24



2% Activity 1: Decodlnﬁ
BodyLan uage in the
Workplace

Objective:
To help participants recognize and interpret body language cues
in professional settings and understand their cultural variations.

Instructions:

The facilitator provides a list of common body language gestures (e.g., crossing
arms, leaning forward, maintaining an open posture).

Participants take turns demonstrating each gesture while the others try to guess
its meaning in a workplace context (e.g., is it showing confidence, defensiveness,
openness?).

After each demonstration, discuss how these body language cues may be
perceived differently across cultures or settings. For example, in some cultures,
crossed arms may suggest defensiveness, while in others, it could simply be a
sign of comfort.

Conclude with a discussion on how to use body language effectively in
professional environments to convey confidence, attentiveness, and respect.

Materials Needed:

Whiteboard or flipchart for group List of body language gestures: Crossing
discussion arms, leaning forward, maintaining an
- 3 open posture, avoiding eye contact,
. nodding, tapping fingers or fidgeting,
¢ smiling, mirroring gestures, checking the
time or the phone.
-
b =l

25



¥ Activity 2: Eye
Contact Experiment

Objective:
To understand the impact of eye contact on communication and how cultural
norms influence its use.

Instructions:
e Participants pair up and engage in a conversation while maintaining different
levels of eye contact (e.g., direct, minimal, or avoiding eye contact).
e Each partner reflects on how the interaction felt in different scenarios.
e The group discusses cultural differences in eye contact and the role it plays in
professional and social settings.

Materials Needed:
Discussion prompts Timer

a
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% Activity 3: Tone and
Voice Modulation Exercise

Objective:
To practice effective voice modulation and understand how tone impacts
message delivery.

Instructions:

e Participants receive a set of short sentences (e.g., “l need to talk to you,” “That
was interesting,” “I don't know").

e Each person delivers the sentences using different tones (e.g., excited, nervous,
annoyed, authoritative).

e The group analyzes how tone affects the perceived meaning of the message.

e Conclude with a discussion on using appropriate tone modulation in professional
settings.

Materials Needed:
Whiteboard for discussion

Printed sentence cards

27
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MODULE 2

CULTURAL SENSITIVITY



In an increasingly globalized world, cultural sensitivity is an essential skill for fostering
inclusive and respectful interactions in both social and professional settings. This module
focuses on understanding and appreciating cultural differences, equipping participants
with the awareness and skills needed to navigate diverse environments effectively.

Cultural sensitivity goes beyond recognizing differences—it involves developing an open
mindset, empathy, and the ability to adapt communication and behavior according to
cultural contexts. By exploring key concepts such as cultural awareness, interculturality, and
culture shock, this module will help participants deepen their understanding of cultural
dynamics and their impact on everyday interactions.

Additionally, the module will emphasize the role of cultural sensitivity in professional
environments. Through the Bennett Model of Intercultural Sensitivity, social and emotional
intelligence, and strategies for overcoming biases, participants will learn how to engage in
meaningful intercultural collaboration.

Through a mix of theoretical insights and interactive activities, this module aims to equip
learners with practical tools to foster culturally responsive behaviors in diverse workplaces
and communities.

30



PART A:
Foundations of Culture

In today's interconnected world, understanding what culture is—and how it influences
human behavior—is fundamental. This section examines the core elements that define
culture, including values, beliefs, traditions, and communication styles. It also introduces key
cultural dimensions that help explain differences across societies. Gaining insight
into cultural foundations promotes greater awareness, empathy, and adaptability in
diverse environments.

Culture refers to the shared values, beliefs, behaviors, and traditions of a particular group of
people. It shapes how individuals interact, make decisions, and interpret the world around
them. Culture is not innate but learned and transmitted from generation to generation
through socialization. While culture is often associated with ethnicity or nationality, it also
includes a wide range of subcultures—such as those based on music, profession, gender
identity, sexual orientation, religion, age, or social interests (e.g., youth culture, queer
communities, artistic circles). These subcultures exist within larger societies and can
influence communication styles, family dynamics, social norms, and professional etiquette.
Understanding both dominant cultures and subcultures is essential for effective and
respectful interaction in diverse social and professional environments.

DIMENSIONS OF CULTURE*
Culture can be broken down into several dimensions, including:

e Individualism vs. Collectivism: Individualistic cultures emphasize personal autonomy and
achievement, while collectivist cultures focus on group harmony and cooperation.

e Power Distance: Cultures with high power distance accept unequal power distribution,
while those with low power distance strive for equality.

e Uncertainty Avoidance : Some cultures prefer structure and rules to reduce uncertainty,
while others are more open to ambiguity and change.

e Competitive vs. Cooperative Orientation: This dimension explores the extent to which a
culture emphasizes competition, achievement, and assertiveness versus collaboration,
care, and consensus-building. While these traits are sometimes stereotypically associated
with masculinity or femininity, they are better understood as differing cultural values rather
than gender-specific behaviors

% Hofstede, G. (1980). Culture’s Consequences: International Differences in Work-Related Values. Beverly Hills,
CA: Sage Publications.
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1. Definition of Interculturality

Interculturality refers to the interaction between people from different cultural
backgrounds, and the processes involved in fostering mutual understanding and respect. It
emphasizes the exchange of ideas, perspectives, and values to bridge cultural gaps.
Intercultural interactions are important in globalized societies, where individuals often
interact with people from diverse cultural settings. The goal of interculturality is to create
spaces where individuals can interact harmoniously, respecting each other's differences
and working toward shared goals.

2. Culture Shock and Its Stages

According to the anthropologist Kalervo Oberg’, Culture shock is the feeling of
disorientation and anxiety that individuals experience when exposed to a culture different
from their own. This can occur during travel, migration, or when living in a foreign country.

The stages of culture shock often include:

1. Honeymoon Stage: In this initial phase, individuals feel excited and

fascinated by the new culture. Everything seems interesting and exotic.

2. Frustration Stage: As time goes on, the novelty wears off, and b §
individuals may begin to feel frustrated or overwhelmed by the =
differences between their own culture and the new one.
Communication barriers, unfamiliar customs, and different
expectations can contribute to this stage.

3. Adjustment Stage: At this point, individuals begin to adapt to the
new culture. They start to understand the norms, develop coping
strategies, and integrate some elements of the new culture into their
daily lives.

4. Mastery Stage: In this final stage, individuals feel comfortable and
competent in the new culture. They can navigate their environment
with ease, feeling confident in their ability to interact and function

effectively.
—

® Oberg, K. (1960). Culture shock: Adjustment to new cultural environments. Practical Anthropology, 7,
177-182.
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1 Activity 1: Cultural
Dimension Mapping

Objective:
To help participants understand cultural dimensions and how they influence
behaviors and communication styles.

Instructions:

e The facilitator introduces the four cultural dimensions
(individualism vs. collectivism, power distance, uncertainty
avoidance, competitivity vs. cooperation).

e Participants work in groups to map out examples of their
own cultures in each of these dimensions.

e The groups discuss how these dimensions influence
communication and behavior in various cultural contexts.

e Conclude with a reflection on how cultural awareness can
improve cross-cultural communication.

Examples for inspiration:

Individualism vs. Collectivism ‘ Power Distance ‘

Germany — Tends toward individualism. France — High power distance. Hierarchies
Independence and personal responsibility
are valued; professional roles are often

clearly defined.

are more formal, and status often plays
a strong role in communication and decision-
making.

Competitivity vs. Cooperation ®
Cyprus — Cooperative. Warmth, empathy,

Uncertainty Avoidance ®
Portugal — High. People may prefer stability

and routines, and ambiguity can cause
discomfort.

and care for family/community often
take precedence over competition.

Materials Needed:
Flipchart or whiteboard for mapping cultural dimensions

Markers or pens
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12 Activity 2:
Intercultural Role-Playing

Objective:
To practice intercultural communication and explore different cultural
perspectives.

Instructions:

e Participants are divided in groups of 3 or 4.

e Each group will work together on a communication scenario involving individuals
from different cultural background. They will discuss how cultural norms, values,
and communication styles might affect the interaction.

e Each group defines the two people involved in the interaction (e.g., a manager
from Country A and an employee from Country B) and maps out possible actions
and reactions from both cultural perspectives.

e Participants should consider differences in formality, gestures, eye contact, tone
of voice, hierarchy, gender roles, and decision making.

e The group then prepares a short version of the interaction, either:

e As a brief script to be read aloud,
e Or as a low-pressure role-play, if they feel comfortable.

Emphasis is on showing how cultural differences influence
communication—not on acting skill.

e After presenting or reading their scenario, each group reflects on the interaction,
discussing:

e What cultural misunderstandings or challenges arose?
e What strategies could improve mutual understanding?

e How could each person adapt their communication to be more
effective?

Materials Needed:
Timer for each role-play session

List of role-play scenarios
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List of role-play scenarios

Business & Workplace Scenarios

Business Negotiation - Two
professionals from different cultures
negotiate a deal. One prefers direct, assertive
bargaining, while the other values
relationship-building before discussing terms.

discusses a project. Some members prefer to

Team Meeting - A multicultural team

speak openly, while others hesitate to voice
opinions unless asked.

Office Socializing - A new employee is
invited to an informal after-work gathering
but comes from a culture where work and
personal life are kept separate.

Job Interview - A candidate from a differen’

cultural background applies for a job. The
interviewer expects self-promotion, while the
candidate’s culture values humility.

manager provides constructive criticism to an

Giving and Receiving Feedback - A

employee. In one culture, direct feedback is
expected; in another, indirect and
diplomatic feedback is the norm.

Social & Everyday Life Scenarios

First Meeting & Greetings - Two people ®
from different cultures meet for the first

time. One expects a handshake, the other
prefers a bow or no physical contact.

Dining Etiquette - Two people share a
meal. One culture values eating everything
served as a sign of respect, while another
sees it as acceptable to leave food on the
plate.

Hosting a Guest - A host invites someone ®
from another culture to their home.
Differences in hospitality customs, food
etiquette, and gift-giving expectations arise.

Public Transportation Etiquette - A
person from a culture where talking to
strangers is normal sits next to someone
from a culture where silence is preferred in
public spaces.



Time Management - One person expects ‘

punctuality, while the other is from a culture
where schedules are more flexible. They
must coordinate a meeting time.

Family & Personal Scenarios

Family Gathering - A person from a ® Gift-Giving Customs - A person gives a ®
collectivist culture (where extended family is gift to someone from another culture but is
deeply involved) interacts with someone unaware of customs (e.g., color symbolism,
from an individualistic culture (where how the gift is opened, or whether it should
personal space is prioritized). be refused initially).

Celebrating Holidays - Two friends ® Expressing Gratitude - In some cultures, ®

discuss their respective holiday traditions saying “thank you” frequently is expected,

and navigate whether certain greetings, while in others, gratitude is expressed

customs, or foods are appropriate. differently (e.g., through actions rather than
words).

Handling Disagreements - A ®

disagreement arises between two people.
One prefers direct confrontation, while the
other avoids conflict and values maintaining
harmony.




Activity 3: Culture
Shock Reflection Exercise

Objective:
To help participants reflect on their own experiences with culture shock and
understand its stages.

Instructions:
e The facilitator asks participants to reflect on any past experiences of traveling,
working, or living in a different culture.
e Participants write down their experiences and identify which stage of culture
shock they encountered (honeymoon, frustration, adjustment, or mastery).
¢ In small groups, participants share their experiences and discuss how they coped
with culture shock.

e The group concludes with strategies for managing culture shock and promoting
positive intercultural experiences.

Materials Needed:

Pen and paper for reflections Flipchart for group discussion
[F 5l
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PART B: Definition and
Importance of Cultural
Sensitivity in Professional
Settings

Working and interacting across cultures requires more than awareness—it demands
mutual understanding and meaningful engagement. This section explores the concept of
interculturality, focusing on how individuals from different cultural backgrounds
communicate, collaborate, and build respectful relationships. Emphasizing dialogue and
shared learning, it highlights how interculturality supports inclusion and cooperation in
multicultural settings.

Cultural sensitivity in the workplace refers to the awareness, understanding, and respect for
cultural differences among colleagues, clients, and customers. It involves recognizing that
individuals may have different values, beliefs, customs, and communication styles based on
their cultural backgrounds. Cultural sensitivity is crucial for fostering an inclusive and
respectful environment, minimizing misunderstandings, and promoting teamwork. A
culturally sensitive workplace enhances employee satisfaction, encourages diverse
perspectives, and strengthens relationships within teams.

1. Bennett's Model of Intercultural
Sensitivity
Bennett's Developmental Model of Intercultural

Sensitivity (DMIS)* explains how individuals’
understanding and awareness of cultural differences

evolve over time. The model describes six stages of

intercultural sensitivity, ranging from ethnocentric
stages to ethnorelative stages. -

* Bennett, M. J. (1993). Towards ethnorelativism: A developmental model of intercultural sensitivity. In
R. M. Paige (Ed.), Education for the Intercultural Experience (pp. 21-71). Yarmouth, ME: Intercultural Press.
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1. Denial - Individuals are unaware of
cultural differences and may not recognize
them at all.

2. Defense - Individuals acknowledge
cultural differences but view them as
negative or threatening. They may exhibit
behaviors like stereotyping or prejudice.

3. Minimization - Individuals believe that
although cultural differences exist, they
should be downplayed. They may assume
that everyone is essentially the same.

4. Acceptance - Individuals begin to
recognize and appreciate deeper cultural
differences, such as communication styles
and values.

5. Adaptation - Individuals develop the
ability to shift their
communication to interact more effectively

behavior and
with people from different cultures.
6. Integration - Individuals can deeply

engage with people from multiple cultures
and integrate cultural differences into their

interactions naturally.

In the ethnocentric stages (1 to 3)—Denial, Defense, and Minimization—individuals see
their own culture as the default or superior, often failing to fully recognize or value other
cultural perspectives. In contrast, the ethnorelative stages (4 to 6) — Acceptance,
Adaptation, and Integration—reflect a growing ability to appreciate, adjust to, and even
internalize cultural differences. This shift marks a progression from cultural insensitivity to
intercultural competence, where individuals not only acknowledge diversity but actively
engage with it in respectful and effective ways.

This model helps highlight the process through which individuals can develop cultural
sensitivity, moving from a narrow, culturally exclusive perspective to one that embraces
and understands cultural diversity in a more inclusive way.

2. Social and Emotional Intelligence

Social and emotional intelligence are essential components of cultural sensitivity. Emotional
intelligence refers to the ability to recognize, understand, and manage one's emotions,
while social intelligence involves understanding and managing relationships with others.
Both are vital in navigating cross-cultural interactions in the workplace. Emotional
intelligence helps individuals manage their reactions to diverse situations, while social
intelligence allows them to build rapport and trust across cultural boundaries. Together,
they help employees handle conflicts, empathize with others, and collaborate effectively in a
multicultural setting.
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3. Recognizing Personal Stereotypes, Prejudices, and Biases

Personal stereotypes, prejudices, and biases can significantly hinder cultural sensitivity in
the workplace. Stereotyping involves making generalized assumptions about individuals
based on their cultural, ethnic, or social backgrounds. Prejudices are preconceived opinions
that are typically negative, and biases are unconscious judgments that can impact decision-
making. Recognizing these tendencies is the first step in overcoming them. Self-awareness,
open-mindedness, and a commitment to learning about other cultures can help individuals
mitigate the impact of their biases and create a more equitable work environment.

4. Intercultural Collaboration in Professional Settings

Intercultural collaboration involves working effectively with people from diverse cultural
backgrounds. It requires mutual respect, open communication, and an understanding of
each other's cultural norms and expectations. Successful intercultural collaboration
enhances creativity, problem-solving, and innovation, as different perspectives are
integrated into the decision-making process. To foster a collaborative environment,
employees must be flexible, willing to adapt to diverse communication styles, and be
sensitive to cultural nuances. Leaders can play a key role by promoting inclusivity, setting
clear expectations for respectful behavior, and providing cultural competence training.
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1 Activity 1: Cultural
Sensitivity Memory

To help participants recognize unconscious biases in a playful, reflective way
and increase self-awareness around cultural sensitivity.

Instructions:
e Visual Matching Exercise

» Display a set of diverse photos of individuals on a
board or screen (e.g., a white, tattooed, muscular
man; a young woman with a headscarf; a middle-
aged woman in a business outfit; a young Japanese
man in casual clothes).

Provide participants with short written profiles /

descriptions (e.g., “Works in a theater,” "Runs her

own IT company,” “Loves weight training and goes '-
to the gym regularly,” “Takes care of two young

children at home”).

Ask participants to match each description with a

photo based on their first impressions.

e Reveal & Reflect

e Share the actual pairings with the group and invite a
short moment of quiet reflection.
e Prompt participants to consider:
o Why did you match the descriptions the way

you did?
o What assumptions did you make?
o How did your image of the person change once
' you knew their actual story?
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e Group Discussion

» Facilitate a conversation on how quick judgments and
unconscious biases can influence our perceptions of
others in personal and professional settings.

Encourage sharing around how being more aware of

assumptions can positively impact workplace
inclusion and communication.

Materials Needed:

Printed or digital images of diverse individuals
Whiteboard or screen for displaying photos
Pens/pencils (optional, if done on paper)
Matching description cards or printouts
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Matching description cards or printouts

White, tattooed, muscular man o
Story/Description: "He works in a theater as a costume designer and volunteers at a local children’s
art center on weekends."

Why it challenges assumptions: People might assume he’s in a physically demanding or traditionally
“tough” profession like construction or security. The contrast between his appearance and his
creative, nurturing profession highlights how surface traits don't define a person.

Young woman wearing a headscarf (hijab) ®
Story/Description: "She owns and operates a successful IT company and leads workshops on
coding and cybersecurity for teens."

Why it challenges assumptions: Participants may unconsciously assume she’s not in a leadership or
tech-focused role. This example subverts stereotypes around gender, religion, and professional
capability.

Middle-aged woman in a sharp business outfit o
Story/Description: "She's passionate about fithess and has competed in amateur weightlifting
competitions. She trains five days a week."

Why it challenges assumptions: Her formal business appearance may lead people to assume she’s
purely career-focused or less physically active. Her strength and discipline in an unexpected
domain challenge assumptions about age, gender, and hobbies.

Young Japanese man in casual clothes ®
Story/Description: "He is a full-time stay-at-home dad of two young children and blogs about
parenting and emotional intelligence."

Why it challenges assumptions: Some may expect him to work in a tech job or assume traditional
gender roles. His story highlights a nurturing, non-traditional family role that defies cultural and
gender stereotypes.




1 Activity 2: Cultural
Sensitivity Role-Play

Objective:
To practice navigating cross-cultural interactions and resolve potential conflicts.

Instructions:

e Divide participants into small groups and assign each group a workplace scenario
where cultural differences could lead to misunderstandings. Examples could
include a miscommunication between team members from different cultures or
a cultural conflict during a meeting.

e Groups role-play the scenario, with one member acting as the mediator, ensuring
cultural sensitivity and promoting understanding.

e After the role-play, have each group share their experiences and solutions with
the rest of the participants.

Materials Needed:

Flipchart or whiteboard for group List of workplace scenarios with cultural
discussion challenges
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List of workplace scenarios with cultural
challenges

Direct vs. Indirect Communication ®
Scenario: A team member from a culture that values direct communication (e.g., the U.S.,
Germany) gives blunt feedback on a colleague’s presentation. The recipient, from a culture that
prefers indirect communication (e.g., Japan, India), feels embarrassed and demotivated.

Challenge: How can the team balance clear feedback with cultural sensitivity?

Workplace Hierarchy and Decision-Making ®
Scenario: A junior employee from a hierarchical culture (e.g., China, Mexico) hesitates to speak up
in a meeting where open discussion is encouraged. Meanwhile, colleagues from flathierarchy
cultures (e.g., Denmark, Australia) expect everyone to contribute equally.

Challenge: How can the team create a space where all voices are heard while respecting cultural
norms?

Time Perception and Punctuality ®

Scenario: A manager from a culture that values strict punctuality (e.g., Germany, Switzerland) is
frustrated when their team member from a more flexible time culture (e.g., Brazil, Nigeria) arrives
a few minutes late to meetings.

Challenge: How can they find a middle ground that respects different views on time
management?

Personal Space and Physical Contact ®
Scenario: A new employee from a culture that embraces physical contact (e.g., Latin America,
Mediterranean countries) greets colleagues with a hug, making some team members from more
reserved cultures (e.g., Northern Europe, East Asia) uncomfortable.

Challenge: How can the team address differing comfort levels with physical contact while
maintaining a friendly work environment?




Work-Life Balance Expectations o
Scenario: A manager from a culture where working overtime is a sign of dedication (e.g., Japan,
South Korea) expects their team to stay late. However, employees from a work-life balance-
focused culture (e.g., Sweden, France) prefer to leave on time.

Challenge: How can expectations be managed to respect different cultural attitudes toward
work hours?

Email Etiquette and Communication Tone ®
Scenario: A team member from a formal communication culture (e.g., the UK India) writes emails
with structured greetings and titles. Another colleague from an informal communication culture
(e.g., the U.S., Netherlands) sends brief, casual messages. The first person feels the emails are too
abrupt, while the second finds formal emails unnecessary.

Challenge: How can the team align communication styles to avoid misunderstandings?

Handling Disagreements in Meetings o
Scenario: In a brainstorming session, employees from cultures that encourage open debate (e.g.,
Israel, Russia) challenge ideas directly. Meanwhile, colleagues from cultures that prioritize
harmony (e.g., Thailand, South Korea) feel uncomfortable with confrontation.

Challenge: How can the team foster productive discussions while respecting different
approaches to disagreement?

Different Approaches to Deadlines ®

Scenario: A project manager from a strict deadline-oriented culture (e.g., the U.S., Germany) is
frustrated when a colleague from a relationship-oriented culture (e.g., Saudi Arabia, Indonesia)
prioritizes building rapport over meeting the deadline.

Challenge: How can they balance task efficiency with relationship-building?




Cultural Differences in Gift-Giving o
Scenario: A team member from a culture where gift-giving is a sign of respect (e.g., China, Japan)
gives a small gift to a supervisor. The supervisor, from a culture that discourages workplace gifts
(e.g., the U.S,, Sweden), worries it's inappropriate.

Challenge: How should the organization address cultural norms around gift-giving in the
workplace?

Language Barriers and Humor ®

Scenario: A team member makes a joke in their native language, which doesn't translate well,
unintentionally offending a colleague.

Challenge: How can employees ensure humor is inclusive and not misunderstood across
cultures?




# Activity 3:
Intercultural Collaboration
Workshop

Objective:
To enhance intercultural teamwork and communication skills.

Instructions:

e Organize a small workshop where participants are divided into diverse teams.
Each team is tasked with working on a collaborative project (e.g., designing a
marketing campaign, solving a workplace problem).

e Throughout the project, participants must use communication strategies that
reflect cultural sensitivity, such as asking clarifying questions, using inclusive
language, and considering different cultural perspectives.

¢ At the end of the workshop, teams present their solutions and discuss how
cultural differences influenced their teamwork.

Materials Needed:
Materials for the project (e.g., paper, Guidelines for culturally sensitive
markers, computers) communication
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PART C: Cultural
Integration & Workplace
Norms

In multicultural workplaces, effective collaboration depends on more than just technical
skills—it requires cultural awareness and adaptability. This section focuses on cultural
integration and workplace norms, highlighting how professionals can navigate diverse
environments with respect and understanding. It explores the importance of recognizing
local work cultures, promoting diversity and inclusion, and maintaining appropriate
professional boundaries. By developing these competencies, individuals contribute to a
more inclusive, respectful, and productive work environment.

Cultural integration in the workplace involves understanding and adapting to local work
cultures, embracing diversity and inclusion, and respecting professional boundaries.
Successfully integrating into a workplace culture helps employees collaborate effectively,
avoid misunderstandings, and create a positive work environment.

1. Understanding Local Work Cultures

Workplace cultures vary widely across countries and industries. They encompass
communication styles, hierarchy, work-life balance, punctuality, and decision-making
approaches. For example:

e In some cultures, direct communication is valued, while others prefer
indirect or high-context communication.

e Workplace hierarchy may influence decision-making—some cultures
prioritize top-down authority, while others encourage collaborative input.

e Punctuality expectations differ; being late may be seen as disrespectful in
one culture but acceptable in another.

Adapting to these norms helps employees build rapport and work harmoniously within
their teams.
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2. Diversity and Inclusion in the Workplace

Diversity and inclusion initiatives foster an environment where employees of all
backgrounds feel valued and respected. Key elements of an inclusive workplace include:

e Recognizing and celebrating differences in cultural backgrounds,
perspectives, and experiences.
e Encouraging open dialogue and creating policies that prevent

discrimination and unconscious bias.
e Promoting equity by ensuring all employees have access to opportunities
and resources.

Embracing diversity leads to increased innovation, improved collaboration, and a more
dynamic work culture.

3. Recognizing and Respecting Boundaries

Every workplace has professional boundaries that govern interactions and behavior.
These boundaries include:

e Personal Space & Physical Boundaries: Some cultures
are comfortable with physical contact (e.g.,
handshakes, hugs), while others prefer more distance.

e Communication Boundaries: Humor, sarcasm, and
direct criticism may be interpreted differently across
cultures.

e Work-Life Balance Boundaries: In some workplaces,
after-hours communication is normal, while others
prioritize strict separation between work and personal
life. Respecting these boundaries fosters mutual
respect, prevents conflicts, and ensures a comfortable
workplace environment for all.
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2% Activity 1:
Workplace Culture
Awareness Challenge

Objective:
To help participants understand and adapt to different workplace cultures.

Instructions:
e The facilitator provides workplace scenarios (e.g., team meetings, handling
disagreements, workplace etiquette) from different cultural perspectives.
e Participants discuss how they would respond based on their cultural background.
e The group compares responses and identifies key cultural differences.
e Conclude with a discussion on the importance of cultural awareness in
professional settings.

Materials Needed:

Flipchart or whiteboard for key. Workplace scenario cards
takeaways
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Workplace scenario cards

Scenario 1: The Team Meeting Dynamics ®

Your team is holding a meeting to discuss a new project. In some cultures, people are expected to
speak up and share their opinions openly, while in other cultures, individuals may wait for
permission from a higher-ranking person before speaking. How would you respond if a

colleague from a culture that values hierarchy and deference to authority remains silent during a
team discussion?

Cultural Challenge: Hierarchical vs. egalitarian communication styles.

Scenario 2: Giving Feedback to a Peer o

You need to provide feedback to a colleague who made a mistake in a project. In your culture, it's
common to offer feedback directly and constructively in front of the group. However, you know
that in some cultures, providing criticism publicly might be seen as shameful. How would you
handle this situation to respect both cultures?

Cultural Challenge: Direct vs. indirect feedback, public vs. private criticism.

Scenario 3: Handling Work-Life Balance Expectations o

Your company has a policy of sending emails at all hours, and it's common for employees to
respond late at night or over weekends. However, in some cultures, work is expected to end at a
specific time, and personal time is respected. You notice that a new team member from a culture
that values work-life balance seems uncomfortable with the late emails. How would you address
this?

Cultural Challenge: Work-life balance, expectations for after-hours work.




Scenario 4: Decision-Making Styles o

In a team meeting, a decision is being made about a new approach to a project. Some team
members express their opinions directly, while others are more reserved and reluctant to share
their thoughts openly. How would you navigate this situation if you come from a culture where
everyone's input is expected to be considered, but others are used to a top-down decision-
making approach?

Cultural Challenge: Consensus vs. top-down decision-making.

Scenario 5: Greeting Etiquette

You are greeting a colleague from a different culture for the first time. In your culture, a
handshake is the standard form of greeting, but you know that in some cultures, it might be
inappropriate to offer a handshake to the opposite gender or even to touch at all. How would you
approach greeting a colleague in this scenario?

Cultural Challenge: Physical contact, personal space, and gender norms.

Scenario 6: Dealing with Silence in Meetings ®

During a meeting, you notice that a colleague from a high-context culture is not responding to a
direct question. In your culture, you might take this as a sign of hesitation or lack of engagement.
In their culture, however, silence is often used to reflect before answering. How would you
interpret and handle this situation?

Cultural Challenge: Silence and communication styles.

Scenario 7: Conflict Resolution Approaches o

A disagreement has arisen between two colleagues over the allocation of project responsibilities.
One colleague prefers to address the issue immediately, while the other prefers to avoid
confrontation until the matter can be discussed privately. How would you facilitate a resolution
when dealing with colleagues from different cultural backgrounds, where one culture values
direct confrontation and another values harmony and indirect communication?

Cultural Challenge: Conflict avoidance vs. direct confrontation.




Scenario 8: Approaching Authority

You have a new manager who is from a different cultural background. In your culture, it's
common for employees to challenge or question decisions made by authority figures, while in
your manager's culture, employees are expected to respect authority and rarely question
decisions. How would you adapt your communication style to work effectively with this manager?

Cultural Challenge: Respect for authority vs. questioning authority.

Scenario 9: Working with Time and Deadlines

You are working on a project with colleagues from a culture that values strict adherence to
deadlines. In your culture, deadlines are seen as flexible, and it's common to extend them if
needed. How do you handle a situation where a colleague is pressuring you to meet a deadline
that you feel is unrealistic based on your work culture?

Cultural Challenge: Punctuality and deadlines - flexible vs. rigid.

Scenario 10: Group Work vs. Individual Work ®

Your team is divided into small groups for a project, and one group member does not seem to be
contributing as expected. In your culture, individual responsibility and accountability are
emphasized, but in some cultures, working as a group is prioritized over individual performance.
How would you approach this situation to ensure team collaboration and respect cultural
differences?

Cultural Challenge: Group vs. individual work styles.




Activity 2: Inclusive
Workplace Role-Play

Objective:
To promote diversity and inclusion through practical examples.

Instructions:

e Participants are divided into small groups and assigned different workplace
scenarios (e.g., handling cultural misunderstandings, promoting inclusivity in a
meeting).

e Each group role-plays the scenario and discusses best practices for fostering an
inclusive environment.

e The facilitator leads a group discussion on lessons learned and how to
implement inclusive behaviors in real-life situations.

Materials Needed:
Notepads for observations Scenario prompts
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Scenario prompts

Handling a Cultural
Misunderstanding

A team member makes a comment that
is misunderstood by a colleague from a
different cultural background, leading to
tension. How can the situation be
resolved respectfully?

Religious and Cultural Accommodation o

An employee requests time off for a
religious holiday that is not recognized by
the company. Some colleagues feel this is
unfair. How should management address
the situation?

Gender Inclusion in the Workplace

A female employee frequently gets
interrupted in meetings, and her ideas are
overlooked. Later, a male colleague presents
the same idea and receives credit. How can
the team address this behavior?

Supporting a Colleague with a Disability ®

A new employee with a disability is
struggling with workplace accessibility.
Some colleagues are unsure how to help or
what accommodations are appropriate.
How can the team foster inclusivity?

Inclusive Team Meetings

In a team meeting, some employees
dominate the conversation while others,
particularly those from underrepresented
backgrounds, remain silent. How can the
team leader create a more inclusive
discussion?

Unconscious Bias in Hiring ®

A hiring manager tends to favor candidates
from a similar background to their own. A
colleague notices this and wants to address
it. How should they approach the
conversation?

Language and Accent Bias o

Ateam member with a strong accent is often
asked to repeat themselves, and colleagues
sometimes joke about their pronunciation.
How can the team create a more respectful
environment?

LGBTQ+ Inclusivity o

A coworker makes an offhand comment
about another employee’s gender identity or
sexual orientation, making them
uncomfortable. How should colleagues or
managers respond?




Age Diversity and Stereotypes

A younger employee assumes that an older
colleague is not tech-savvy and excludes

them from a project involving new software.

How can the team ensure everyone is
valued and included?

Cross-Cultural Team Collaboration ‘

A global team is struggling with different
work styles and communication norms. For
example, some members prefer direct
feedback, while others find it too harsh. How
can the team navigate these differences to
collaborate effectively?




1 Activity 3: Boundary
Awareness Exercise

Objective:
To help participants recognize and respect workplace boundaries.

Instructions:

e The facilitator presents examples of workplace boundaries (e.g., personal space,
email etiquette, work-life balance).

e Participants categorize each example as "Flexible," "Strict," or "Culture-
Dependent."

e The group discusses strategies for handling situations where boundaries differ.

e Conclude with key takeaways on maintaining professionalism and respect in a
diverse work environment.

Materials Needed:

Whiteboard or flipchart for group List of workplace boundary examples
discussion
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List of workplace scenarios

Personal Space & Physical Contact - Some Work Hours & Availability - Some
colleagues are comfortable with handshakes workplaces expect employees to respond to
or light touches on the shoulder, while others messages after hours, while others

prefer maintaining personal distance. emphasize strict work-life balance.

Meeting Etiquette - In some cultures, Email & Messaging Response Time - Some
interrupting a speaker to ask a question is workplaces expect immediate replies, while
acceptable, while in others, waiting for a turn others allow for more flexibility in response
is the norm. time.

Sharing Personal Information - Some Workplace Celebrations & Social Events -
employees openly discuss personal matters Participation in team lunches, happy hours,
(family, health, personal struggles) at work, or office celebrations may be expected in
while others prefer to keep conversations some workplaces but completely optional in
strictly professional. others.

Direct vs. Indirect Feedback - In some Desk & Workspace Boundaries - Some

cultures, direct criticism is seen as employees are comfortable with colleagues

constructive, while in others, feedback is borrowing office supplies or using their desk

given subtly to avoid confrontation. area, while others prefer their workspace to
remain untouched.

Dress Code & Professional Appearance - Religious & Cultural Accommodations -
Some workplaces have strict dress codes, Some employees may require time or space

while others allow casual or self-expressive for prayer, dietary accommodations, or

attire. religious observances, which may vary in
how they are supported across different
workplaces.




MODULE 3

Cooperation & Teamwork



[Effective teamwork is a cornerstone of success in any organization or project, and
understanding the dynamics of collaboration is crucial for achieving optimal results. ™ this
module, we explore the key elements of cooperation and teamwork, focusing o how
individuals can work together effectively to reach shared goals.

We will delve into the psychological and behavioral aspects that shape team interactions,
from understanding roles within a team to navigating the stages of team development.
Additionally, we will address the importance of cultural perspectives in teamwork and
provide strategies for overcoming cultural barriers to ensure inclusivity and effective
communication. By the end of this module, participants will be equipped with the
knowledge and practical tools needed to build trust, foster collaboration, and contribute to
high-performing teams.
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PART A: Understanding
Team Dynamics

Effective teamwork is essential in any professional environment, especially within diverse
and multicultural settings. This section explores the key elements that shape team
dynamics, including individual roles, stages of team development, and the impac of cultural
differences. By understanding how teams form, function, and evolve—and how cultural
factors influence collaboration—professionals can build stronger, more cohesive teams that
foster trust, communication, and shared success.

Team dynamics refer to the psychological and behavioral forces that influence team
interactions and performance. Effective teams leverage positive dynamics to enhance
collaboration, productivity, and decision-making. Poor dynamics, such as conflict or lack of
trust, can hinder progress.

1. Roles Within a Team

In a team, members take on different roles to contribute to overall success. Common team
roles include:

e Leader - Provides direction, motivation, and decision making.
e Coordinator - Ensures team efforts are aligned and organized.
e Implementer - Focuses on practical tasks and execution.

¢ Innovator - Generates new ideas and creative solutions.

e Evaluator - Analyzes information and assesses decisions.

e Supporter - Promotes collaboration and resolves conflicts.

Each role is essential, and teams function best when members understand and balance
these roles.

2. The Stages of Team Development

Teams go through distinct stages, as described by Bruce Tuckman’s model:

* Forming - Team members get acquainted and establish initial goals.
* Storming - Conflicts arise as personalities and working styles clash.
* Norming - The team develops trust and establishes effective collaboration.
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* Performing - The team operates efficiently with minimal friction.
* Adjourning - The team disbands after achieving its objectives.

Understanding these stages helps teams navigate challenges and optimize performance.

3. Cultural Perspectives in Teamwork and Overcoming Cultural
Barriers

Cultural differences can shape communication styles, decision-making, and work
preferences. Challenges in multicultural teams may include:

e Language barriers - Misinterpretations due to different
native languages.

e Communication styles - Direct vs. indirect
communication approaches.

e Work ethics and hierarchy - Varying views on authority,
punctuality, and collaboration.

To overcome these barriers, teams can:

e Foster cultural awareness and e Encourage open discussions to
inclusivity. bridge differences.
e Establish clear communication norms. e Adapt teamwork strategies to
respect diverse perspectives.



T Activity 1: Team
Role Exploration

Objective:
To help participants understand different team roles and recognize their
strengths.

Instructions:
e The facilitator introduces key team roles and their functions.
e Participants take a short quiz to identify their preferred team role.
e In small groups, participants discuss their results and how their roles
complement others.
e Conclude with a discussion on balancing team roles for success.

Materials Needed:
Team role descriptions (available in Printed or digital quiz (By Kahoot for
the theoretical part) example)

How to Use the Quiz Results
Each answer choice (a, b, ¢, d) corresponds to different team roles: &

e a) Creative/Innovator

¢ D) Organizer/Implementer
e () Supporter/Team Player
¢ d) Analyst/Critical Thinker

After answering, participants can discuss their results in
small groups to see how their roles complement others.

64



=l
Printed or digital quiz (By Kahoot for example):

1. When working in a team, what role do you naturally take on?

a) | like to generate new ideas and solutions.
b) | ensure tasks are completed efficiently.

¢) | support and encourage team members.
d) | analyze and evaluate decisions critically.

2. How do you handle conflict within a team?

a) | find creative solutions to solve the issue.

b) | stay focused on the task and try to move forward.

) | mediate between team members to maintain harmony.
d) I examine all sides before making a fair judgment.

3. What motivates you most in a group project?

a) Exploring new possibilities and strategies.

b) Getting things done effectively and on time.

¢) Working together and ensuring everyone feels included.
d) Making well-informed, logical decisions.

4. When facing a complex problem, what is your first instinct?

a) Brainstorm multiple creative solutions.

b) Break it down into actionable steps.

¢) Discuss with the team to find a balanced solution.
d) Analyze the facts and weigh the pros and cons.

5. What do you value most in a team?

a) Innovation and fresh ideas.

b) Structure and organization.

¢) Communication and collaboration.
d) Logical thinking and strategy.



6. If a project deadline is approaching, how do you respond?

a) | come up with last-minute creative solutions to improve the project.

b) | create a step-by-step plan to ensure we finish on time.

¢) | check in with everyone to make sure they are comfortable and supported.
d) I review the work critically to ensure quality before submission.

7. What is your biggest strength in a team setting?

a) Generating creative ideas.

b) Keeping everything on track and organized.

¢) Helping team members work together smoothly.
d) Making rational, well-thought-out decisions.

8. If a team member is struggling with their work, what do you do?

a) Offer alternative solutions to help them think differently.
b) Reorganize tasks to keep things moving.

¢) Provide emotional support and encouragement.

d) Help analyze the problem to find the best solution.

9. How do you approach decision-making in a team?

a) | encourage brainstorming and creative thinking.
b) | focus on efficiency and practicality.

) | ensure everyone's opinions are considered.

d) I rely on data, logic, and analysis.

10. What do you enjoy most about teamwork?

a) Coming up with new and innovative ideas.

b) Working towards clear goals and achieving results.
¢) Building strong relationships with teammates.

d) Solving problems and making informed decisions.



Z Activity 2: Team
Development Simulation

Objective:

To help participants experience and reflect on team development stages.

Instructions:

e Participants are divided into small teams and given a group challenge (e.g.,
building a structure with limited materials).

Optional for the facilitator: As they work, the facilitator observes behaviors and notes when
teams experience forming, storming, norming, and performing.

e After completing the challenge, teams reflect on how they progressed through
each stage and what helped or hindered collaboration.

Materials Needed:

Building materials depending on the Cards with the following challenges
challenges selected from the list below Observation sheets
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List of cards with challenges

The Tallest Tower

Challenge: Build the tallest free-standing
tower using only 10 sheets of paper, 5 paper
clips, and 1 meter of tape in 10 minutes.

The Silent Puzzle

Challenge: Solve a jigsaw puzzle without
speaking—team members must
communicate non-verbally.

The Blindfold Maze

Challenge: One team member is blindfolded
and must navigate a simple obstacle course
with only verbal instructions from their
teammates.

The Floating Cup

Challenge: Using only rubber bands and
string, lift a paper cup and place it on a target
without touching it directly.

The Shape Builder

Challenge: One team member describes a
geometric shape (without naming it), and the
rest of the team must recreate it using rope
or sticks—but only the describer can see the
original shape.

The Corn Cubes Bridge

Challenge: Construct a bridge using only
wooden sticks, play corn cubes, and string
that can hold a small object (e.g., a toy car).

The Human Knot

Challenge: Stand in a circle, have each person
grab the hands of two different people
across from them, and then untangle the
"knot" without letting go.

The Lost on an Island Scenario
Challenge: Your team is stranded on an
island with 10 survival items—rank them in
order of importance and explain your
choices.

The egg Drop

Challenge: Build a protective structure for an
egg using straws, tape, and paper so it
survives a 2-meter drop.

The LEGO Replication Challenge
Challenge: One person sees a pre-built LEGO
structure and must describe how to build it
while the rest of the team reconstructs it
without seeing the original.




% Activity 3: Cultural
Sensitivity in Teams

Objective:
To help participants recognize and navigate cultural differences in teamwork.

Instructions:
e The facilitator presents scenarios of cultural misunderstandings in teams.
e Participants discuss potential causes and ways to address these challenges.
e In pairs, participants share personal experiences working in diverse teams and
strategies that helped overcome cultural barriers.
e The session concludes with key takeaways on fostering inclusive teamwork.

Materials Needed:
Flipchart or whiteboard for group Cards with the following challenges
discussion
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List of case study scenarios

Language Barriers and Confidence

Scenario: A migrant woman from a non-English-speaking country joins a team in an English-
speaking country. She struggles to express herself clearly, which causes her to feel less confident
and hesitant to contribute in meetings.

Discussion Points:
e How can teams support members who have language barriers?
e What strategies can be used to make migrant women feel more confident in speaking up?
e How can teams balance the need for clear communication while being patient and supportive?

Balancing Family Responsibilities and Work Expectations

Scenario: A migrant woman from a culture with strong family obligations feels torn between her
professional responsibilities and caring for her family, especially children or elderly relatives. Her
team members from cultures with less emphasis on family duties fail to understand her
situation, leading to tension when she needs flexibility.

Discussion Points:
e How can teams recognize and support employees balancing work and family life?
¢ How can migrant women communicate their needs to their team without feeling judged?
¢ What strategies can the team use to accommodate diverse family-related responsibilities?

Differing Communication Styles

Scenario: A migrant woman from a collectivist culture is used to communicating indirectly,
especially in situations where she needs to show respect or avoid confrontation. However, her
colleagues from individualistic cultures value direct communication, which sometimes leads to
misunderstandings.

Discussion Points:
e How do indirect vs. direct communication styles create challenges in multicultural teams?
¢ What can migrant women do to adapt their communication style while staying true to their
cultural values?
e How can team members create an environment where both direct and indirect
communication is respected?




Gender Roles and Authority

Scenario: In her home country, a migrant woman has been socialized in a society where women
are expected to take a more passive role in decision-making. In her new workplace, she notices
that women are expected to take a more assertive role, especially in meetings. She feels
uncomfortable asserting herself in front of male colleagues, which causes her to be overlooked.

Discussion Points:
¢ How do gender expectations vary across cultures, and how do they affect women's
participation in the workplace?
¢ What can organizations do to help migrant women navigate cultural expectations around
gender roles?
¢ How can migrant women balance their personal cultural values with workplace expectations
around assertiveness?

Cultural Perceptions of Work Ethic

Scenario: A migrant woman from a culture that values community and collaborative work
struggles to adjust to a team environment in which individual achievements are prioritized over
team success. She feels her collaborative approach is not being recognized and her efforts are
undervalued.

Discussion Points:
¢ How can migrant women’s work ethic be better understood in a culture that emphasizes
individual achievement?
e How can teams appreciate and integrate diverse work ethics into their team culture?
¢ What can migrant women do to express the value of collaboration without feeling overlooked?

Understanding Unspoken Social Norms

Scenario: A migrant woman is unsure about unspoken social norms in her workplace, such as
informal interactions with colleagues or the "unwritten" rules of workplace behavior. She feels
out of place when invited to social gatherings but isn't sure whether her absence would impact
her relationships with the team.

Discussion Points:
¢ How do informal workplace dynamics create challenges for migrant women?
¢ How can teams help migrant women understand and feel included in social interactions?
¢ What strategies can migrant women use to navigate unspoken workplace norms?




Managing Stereotypes and Bias

Scenario: A migrant woman from a Muslim-majority country faces bias and stereotypes related
to her religious beliefs. Some colleagues make assumptions about her behavior based on her
background, and she feels uncomfortable addressing these stereotypes directly.

Discussion Points:
How can teams confront and reduce biases or stereotypes towards migrant women?
Where does stereotyping end and discriminalon start and what to do in case of the lamer?
What can a migrant woman do to challenge biases while maintaining a professional
environment?
How can team leaders promote inclusivity and challenge assumptions about colleagues from
diverse backgrounds?

Access to Professional Development Opportunities

Scenario: A migrant woman notices that her male and native-born colleagues are receiving more
professional development opportunities, like mentorship or career advancement programs. She
feels that her contributions are not valued, but she doesn’t know how to addressthis imbalance.

Discussion Points:
¢ How can organizations ensure equal access to career advancement opportunities for migrant
women?
e What can migrant women do to advocate for themselves without appearing confrontational?
e How can mentors and leaders support migrant women in navigating professional
development opportunities?

Different Approaches to Work-Life Balance

Scenario: A migrant woman from a culture where long work hours are the norm struggles to
adapt to a workplace that values a strong work-life balance. She is often seen staying late at
work but finds that others expect her to leave at the same time as the rest of the team. She feels
torn between meeting cultural expectations and fitting into her new work environment.

Discussion Points:
¢ How do differing views on work-life balance impact migrant women in a new work culture?
e How can team leaders support migrant women in maintaining a balance between cultural
norms and workplace culture?
¢ What strategies can migrant women use to communicate their need for work flexibility?




Navigating Power Distance and Authority

Scenario: A migrant woman from a high-power-distance culture feels uncomfortable
questioning or disagreeing with her manager, who encourages open dialogue and challenging
decisions. She believes that questioning authority is disrespectful, which leads her to withhold

her opinions.

Discussion Points:
¢ How do varying cultural attitudes toward hierarchy and authority create tension indiverse

teams?

¢ What can team leaders do to help migrant women feel comfortable sharing their perspectives
without feeling disrespectful?

¢ How can migrant women adjust to a culture that encourages questioning authority while
staying respectful?




% Activity 4: Leadership
in Action - The Delegation
Challenge

Objective:
To strengthen leadership skills by practicing decision-making, role delegation,
and team coordination in a time-sensitive task.

Instructions:

e Divide participants into small groups of 5-6. Assign one person in each group the
role of team leader (rotate leaders in future rounds if desired).

e Present the group with a complex task (e.g., building a freestanding tower from
limited materials, creating a mock marketing plan, or solving a logic puzzle).

e The team leader is responsible for organizing the team, assigning roles, setting a
strategy, and managing time. The rest of the team carries out the task based on
the leader’s direction.

e After 20 minutes, each group presents their final result and shares how the
leader guided the process.

e Facilitate a debrief on leadership styles, what worked well, and what challenges
arose.

Materials Needed:
Task materials (depending on chosen challenge):

o For a building task: paper, tape, string, plastic cups, etc.

o For a creative task: flipchart paper, markers, scenario prompts ~ -
Timer % e §
Optional leadership role cards or checklist from Activity 2 (Team /

Development Simulation)
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PART B: Building Trust and
Collaboration

In any team or organizational setting, trust and collaboration are critical to achieving shared
goals and maintaining strong working relationships. This section focuses on strategies for
building trust, fostering collaboration, and navigating group decision-making. It introduces
practical activities for strengthening team bonds, creative brainstorming methods to
encourage innovation, and consensus-building tools for effective problem-solving and
crisis management. Cultivating these skills supports more resilient, communicative, and
high-performing teams.

Building trust and collaboration is essential for effective teamwork and communication.
Trust fosters open dialogue, reduces conflicts, and enhances cooperation. Collaboration
enables individuals to work towards shared goals while leveraging diverse perspectives
and skills.

1. Trust-Building Activities

Trust is the foundation of strong relationships in any team or organization. It can be
cultivated through:

o Icebreaker activities (e.g., team introductions, personal
storytelling) to create a sense of familiarity and connection.

e Team-building exercises (e.g., trust falls, escape room
challenges, or group problem-solving tasks) to strengthen
relationships.

e Open and honest communication practices (e.g., regular
feedback sessions, active listening exercises) to build
transparency and reliability.

2. Brainstorming Techniques

Brainstorming encourages creativity and innovation by allowing teams to generate and
refine ideas collaboratively. Effective techniques include:

e Mind Mapping: Using diagrams to visually organize ideas and explore
connections.
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¢ Round-Robin Brainstorming: Each team member contributes an idea in turn
to ensure equal participation.

e SCAMPER Technique: Encourages creative thinking by prompting modifications
to existing ideas (Substitute, Combine, Adapt, Modify, Put to another use,
Eliminate, Reverse).

¢ Silent Brainstorming (Brainwriting): Participants write down ideas individually
before sharing to avoid groupthink.

3. Consensus-Building and Crisis Management Methods

Effective teams rely on consensus-building techniques to make decisions and manage
crises collaboratively. Methods include:

e Delphi Method: Gathering expert opinions
anonymously and synthesizing feedback to reach an
informed decision.

e Multi-Voting: Allowing team members to vote on
potential solutions to prioritize the best options.

e Negotiation and Mediation: Facilitating discussions to
address conflicts, find common ground, and maintain
team harmony.

e Crisis Communication Plans: Establishing protocols
for clear, rapid responses during emergencies to
minimize disruption and confusion.

e Brainstorming: Generating a wide range of creative
ideas through open, judgment-free discussion to
explore possible solutions collaboratively.



https://monday.com/blog/project-management/delphi-technique/
https://asq.org/quality-resources/multivoting?srsltid=AfmBOopg5STH5bRV6NPnJaiCiEb9sG5_ix5heUQ-RA83YbE7TSsw3HK2
https://www.youtube.com/watch?v=26fULiSlMlk
https://www.youtube.com/watch?v=VKNRr5gOp6c
https://www.un.org/counterterrorism/sites/www.un.org.counterterrorism/files/final_crisis_communication_toolkit_20042023.pdf
https://miro.com/brainstorming/what-is-brainstorming/

¥ Activity 1: Trust Walk

Objective:
To build trust among team members through guided, verbal communication.

Instructions:

¢ Divide participants into pairs; one is blindfolded while the other serves as a guide.
The guide leads their partner through a set path, using only verbal instructions.
After completing the exercise, partners switch roles.

Discuss how trust was built and challenges faced during the activity.

Materials Needed:
Open space with obstacles or a Blindfolds
designated path




% Activity 2:
Brainstorming Challenge

Objective:

To practice brainstorming techniques and encourage creative problem-solving.

Instructions:

e Assign a problem or challenge to small teams (e.g., "How can we improve team
collaboration?").

e Have teams use a specific brainstorming method (e.g., Mind Mapping or
SCAMPER).

e Teams present their ideas to the group.
e Discuss the effectiveness of different brainstorming techniques.

Materials Needed:

Flipchart or whiteboard Markers and sticky notes
Cards with challenges

| 3

4
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List of cards with challenges

How can we improve team
collaboration in remote or
hybrid work settings?

How can we make meetings
more productive and
engaging?

How can we improve

employee motivation and job

satisfaction?

How can we make office
communication more efficient
and clearer?

How can we foster a culture of
continuous learning and skill
development?

What strategies can help
reduce workplace stress and
burnout?

What innovative ways can we
use technology to streamline
daily tasks?

What are creative ways to
enhance work-life balance for
employees?

What strategies can help
prevent procrastination and
boost productivity?

How can we use artificial
intelligence to enhance our
tasks completion?




Activity 3: Crisis
Resolution Simulation

Objective:
To develop crisis management and decision-making skills through a simulated
crisis scenario.

Instructions:

e Present a crisis scenario (e.g., a sudden project
deadline change, a team conflict, or a customer
complaint).

e Divide participants into small groups and have
them develop a crisis response plan.

e Each group presents their approach and discusses ) -
the reasoning behind their decisions.

e Conclude with key takeaways on crisis
management strategies.

Materials Needed:
Timer for group discussions Pre-prepared crisis scenarios
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List of case study scenarios

Cross-Cultural Miscommunication Leading to Team Conflict

Scenario: A migrant woman on your team expresses disagreement with a senior colleague in a
way that is considered too direct in their culture but is normal in hers. This causes tension, and
she feels excluded from future discussions. How will your team address the misunderstanding
and ensure inclusivity?

Language Barrier Causing Errors in Work Delivery

Scenario: A migrant woman with English as a second language misinterprets an important
email, leading to a missed deadline. Some colleagues blame her, while others suggest more
language support. How should the team respond to ensure better communication and prevent
future issues?

Cultural Differences in Workplace Etiquette

Scenario: A migrant woman avoids direct eye contact with male colleagues, as it is considered
disrespectful in her culture. Some team members misinterpret this as a lack of confidence or
engagement. How should leadership address this situation while promoting cultural awareness?

Religious Accommodation Not Respected

Scenario: A Muslim migrant woman requests prayer breaks during work hours, but her manager
believes this disrupts productivity. She feels uncomfortable and unsupported. How should the
company handle this request while balancing fairness for all employees?

Unconscious Bias in Promotion and Leadership Opportunities

Scenario: A highly skilled migrant woman has been in the company for years but keeps getting
overlooked for promotions, despite positive performance reviews. She suspects bias but fears
speaking up. How can the company ensure fair career growth opportunities for diverse
employees?




Workplace Harassment Due to Cultural Background

Scenario: A migrant woman reports that she experiences microaggressions and subtle
discrimination from colleagues, such as jokes about her accent or clothing. She feels isolated but
worries about retaliation if she complains. How should HR and leadership handle this situation?

Sudden Project Deadline Change

Scenario: Your team has been working on a project with a deadline set for two weeks from now.
Suddenly, the client requests the final deliverable in three days due to an urgent business need.
How will you handle the situation?

Major Team Conflict

Scenario: Two key team members have a disagreement that has escalated into open hostility.
The conflict is affecting team morale and delaying project progress. How will you mediate and
resolve the situation?

Customer Complaint on Social Media

Scenario: A dissatisfied customer posts a negative review about your company on social media,
and it starts gaining traction. The customer accuses your company of poor service and threatens
legal action. How will your team respond?

Natural Disaster Affecting Business Operations

Scenario: A hurricane, earthquake, or flood disrupts operations, affecting employees and
delaying project timelines. How will your team ensure business continuity while supporting
affected employees?




% Activity 4. “The Bridge
Challenge” - Building Trust
Through Collaboration

Objective:
To build trust, enhance communication, and strengthen collaboration through a
hands-on group problem-solving task.

Instructions:

e Divide participants into small groups of 4-6 members.

e Explain the challenge: Each group must build a freestanding bridge between two
surfaces (e.g., tables or chairs 30 cm apart) using only the provided materials. The
bridge must support a small object for at least 10 seconds.

e Allow 10 minutes for planning (no touching materials), followed by 20 minutes
for building.

e Each group tests their bridge and reflects on how they collaborated,
communicated, and made decisions.

e Facilitate a group discussion on trust-building, effective collaboration, and how
these experiences apply to the workplace.

Materials Needed:

Drinking straws or popsicle sticks (10-15 per team)

1 meter of masking tape (per team)

2 sheets of paper (per team)

Scissors (1 per team)

Small test object (e.g., coin, toy, or eraser)

Ruler or measuring tape

Optional: string or extra materials for added difficulty




PART C: Time Management
and Task Coordination

Effective time management and task coordination are essential for maximizing productivity
and ensuring smooth teamwork. This section focuses on the skills and strategies needed to
plan, prioritize, and execute tasks efficiently, both individually and collaboratively. It covers
methods for setting priorities, avoiding duplicated efforts, and utilizing tools that support
task tracking and team coordination. Mastering these practices leads to better organization,
clearer communication, and more successful project outcomes.

Time management and task coordination involve planning, organizing, and executing tasks
efficiently to maximize productivity. This process includes:

¢ Planning (identifying tasks and setting deadlines),

e Scheduling (allocating time for each task),

e Delegation (assigning tasks based on skills and priorities),

e Monitoring (tracking progress and adjusting plans as needed).

Effective time management ensures tasks are completed efficiently, while coordination
helps teams work collaboratively towards shared goals.

1. Prioritizing Tasks as a Team and as an Individual

Prioritization is essential for managing workloads and ensuring that the most critical
tasks are completed first. It involves:

e Urgency vs. Importance - Using frameworks like the Eisenhower Matrix
to categorize tasks.

Urgent Not Urgent
e DO FIRST (Critical SCHEDULE (Plan
P tasks) for later)
| | /
Not DELEGATE (Assign to ELIMINATE (Avoid
Important others) or reduce)
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e Goal Alignment - Ensuring tasks contribute to overall objectives.

e Collaboration - Team discussions to assign priorities collectively.

¢ Flexibility - Adapting to changing demands while staying focused on
priorities.

By prioritizing effectively, individuals and teams can avoid overwhelm and maintain
productivity.

2. Avoiding Duplication of Effort

Duplication of effort occurs when multiple people work on the same task unnecessarily,
leading to wasted time and resources. To prevent this, teams should:

¢ Define Roles and Responsibilities - Clearly assign
tasks to avoid overlap.

¢ Use Shared Task Lists - Keep a centralized system
for tracking work.

e Communicate Regularly - Hold brief check-ins to

update task progress.
e Document Processes - Maintain clear guidelines
to streamline workflows.

Preventing redundancy enhances efficiency and -
ensures team members focus on unique contributions.
3. Tools for Effective Time and Task Management

Using the right tools can significantly improve time management and coordination.

Popular tools include:

Project Management Software (Trello, Asana, Monday.com, AdminProject) - Helps teams
organize and track tasks.

Time Tracking Apps (Toggl, Clockify) - Measures productivity and time spent on tasks.
Calendar and Scheduling Tools (Google Calendar, Outlook, Doodle) - Manages
appointments and deadlines.

Collaboration Platforms (Slack, Microsoft Teams, Basecamp) - Enhances communication
and teamwork.

By leveraging these tools, teams can streamline workflows, improve accountability, and
maintain efficiency.
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REd Activity 1: Task
Prioritization Exercise

Objective:

To practice prioritizing tasks effectively using the Eisenhower Matrix.

Instructions:

e The facilitator provides a list of various tasks (work-related, personal, urgent,
non-urgent).

e Participants categorize each task into the Eisenhower Matrix (urgent-important,
urgent-not important, not urgent-important, not urgent-not important).
e Discuss how prioritization impacts workflow and decision-making.

Materials Needed:
Eisenhower Matrix template (paper or digital)
Printed task lists inspired from these lists
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List of tasks

List 1: Work-Related Tasks:
Submit an urgent project report due today.
Respond to an important client email regarding a contract.
Attend a last-minute team meeting about a critical issue.
Schedule a one-on-one meeting with your manager for career development.
Prepare a presentation for a meeting next week.
Organize and clean your workspace.
Answer routine emails that do not require immediate attention.
Read an article related to the job field.
Help a colleague with a minor task that is not part of your role.
Update your LinkedIn profile.

List 2: Personal Tasks:
Pay a bill that is due today.
Schedule a doctor’s appointment for next month.
Call a friend to catch up.
Do grocery shopping for the week.
Plan a weekend getaway for relaxation.
Watch a new Netflix series.
Meditate for 10 minutes.
Scroll through social media for fun.
Pick up the children from school, if any.
Refill your migration documents.

List 3: Mixed Tasks (Both Work & Personal):
Fix a broken pipe that is leaking at home.
Buy a birthday gift for a family member whose birthday is next week.
Pick up an important prescription from the pharmacy.
Take an online course to improve your skills.
Write down long-term career goals.
Prepare for an important job interview happening in two weeks.
Book a flight for an upcoming business trip.
Review a contract that needs signing in three days.
Deal with an unexpected IT issue preventing you from working.
Respond to a text message about weekend plans.




% Activity 2: Avoiding
Duplication Challenge

Objective:
To demonstrate the importance of clear task assignment.

Instructions:

e Parocipants are divided into 2 or 3 groups.

e All the groups are given the same task: “Organize a summer party for the team
(the course members) + family members with food, drinks, a performance act,
and possibly childcare.

e Each group develops its plan with a omeline, allocaoon of tasks, meeongs, etc.
These plans are then presented and discussed.

e Discuss how better communication and task management can prevent
redundancy.

Materials Needed:
A common task for all the groups Whiteboard or flipchart for discussion
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% Activity 3:
Productivity Tools Demo

Objective:
To introduce participants to effective digital tools for task and time management.

Instructions:
e The facilitator provides an overview of selected tools (Trello, Google Calendar,

Slack).
e Participants create a sample project board, schedule tasks, and practice using

collaboration features.
e Teams discuss how these tools can be integrated into their daily workflow.

Materials Needed:
Laptops or smartphones Access to demo accounts for tools

-
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MODULE4

Problem Solving



In this module, we will explore the essential skills and strategies needed for effective
problem-solving. At its core, problem-solving is a cognitive process that involves identifying,
analyzing, and addressing challenges to find effective solutions. Whether it involves
overcoming obstacles to achieve a goal or addressing unexpected issues, the ability to solve
problems is critical in both personal and professional settings. Throughout this module, we
will examine various approaches, from analytical and creative thinking to understanding
different problem types and solution styles. Participants will also learn how to manage
problems within a multicultural environment and apply techniques like the SMART
method and strategic planning to resolve complex issues. By the end of this module,
participants will have a comprehensive understanding of problem-solving as an essential
competence, equipping you with the tools and techniques to tackle challenges with
confidence and effectiveness.
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PART A: Definition of the
Problem and the Solution

Problem-solving is a critical skill in both personal and professional contexts, especially when
working in diverse and dynamic environments. This section explores the process of
identifying and addressing problems through practical strategies and adaptive thinking. It
examines how problems are defined, categorized, and approached, and introduces various
problem-solving styles shaped by personality and context. It also emphasizes the
importance of cultural awareness and communication in resolving challenges effectively in
multicultural settings. Strengthening these skills empowers individuals and teams to

overcome obstacles, foster innovation, and make informed, inclusive decisions.

Problem Identification

<D —
( Generating Ideas ¢
4 Finding a Solution

. ¢ Implementation

One of the most common definitions of a problem is that it is an issue or difficulty that
requires a solution or causes concern.

r=

Often equated with a challenge or a difficult situation, a problem is generally perceived
negatively. However, it could easily be replaced by more positive terms such as an
aspiration, a goal or an opportunity, since a problem is not an end in itself, on the contrary, a
problem brings to the forefront an issue that needs to be considered at a given moment.

It is this consideration that will then promote the understanding of the current situation
vs. the desired situation.

Problems of any kind have two characteristics in common: objectives to reach and obstacles
to avoid. In other terms, Problem solving is about overcoming barriers or obstacles that
prevent the achievement of objectives.
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A solution is a means of solving a problem or dealing with a difficult situation. There
are two basic approaches to defining solutions:

e Stop it: Cures the problem. This might be in the form of preventing it
from occurring or reoccurring, eliminating it all together or reducing it to
point where it is no longer defined as a problem.

e Mop it: Focuses on the effects of the problem. One can treat the
damage, tolerate it, or redirect it.

1. Identification of Problem types and solution styles

According to Dave Snowden (1999), There are 4 types of problemsthat we can face and
that can orient the solution that we should be looking for:

Problem Styles

e The obvious problem: the relationship between cause
and effect is not only clear but obvious. It has already
been solved, and there actually is a best practice that
works all the time.

e The complicated problem: This domain consists of the
"known unknowns". The relationship between cause
and effect requires analysis or expertise; there are a
range of right answers.

e The complex problem: This domain represents the
"unknown unknowns". Cause and effect can only be
deduced in retrospect, and there are no right answers

¢ The chaotic problem: In this domain, cause and effect
are unclear. Events in this domain are "too confusing to
wait for a knowledge-based response”. This is
essentially a crisis. Quick reactions are recommended
to encapsulate the problem, to define its limits.

Solution Styles

There are different problem solving styles depending on your personality and experience.
Treffinger, D. ) (2007) defines problem solving styles as individual differences in how to plan
and carry out activities, to gain clarity, generate ideas and prepare for action. An individual's
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natural disposition towards change management and problem solving is partly influenced
by their state of mind, their willingness to engage and respond to a situation, as well as by
personality-related attitudes.

e Orientation change: This solution style represents the way to
respond to a new challenge. In this dimension, we have two main
styles: The Explorer, who explores new terrain and seeks new
creative solutions, and the Developer, who rather looks at
problems and solutions within the current experience, following a
more realistic path.

e Management way: The second solution style of the problem-
solving style is the way information is handled, which is largely
a behavioural dimension. The External type shares information
about the problem, discusses possibilities and builds on the /
ideas of others. The Internal type will think more introspectively
about the problem, trying to find a solution with their own
internal resources.

e Decision way: The third solution style concerns decision-making
preferences. The “Person Type” will first consider the impact of
choices and decisions on the reactions, feelings and support of
those involved, with the aim of maintaining positive relationships.
The “Task Type” tends to be more logical and objective, deciding
on the basis of reasoned conclusions.

2. Problem-Solving Skills in a Multicultural Environment

Solving problems in a diverse setting requires adaptability, cultural awareness, and
empathy. Key skills include:

« Active listening to understand different perspectives,

e Open-mindedness to respect various viewpoints,

 Conflict resolution strategies to manage disagreements,

» and Effective communication to ensure clarity and understanding. Cultural differences
may influence how problems are perceived and addressed, making flexibility and
sensitivity essential for effective solutions.
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2% Activity 1: Problem
Identification Exercise:
40-20-10-5

Objective:
To help participants refine problem definitions by identifying the core issue
through progressive simplification.

Instructions:

e The facilitator asks the participants to write down a problem description in up to
40 words. The problem can be given by the facilitator or a problem chosen by the
participants.

e Then, they condense it to 20 words while retaining the essential meaning.

e Then they further shorten it to 10 words, focusing on key elements.

e Finally, they distill it down to just 5 words, identifying the root cause.

e A group discussion follows, exploring how these 5 words highlight the core issue
and potential solutions.

Materials Needed:
Notepads or worksheets
Flipchart or whiteboard for group sharing




Activity 2: Solution
Generation exercise

Objective:

To encourage creative problem-solving by exploring multiple potential solutions
and refining ideas through iterative variation.

Instructions:

e The facilitator asks the participants to generate a list of 10 ideas to solve a
given problem.

e They select one idea from the list and brainstorm 10 variations of it.
e From the new list, they pick one refined idea and create 10 further variations.

e A group discussion follows, analyzing the evolution of ideas and identifying the
most promising solutions.

Materials Needed:

Notepads or worksheets

Flipchart or whiteboard for group sharing
Examples of problems
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Examples of given problems:
(some are more work-related, others more community-based or social):

How can we make team meetings What can we do to support
more inclusive for people from language learners in mixed-
different cultural backgrounds? language training environments?

How can we raise awareness of
How can we encourage more . o

unconscious bias in our
organization without creating

defensiveness?

women with migrant backgrounds
to take on leadership roles?

How can a training center improve
participation among learners with
family responsibilities?

How can we promote collaboration
in culturally diverse teams with
different work habits and
expectations?

How can we adapt onboarding How can we make digital learning
processes to better suit people tools more accessible for learners
unfamiliar with local work culture? with different tech backgrounds?

How can we motivate participants
to give constructive feedback to
peers in multicultural workshops?




B Activity 3:
Multicultural Problem-
Solving Simulation

Objective:
To develop problem-solving skills in a culturally diverse environment.

Instructions:

e Participants are given a workplace scenario involving cultural differences in
decision-making.

e They work in mixed-cultural teams to discuss possible solutions.

e Each team presents their solutions, highlighting cultural considerations.

e A facilitated discussion explores how different cultural perspectives impact
problem-solving.

Materials Needed:

Flipchart or digital board for group Workplace scenarios with multicultural
presentations elements
F 8]
®
] =
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List of workplace scenarios

Scenario 1: Suba has just been hired in a restaurant. On her first day, she arrives wearing
a sari. Her employer asks her to wear the kitchen uniform, but Suba refuses. She does
not understand this obligation and is asking you about it. What would you say to her?

Scenario 2: Nathan hired two Argentinians, so as not to disorient them, he decided not
to separate them. But the two Argentinians only spoke to each other in Spanish. Nathan
ended up separating them. The two Argentinians find this decision unjustified and are
discussing it with you. What would you say to them?

Scenario 3: When Maria was working in Mexico, the shop was closed from 2pm to 4pm.
Although she had signed her contract, she did not want to work during these time slots.
Her employer gave him a first warning. She does not understand this decision and is
talking to you about it. What would you say to her?

Scenario 4: Sofia has just arrived in France, having left her whole family in Tunisia, and
she spends a lot of time calling them. Her employer has therefore decided to remove the
phones during working hours. She does not think this decision is justified and talks to
you about it. What would you say to her?

Scenario 5: It's been a week since Aissatou got her job as administrative assistant, and
every day she arrives 30 minutes late. As this has an impact on the firm, the employer
offers her a job with fewer responsibilities. She finds this proposal inappropriate and is
telling you about it. What would you say to her?

Scenario 6: Elena, who recently arrived in France, is a receptionist. As soon as she gets on
well with a customer, she asks for their phone number. Her employer asks her to keep a
certain distance from the customers. She does not understand this request and has told
you so. What would you say to her?




PART B: Stress
Management

Managing stress and supporting emotional well-being are essential components of a
healthy and productive work life. This section focuses on understanding the nature of
stress, its impact on individuals, and practical techniques for coping with everyday
pressures. It also highlights the importance of fostering emotional well-being in the
workplace through open communication, balanced workloads, and supportive practices. By
developing these skills and strategies, individuals and organizations can reduce burnout,
improve mental health, and create more resilient and positive work environments.

1. Definition of Stress and Its Impact

Stress is the body's natural response to challenges or demands, whether physical,
emotional, or psychological. It can be triggered by work pressure, personal issues, or
environmental factors. While moderate stress can enhance motivation and performance,
chronic stress negatively affects both mental and physical health.

The effects of stress include:

e Physical impact: headaches, fatigue, sleep disturbances, weakened
immune system.

e Emotional impact: anxiety, irritability, depression, mood swings.

e Cognitive impact: difficulty concentrating, memory problems, negative
thinking.

e Behavioral impact: withdrawal, overeating or undereating, increased
substance use. Understanding stress and its impact is the first step in
managing it effectively.

2. Coping Strategies and Stress Management Techniques

Effective stress management involves recognizing stressors and implementing
coping strategies.
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Key techniques include:

¢ Mindfulness and relaxation techniques: Practicing meditation, deep breathing, or
yoga helps reduce stress levels.

e Time management: Prioritizing tasks, setting realistic goals, and taking breaks can
prevent burnout.

¢ Physical activity: Regular exercise releases endorphins, which improve mood and
reduce stress.

e Social support: Talking to friends, family, or support groups can provide
emotional relief.

¢ Healthy lifestyle choices: Maintaining a balanced diet, getting adequate sleep, and
avoiding excessive caffeine or alcohol can help in managing stress effectively.

Implementing these strategies helps maintain a healthy balance and reduces the negative
effects of stress.

3. Emotional Well-Being in the Workplace

Emotional well-being in the workplace is essential for productivity and job satisfaction.
Organizations and individuals can foster a positive work environment by:

e Encouraging open communication: Providing employees
with a platform to express concerns and seek support.

e Promoting work-life balance: Encouraging breaks, flexible
schedules, and time off to prevent burnout.

e Recognizing achievements: Acknowledging and
appreciating employees’ efforts boosts morale.

¢ Providing mental health resources: Access to counseling,
wellness programs, and stress management workshops.

e Creating a supportive culture: Encouraging teamwork,
respect, and a positive work atmosphere.

Z Z

By prioritizing emotional well-being, organizations can enhance employee engagement,
reduce turnover, and create a healthier workplace environment.
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1 Activity 1: Stress
Awareness Exercise

Objective:
To help participants identify personal stressors and recognize their physical
and emotional responses to stress.

Instructions:
e Each participant writes down their top three stressors at work or in daily life.
e They then reflect on how each stressor affects them physically, emotionally,
and behaviorally.
e Participants share strategies they currently use to cope with stress.
e The group discusses additional stress management techniques that could

be helpful.

Materials Needed:
Paper and pens Whiteboard or flipchart for discussion
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1 Activity 2: Guided
Relaxation and Breathing
Exercise

Objective:
To introduce participants to relaxation techniques that can help manage stress.

Instructions:

e The facilitator guides participants through a short deep breathing exercise.

e Participants close their eyes and focus on slow, deep breaths while releasing
tension from their bodies.

e The exercise continues with a brief visualization, where participants imagine a
peaceful and calming environment.

o After the exercise, participants discuss how they feel and how they can integrate
these techniques into daily routines.

Materials Needed:
Quiet room Soft background music (optional)
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# Activity 3: Work-Life
Balance Reflection

Objective:
To encourage participants to assess their current work-life balance and
identify areas for improvement.

Instructions:
e Participants complete a short self-assessment on their work-life balance, rating

different aspects such as workload, personal time, and relaxation.

e They identify one specific change they can make to improve balance (e.g., setting
boundaries, scheduling breaks).

e Participants discuss their findings in small groups and share practical strategies.

e The session ends with a commitment to implementing one positive change.

Materials Needed:
Self-assessment worksheet Pens and paper

e
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PART C: Creating Initiatives

Solving problems effectively requires more than just intuition—it demands clear goals and a
well-structured plan. This section introduces two key approaches to goal-oriented problem
solving: the SMART method and strategic planning. By setting specific, measurable, and
time-bound objectives, and by following a systematic process for implementation and
evaluation, individuals and teams can tackle challenges with greater clarity and purpose.
These methods enhance decision-making, improve outcomes, and support long-term
success in both personal and professional contexts.

1. SMART Method to solve problems

The SMART method® provides a structured framework for problem-solving by setting
clear and achievable goals. SMART stands for:

* Specific: Clearly defining the problem and desired outcome,

* Measurable: Establishing criteria to track progress,

* Achievable: Ensuring the solution is realistic given available resources,
* Relevant: Aligning with broader objectives,

* Time-bound: Setting deadlines for resolution.

R| T

SPECIFIC MEASURABLE ATTAINABLE RELEVANT TIMEBOUND

What result do How will you Is the goal Dies this goal When do you

you want to know that you realistic and serve a higher want to reach
purpose or the goal?

plan?

achieve? reached th achievable?
goal?

Applying the SMART method ensures a strategic and goal-oriented approach to
problem-solving, increasing the likelihood of success.

> Doran, G. T. (1981). There's a S.M.ARR.T. way to write management's goals and objectives. Management
Review, 70(11), 35-36.
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2. Strategic Planning to Reach the Solution

Strategic planning involves a step-by-step approach to problem resolution, ensuring
efficiency and sustainability. The process includes:

e Assessing the situation: Analyzing the problem,
constraints, and available resources,

e Setting clear objectives: Defining what success
looks like,

e Developing a strategy: Outlining specific actions
and prioritizing tasks,

¢ Implementing the plan: Executing the steps while
managing risks,

e Evaluating results: Measuring effectiveness and
making necessary adjustments.

This approach helps organizations and individuals systematically navigate challenges,
leading to sustainable and impactful solutions.
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% Activity 1:SMART
Goal Matching Game

Objective:
To help participants differentiate between strong and weak goals using the
SMART framework.

Instructions:
e The facilitator provides participants with a mix of strong and weak goals (printed
on cards). You can select some of the examples listed below in order to make it a

shorter exercise.
¢ In small groups, participants sort them into two categories: SMART Goals and Not

SMART Goals.
e Teams rewrite the weak goals to align with the SMART criteria.
e The facilitator leads a discussion on why SMART goals are more effective.

Materials Needed:
Markers and flipchart Printed goal cards

i Ve
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L
List of goals

SMART Goal Cards (Strong Goals)

Goal: Exercise for 30 minutes, 5 times a ® Goal: Read one book per month for the ®
week for the next two months. next six months.

* Why it's SMART: Specific (exercise), * Why it's SMART: Specific (read a book),
Measurable (30 minutes, 5 times a week), Measurable (one per month), Achievable,
Achievable, Relevant (health goal), Time- Relevant (learning and personal growth),
bound (next two months). Time-bound (six months).

Goal: Save $500 in the next three months ® Goal: Learn 20 new words in a foreign ®

by setting aside $50 per week. language every week for the next three
¢ Why it's SMART: Specific (save $500), months.

Measurable ($50 per week), Achievable, * Why it's SMART: Specific (learn new

Relevant (financial goal), Time-bound words), Measurable (20 per week),

(three months). Achievable, Relevant (language learning
goal), Time-bound (three months).

Goal: Drink 8 glasses of water every day ® Goal: Wake up at 6:30 AM every weekday ®
for the next 30 days. for the next two months to establish a
e Why it's SMART: Specific (drink water), morning routine.
Measurable (8 glasses daily), Achievable, e Why it's SMART: Specific (wake up early),
Relevant (health goal), Time-bound (30 Measurable (6:30 AM), Achievable,
days). Relevant (routine improvement), Time-
bound (two months).




Not SMART Goal Cards (Weak Goals)

Goal: Exercise more. ® Goal: Save money. ®
* Why it's weak: Vague—how often and * Why it's weak: No target amount or
for how long? timeframe.

Goal: Learn a new language. ® Goal: Drink more water.
¢ Why it's weak: No details on how or * Why it's weak: No specific amount or
when progress will be measured. frequency.

Goal: Wake up earlier. ® Goal: Spend more time with family.

* Why it's weak: No set time or schedule * Why it's weak: No specific plan on how
to track progress. often or in what way.




¥ Activity 2: Initiative
Pitch Challenge

Objective:
To develop and present a well-structured initiative using strategic thinking.

Instructions:

e Participants brainstorm a new initiative related to their workplace or community.

e They create a short pitch (2-3 minutes) outlining:
o The problem or opportunity,
o The proposed solution (initiative),
o Expected benefits and outcomes.
e Each participant or team presents their initiative to the group.
e A panel (or the group) provides constructive feedback on feasibility and impact.

Materials Needed:
Pitch structure template Timer for presentations

What's needed to create a Pitch

What is a Pitch?

A pitch is a short, persuasive presentation where you introduce an idea, product, service, or
yourself—usually with the goal of gaining interest, support, or approval. Pitches are common in
business, job interviews, or creative fields like startups or media.

How to Prepare a Pitch:
e Know your audience: Tailor your message to what matters most to them.
e Be clear and concise: Focus on the key message—what you're offering and why it matters.
e Structure it well: Start with a hook, explain the problem or need, present your solution or
value, and end with a call to action.
¢ Practice delivery: Confidence, clarity, and timing matter.

What to Consider:

Time limit (2-3 minutes)

Language and tone: Professional, engaging, and adapted to the context
Visual aids, if applicable (slides, prototypes, etc.)

Anticipate questions or objections
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MODULES
Digital skills



In the modern professional landscape, digital skills are indispensable for success. As work
environments increasingly embrace remote and hybrid models, proficiency in digital
communication and collaboration tools has become vital. This module will guide you
through the fundamentals of virtual communication, online collaboration, and professional
social media presence, providing you with the knowledge and skills needed to optimize
your digital interactions. We will explore key platforms such as Zoom, Microsoft Teams,
Slack, and LinkedIn, delving into their functionalities and the best practices for utilizing them
effectively. Furthermore, the participants will learn the importance of maintaining a
professional digital presence, crafting clear and concise messages, and utilizing Al-powered
writing assistants to enhance participants communication. By the end of this module, theyll
be well-equipped to navigate the digital workspace with confidence, ensuring seamless
communication and collaboration in any professional setting.
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PART A: Digital
Communication tools

In today's professional environment, effective digital communication is essential for
collaboration, productivity, and networking. Whether through video conferencing, instant
messaging, or collaborative platforms, mastering these tools enhances efficiency and
ensures seamless interaction in remote and hybrid work settings. This section provides an
overview of key digital communication and collaboration tools, their functionalities, and
best practices for optimizing their use.

1. Basics of Virtual Communication

Q e Zoom: Enables video conferencing, screen sharing, breakout rooms, virtual
backgrounds, webinar hosting, chat, and meeting recording for seamless online
meetings.

$ * Microsoft Teams: Offers video calls, instant messaging, file sharing, team
channels, task assignments, meeting scheduling, and deep integration with

Office 365.
=0, * Slack: Provides instant messaging, threaded conversations, third-party app
‘¢ integration, file sharing, voice/video huddles, and workflow automation to

streamline team communication.
@ * Notion: Combines note-taking, task management, collaborative document
editing, database organization, and project tracking for an all-in-one workspace.

2. Professional Social Media Presence

m * Linkedin Optimization: Enhances professional branding through profile
optimization, networking, job search functionalities, content sharing, company
pages, and access to LinkedIn Learning for skill development.
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3. Writing Clear and Concise Texts/Chats

Covers best practices for professional digital communication, including
@ structuring messages for clarity, maintaining an appropriate tone, avoiding

misunderstandings, and leveraging Al-powered writing assistants like Grammarly
@ and ChatGPT.

4. Online Collaboration Tools

G * Google Workspace (Docs, Sheets, Slides, Drive, Meet): Facilitates real-time
document collaboration, cloud storage, video meetings, shared calendars, and
email integration.

m * Trello: Uses visual project management with Kanban boards, task assignments,
due dates, progress tracking, and automation (Butler) to enhance team
workflows.

5. Pros and Cons of Digital Communication Tools

Virtual Communication Tools (Zoom, Microsoft Teams, Slack, Notion)

Tool Pros Cons
Zoom * High-quality video & audio
conferencing * Free version has time limits
* Breakout rooms for group ¢ (Can be bandwidth-heavy
Q discussions ¢ Security concerns
* Screen sharing & recording (Zoombombing)
features
Microsoft ® Seamless integration e Can be complex for beginners
Teams withOffice 365 e Slower erfgrmance w?ch large
* Robust file sharing & P &
o . teams
* collaboration e
: . * Notifications can be
e Persistent chat & meeting .
overwhelming
notes
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Tool Pros
Slack e Organized communication via
channels
' * Integration with third-party
[ ]
‘¢ apps

* Quick, real-time messaging &
search function

Notion * Flexible for note-taking &
project management
@ * Highly customizable

e Database functionality for
advanced users

Professional Social Media (LinkedIn)

Tool Pros

Linkedin e Great for networking & job
searching
* Professional branding &
m content sharing
¢ Learning resources (LinkedIn
Learning)

Cons

Free plan limits message
history

Can become distracting (too
many notifications)

Less structured for formal
documentation

Can be overwhelming for new
users

No built-in video/audio
communication

Offline functionality is limited

Cons

Free plan limits message
history

Can become distracting (too
many notifications)

Less structured for formal
documentation
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Writing and Messaging Best Practices

Tool

ChatGPT

)

Grammarly

©

Pros

Assists with content drafting
& editing

Can summarize or clarify
complex text

Saves time for routine
messaging

Enhances grammar, clarity &
tone

Works across multiple
platforms

Helps non-native speakers
improve writing

Online Collaboration Tools

Tool

Google
Workspace

o~
&/

Trello

Pros

Real-time collaboration on
documents

Cloud-based, accessible
anywhere

Seamless integration with
Gmail & Calendar

Simple, visual project
management

Customizable workflows &
automation

Free plan available with basic
features

Cons

May not always interpret
context accurately
Requires manual review for
critical communication

Can lack human tone &
nuance

Free version has limited
suggestions

Over-corrects informal writing
styles

Requires internet connection

Cons

Privacy concerns with cloud
storage

Limited offline functionality
Can get cluttered with too
many shared files

Can become chaotic with large
projects

Limited reporting/analytics
tools

Not ideal for complex project
tracking

Each tool serves a unique purpose, and their effectiveness depends on the specific needs of

the team or individual.
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% Activity 1: Mapping Our
Digital Skills - Individual &
Group Needs Assessment

Objective:

To help participants identify their own digital skills strengths and gaps, assess

the collective competencies of the group, and recognize areas for development
at both individual and team levels.

Instructions:
1. Individual Self-Assessment (10-15 minutes)
o Provide each participant with a digital skills self-assessment form.
o Include categories such as:
m Basic computer use
= Internet navigation
= Email and communication tools (e.g., Teams, Zoom)
m Cloud storage and collaboration (e.g., Google Drive, SharePoint)
m Office software (e.g., Word, Excel, PowerPoint)
» Digital safety and privacy
m Use of industry-specific tools or platforms
o Ask participants to rate their confidence for each skill on a scale (e.g., 1 = Not
confident, 5 = Very confident).

2. Pair & Share (10 minutes)
o In pairs, participants briefly discuss one area where they feel strong

and one where they'd like to improve.
o This creates peer awareness and destigmatizes learning needs.
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3. Group Mapping (15 minutes)
o Create a large visual "skills map" (e.g., on a whiteboard, poster, or virtual
board like Miro).
o Ask volunteers to mark areas of strength and areas needing development for
the group as a whole based on pair discussions.
o Discuss:
= Where do we have collective strengths?
» Where are the gaps?
= Are there internal experts who can help others?

4. Reflection & Next Steps (10 minutes) ~ -
o Facilitate a short discussion: ~—
= What individual skills would you like to develop first?
= What does the group need to improve to work more efficiently together?
= What support or resources would help?
o Optionally, collect the self-assessments to anonymously analyze overall
training needs.

Materials Needed:

Printed or digital self-assessment forms Large poster, whiteboard, or online
Pens or digital devices collaborative board

Timer Stickers or markers for group mapping
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% Activity 2: Effective
Virtual Meeting Simulation

Objective:

To help participants practice and enhance their virtual communication skills
using Zoom or Microsoft Teams.

Instructions:
e Divide participants into small groups and assign each group a virtual meeting
platform (Zoom, Microsoft Teams, or Slack Huddles).

e Each group prepares and conducts a 10-minute virtual meeting, ensuring they:
o Set a clear agenda.

o Use screen sharing or collaboration features.
o Assign roles (moderator, note-taker, presenter).

o After the meetings, participants provide feedback on communication clarity,
engagement, and technical effectiveness.

e Discuss best practices for professional virtual meetings.

Materials Needed:

Computers with internet access.

Access to Zoom, Microsoft Teams, or Slack.
Sample meeting agenda templates.
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% Activity 3: LinkedIn
Profile Optimization

Objective:
To teach participants how to create and optimize a professional LinkedIn
profile for networking and job opportunities.

Instructions:
e Participants review their current LinkedIn profile (or create one if they don't
have one).
e They follow a checklist to enhance their profile, including:
Updating their headline and summary.
Adding relevant skills and experiences.
o Customizing their LinkedIn URL.
o Engaging with industry-related content.
e In pairs, participants review each other's profiles and provide constructive
feedback.
e A group discussion follows on how to leverage LinkedIn for networking and
professional growth.

o

o

Materials Needed:
Internet access and LinkedIn accounts.

A

LinkedIn optimization checklist.
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T Activity 4:
Prompt Crafting &
Optimization for Al Tools

Objective:

To help participants understand how to write effective prompts for Al tools (like
ChatGPT), evaluate their outputs, and improve communication through iterative
prompt testing.

Instructions:
e Participants receive a short introduction on how Al responds to different prompt
types (e.g., vague vs. specific, structured vs. open-ended).
e Each participant chooses one real-world task (e.g., drafting an email,
summarizing a text, generating ideas, or rephrasing a LinkedIn bio).
e Step 1 - Initial Prompting: Participants write a first prompt to complete their
chosen task using ChatGPT (or another Al tool).
e Step 2 - Output Review: They review the Al's response based on:
o Clarity and relevance
o Tone and appropriateness
o Completeness and creativity
e Step 3 - Optimization Round 1: Participants rewrite the prompt to be more
specific or structured, based on what was missing or off-target in the first result.
e (optional) Step 4 - Optimization Round 2: They test a third version, trying to
refine tone, context, or clarity even further.
e Peer Review: In pairs or small groups, participants compare before/after results
and give feedback on which prompts worked best—and why.
e Group Discussion: Reflect together on:
o When Al outputs are useful
o When caution is needed (e.g., sensitive or critical communication, reliability...)

Materials Needed:
Internet access and ChatGPT (or similar Al tool)
“Smart Prompting” tip sheet (with examples of weak vs. strong

prompts)
Reflection worksheet: Prompt - Output - Feedback - Optimized | \
Prompt ~——
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PART B: ICT Skills

In today's digital age, being proficient with technology goes far beyond basic computer
skills. This section explores essential areas of digital competence, including information
and data literacy, digital content creation, online communication etiquette, cybersecurity,
and the responsible use of Al tools. Developing these skills allows individuals to navigate
digital environments confidently and ethically, communicate effectively, protect their online
identities, and make informed decisions. Mastery in these areas not only enhances
professional performance but also supports digital well-being in an increasingly
connected world.

1. Information and Data Literacy

Information and data literacy refers to the ability to locate, evaluate, and use digital
information effectively and responsibly. This includes:

Understanding how to search for reliable information online.

Assessing the credibility and accuracy of sources.

Managing and organizing digital data securely.

Avoiding misinformation by cross-referencing multiple sources.

Developing strong information literacy skills helps individuals make informed decisions and
avoid the risks associated with digital misinformation.

2. Digital Content Creation

Digital content creation involves producing and sharing various types of digital media,
including text, images, audio, and video. Key aspects include:

» Using software tools for text processing, graphic design, video
editing, and website development.

» Understanding copyright laws, creative commons licensing, and
ethical content sharing.

e Adapting content for different online platforms while
maintaining accessibility and inclusivity.
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Well-crafted digital content enhances communication, branding, and knowledge sharing in
both personal and professional settings.

3. Netiquette & Effective Online Communication Etiquette

Netiquette (Internet etiquette) refers to respectful and appropriate behavior in digital
communication. Principles of effective online communication include:

¢ Using clear and professional language in emails, chats, and social media.

* Respecting others' privacy and avoiding cyberbullying or harassment.

* Following guidelines for virtual meetings, such as muting microphones when not
speaking and being punctual.

Proper online etiquette fosters productive interactions and prevents misunderstandings in
digital spaces.

4. Online Safety: Threats and Protective Measures

Online safety encompasses practices to protect personal data and digital identities.
Common threats include:

é e Phishing attacks: Phishing is a cyberattack where attackers impersonate
legitimate sources (such as banks, social media platforms, or colleagues) to trick
individuals into providing sensitive information like passwords, credit card details,
or personal data.

A* e Malware: Malware (short for “malicious software”) is any
software designed to harm, exploit, or disable computers,
networks, or devices. Common types of Malwares:

)
q
)
Ue?

o Viruses: Attach themselves to legitimate files and spread
when executed.

o Trojans: Disguised as legitimate software but contain
harmful functions.

o Ransomware: Encrypts files and demands payment for
decryption.

o Spyware: Secretly collects personal data without the
user's knowledge.
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&9 o Identity theft: Identity theft occurs when someone steals another person’s
=as] personal information to commit fraud or other crimes.

Protective measures include:
¢ Using strong passwords and enabling two-factor authentication.
e Regularly updating software and avoiding suspicious links or downloads.
¢ Being cautious when sharing personal information online.

By practicing cybersecurity measures, individuals can safeguard their digital presence.

5. Al Tools: Pros & Cons

Artificial Intelligence (AI) tools enhance efficiency in various digital tasks, but they also come
with challenges.

Key advantages include: However, challenges include:
e —
Automating repetitive tasks, increasing Bias in Al algorithms leading to unfair
productivity. outcomes.
——————————EEEE
Enhancing data analysis and decision- Privacy concerns due to data collection
making. and surveillance.
D

Potential job displacement in certain

Personalizing user experiences in : _
industries.

marketing and customer service.

e

Understanding Al's benefits and limitations enables responsible and informed usage.
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% Activity 1:
Identifying Reliable
Information Online

Objective:
To help participants evaluate online sources and identify reliable information.

Instructions:
e Participants are given a mix of credible and non-credible articles or websites.

e They analyze them using a checklist of credibility factors (e.g., author expertise,
publication date, domain authority).

e Group discussion on identifying misinformation and best practices for verifying
online content.

Materials Needed:
Sample articles/websites.
Credibility checklist handouts.
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¥ Activity 2: Creating a
Digital Content Piece

Objective:
To practice digital content creation using various tools.

Instructions:

e Participants select a topic and choose a digital format (e.g., blog post, infographic,
short video).

e They use digital tools to design and create their content.
e Participants present their work and receive feedback on clarity, creativity, and

ethical considerations.
e
—

N——

\_’
——

Materials Needed:
Laptops with content creation software.
Internet access for research.
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2# Activity 3:
Cybersecurity Awareness
Challenge

Objective:
To enhance awareness of online threats and protective measures.

Instructions:
e Participants are presented with real-life cybersecurity scenarios (e.g., phishing

emails, weak passwords).
e They discuss potential risks and suggest preventive measures.
e Facilitator provides key takeaways on maintaining online safety.

Materials Needed:
Checklist for online safety best practices.
Sample phishing emails and cybersecurity scenarios.
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List of workplace scenarios

Phishing Email Scenarios (Personal & Professional)

1. Fake Bank Alert (Personal)
Subject: "Urgent: Suspicious Transaction Detected - Verify Your Account!"
Message: Claims unauthorized activity on your bank account and asks you to click a link
to verify details.
Red Flags: Generic greeting ("Dear Customer"), urgent tone, suspicious link, spelling errors.
Preventive Measure: Never click links in emails—go directly to the bank’s official website.

2. CEO Fraud / Business Email Compromise (Professional)
Subject: "Immediate Action Required: Fund Transfer Request"
Message: Appears to be from the CEO or finance department, requesting an urgent wire
transfer.
Red Flags: Slightly altered sender email, urgency, asks for a confidential action.
Preventive Measure: Verify any unusual financial request by calling the person directly.

3. Fake Streaming Service Payment Issue (Personal)
Subject: "Netflix Payment Failed - Update Your Billing Info Now!"
Message: Claims your subscription will be canceled unless you update your payment
details.
Red Flags: Unofficial email domain, generic greeting, urgency, fake payment link.
Preventive Measure: Log into your account via the official site—not from email links.

4. Compromised Work Email (Professional)
Subject: "Password Expiring Soon - Reset Now to Avoid Lockout"
Message: Appears to be from IT support, prompting an urgent password reset via a
provided link.
Red Flags: Link directs to a fake login page, sense of urgency.
Preventive Measure: Always verify with IT support directly before resetting passwords.




5. Social Media Account Hacking (Personal)
Subject: "You Have Been Tagged in a Post - Click to View"
Message: Contains a link to a fake login page for Facebook, Instagram, or Twitter.
Red Flags: Unfamiliar sender, unusual activity alert, misleading URL.
Preventive Measure: Check the sender’s identity, log in only through the official site.

Phishing Email Scenarios (Personal & Professional)

6. Weak Password Use (Both Personal & Professional)
Scenario: An employee uses "Password123" for both work and personal email accounts.
Their email gets hacked, exposing company and personal information.
Red Flags: Simple passwords, same password used across platforms.
Preventive Measure: Use unique, strong passwords for different accounts. Enable multi-
factor authentication (MFA).

7. Public Wi-Fi Attack (Personal)

¢ Scenario: A person connects to free Wi-Fi at an airport and logs into their online banking
account. A hacker on the same network steals their login credentials.

* Red Flags: Unsecured network, logging into sensitive accounts on public Wi-Fi.

¢ Preventive Measure: Avoid public Wi-Fi for sensitive transactions or use a VPN.

8. Ransomware Attack on Company Laptop (Professional)
Scenario: A remote worker downloads an email attachment titled "Project
Proposal.docx", which contains ransomware that locks all company files.
Red Flags: Unexpected attachment, sender unknown, urgency in email message.
Preventive Measure: Never open attachments from unknown sources; ensure antivirus
and backups are in place.

9. Tech Support Scam Call (Personal)
Scenario: A person receives a call from "Microsoft Support" saying their computer is
infected and they need to install remote access software.
Red Flags: Caller insists on remote access, demands payment to "fix" the issue.
Preventive Measure: Microsoft and Apple never call unsolicited. Hang up and verify
through the official website.




o
10. Fake Internal HR Email (Professional)

Subject: "Annual Performance Review - Action Required"

Message: Appears to be from HR, asking employees to click a link to review their
evaluation. The link leads to a fake login page that steals credentials.

Red Flags: Urgency, sender's email slightly different, generic HR message.

Preventive Measure: Confirm with HR directly before clicking any links.




MODULEG6

Job Search related skills &
Self-Branding technics



Job Search Related Skills & Self-Branding Techniques is designed to provide migrant women
with essential tools and strategies for navigating the job market. Unlike previous
modules that focused on theoretical knowledge, this section offers practical, hands-on
recommendations to address challenges specific to migrant women, such as language
barriers, unfamiliar job search processes, and limited professional networks. The goal is to
empower participants to effectively showcase their skills, prepare for job interviews, and
build their personal brand. Through clear, actionable advice, this module guides adult
educators in tailoring content to meet the unique needs of their target group, whether in
one-on-one coaching sessions or group workshops. By utilizing the strategies provided here,
migrant women can confidently enter the workforce and pursue their career aspirations.

Unlike the previous modules, which provided theoretical and practical part, this
section offers practical recommendations specifically designed for migrant
women entering the job market. These recommendations aim to address common
challenges such as language barriers, unfamiliar job search processes, and limited
professional networks.

Every adult educator can adapt and customize this section based on the specific
needs of their target group. The strategies presented here can be adjusted according
to the participants' skill levels, cultural backgrounds, and professional aspirations.
Whether in a one-on-one coaching session or a group workshop, these guidelines
serve as a flexible foundation to support migrant women in building their careers
with confidence.
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PART A: Creation of CV &
Portfolios

Practical Recommendations:

Use Simple and Clear Language: Migrant women may have varying levels
of proficiency in the local language. Encourage them to use concise, action-
oriented statements in their CVs.

Highlight Transferable Skills: Many participants may have informal or
volunteer experience that showcases valuable skills (e.g., teamwork,
organization, adaptability).

Provide Visual CV Examples: Tools like Canva offer simple templates that
are easy to use for those unfamiliar with traditional CV formatting.

Encourage the Use of Digital Portfolios: Even for non-technical fields,
platforms like LinkedIn, or personal blogs can help showcase achievements
and personal projects.

Offer Translation Assistance: If needed, provide support in translating
previous job titles and qualifications to align with the local job
market standards.

EDUCATORTIP:
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Peer-Review Feedback checklist:

\J

o/
¢ Isthe contact information clear and complete (name, email, phone, location)?

e Are there any unnecessary personal details (e.g., marital status, age) that could
be removed?

e |s there a short summary or objective at the top?
e Does it clearly express skills, goals, or values relevant to the desired job?

o

e Are work experiences (formal or informal) described using action verbs (e.g.,
organized, supported, managed)?

¢ Are transferable skills highlighted (e.g., communication, problem-solving, teamwork)?

¢ Are dates and job titles clear and consistent?

e Are any gaps in experience explained positively?

\ 4

¢ Are degrees or training programs clearly listed and translated (if needed)?
¢ Are local equivalents or recognitions mentioned (if applicable)?

&

¢ Are links to LinkedIn, personal websites, or portfolios working?
¢ Do they reflect the participant's professional identity (tone, visuals, language)?



Language and Formatting

¢ Isthe language simple, clear, and free of grammar or spelling errors?
¢ s the layout easy to follow (headings, bullet points, consistent font)?
e Does the CVfiton 1-2 pages?

Overall Impression

¢ Isthe CV tailored to a specific job or field?
e Does the CV feel authentic and confident?
e What is one strength of this CV/portfolio?
e What is one suggestion for improvement?



PART B: Job Interview
Preparation

Practical Recommendations:

Teach Cultural Expectations in Interviews: Some migrant women may
come from backgrounds where self-promotion is not common. Role-play
exercises can help them practice confidently speaking about their skills.

Encourage Storytelling Using the STAR Method: Breaking down answers
to make responses structured and easier to follow.

e S - Situation: Describe the context or background of a specific
example (e.g., where you were working, what the challenge was).

e T - Task: Explain your responsibilty or the goal you were
working toward.

e A - Action: Describe the steps you took to address the task or
challenge. Focus on your contributions.

e R - Result: Share the outcome of your actions, ideally with a
positive result or what you learned

Example: Tell me about a time you worked in a team.

e Situation: "At a local NGO, we organized a community food drive."

e Task: "l was responsible for coordinating the volunteers."

e Action: "I created a schedule, assigned roles, and kept everyone
updated through WhatsApp."

e Result: "We collected food for over 150 families, and several volunteers
said it was one of the most organized drives they'd been part of."

Provide Common Interview Phrases & Vocabulary: Offer a list of

frequently used interview questions and help participants craft responses
using simple, professional language.
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Practice Non-Verbal Communication:
e Maintain eye contact (if culturally appropriate).
e Use a firm but polite handshake.
e Work on tone and clarity in verbal responses.

Address Potential Bias or Gaps in Work Experience: Help participants
frame career gaps positively by emphasizing skills gained through
caregiving, volunteering, or informal work.

Simulate Real Interviews: Conduct mock interviews using real job
descriptions to help them feel prepared for actual hiring situations.

EDUCATORTIP:
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PART C: Networking Tools
& Strategies

Practical Recommendations:

Explain the Importance of Networking: Many migrant women may not
be familiar with networking culture. Emphasize that many jobs are found
through personal connections rather than direct applications.

Guide Them in Creating a LinkedIn Profile:
e Use a clear, professional photo (educators can arrange a photo session
if possible).
e Write a simple but impactful summary emphasizing strengths.
e Show them some examples of LinkedIin accounts and how to connect
with recruiters and professionals in their field.

Encourage Participation in Community & Professional Groups: Suggest
women's networking groups, industry-specific meetups, and local career
fairs where they can meet potential employers.

Teach Safe & Strategic Networking: Some participants may be hesitant to
reach out to strangers. Provide sample networking messages they can use
when connecting with people online.

Promote Confidence in Speaking About Themselves: Many may
downplay their experience; encourage self-advocacy and positive self-
representation.

EDUCATORTIP:
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