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Learning Objectives

● Understanding the needs of the labour market 

● Understanding yourself 

● Defining your career Objectives 

● Creating your own professional development plan



Unit 1

Understanding Yourself (Inner strengths and competences)



Topic 1: Personal SWOT analysis 

In business, SWOT Analysis 
uncovers the Strengths and 

Weakness of an
organization, and identifies 

the Opportunities and 
Threats that it faces.

🡪 This analysis is equally 
important and efficient 

when you apply it for 
personal understanding 

and analysis.                   

By knowing your strengths, 
you can focus your efforts 

on the things
that you’re good at. And, by 

understanding your 
weaknesses, you know 

what to
avoid, what to improve, and 

where you need to get 
help.

Taken together, your 
strengths and 

opportunities help you 
identify potential

long-term career goals. 
Your weaknesses, and the 
threats you face, are the 

things
that need to be managed, 

mitigated or planned for, to 
ensure that your goals

remain achievable.





Topic 1: Personal SWOT analysis  

The things that could deflect your success. 
Even though, often you cannot control them, 
they can be planned for. Consequently, it is 
important to address them and be aware of 
them. 🡪 A challenge loses much of its impact 
when it’s managed and prepared for.

Challenges

OpportunitiesStrengths

Weaknesses

Focus on understanding the 
opportunities that are open to you.

Uncover what sets you apart from other  people. 
What qualities do you have that make you stand 
out?
🡪 Don’t limit yourself to your personal skills. Explore 
all of your experiences, and the opportunities that 
you’ve had to grow and develop. 

Think about the things and areas where you 
could improve your performance. This way you 
can manage and reduce them. 
Remember: We all have weaknesses! The trick is 
to recognize them and manage them 
appropriately..



Activity 1

● Please fill in the boxes based on the information given for each section to 

create your own personal SWOT analysis.  

Strengths: Opportunities 

Weaknesses Challenges 



Unit 2

Understanding the labour market



Topic 1: Defining the Labour market 

Definition: A labour market is the place where workers and 
employees interact with each other. In the labour market, 
employers compete to hire the best, and the workers compete for 
the best satisfying job.

Description: A labour market in an economy functions with 
demand and supply of labour. In this market, labour demand is 
the firm's demand for labour and supply is the worker's supply of 
labour. The supply and demand of labour in the market is 
influenced by changes in the bargaining power.

(www.economictimes.com)



Topic 2: Finding information about the labour market

● EUROPEAN UNION LABOUR FORCE SURVEY (EU LFS)
● The EU Labour Force Survey (EU-LFS) is conducted in all EU Member States of the European Union, 4 

EU candidate countries and 3 European Free Trade Association (EFTA) countries. It is a large 
household sample survey providing quarterly results on labour participation of people aged 15 and 
over as well as on people outside the labour force. All definitions apply to persons aged 15 years and 
over living in private households. Those doing military or community service are not included in the 
survey, as is also the case for those in institutions/collective households.

● 🡪 Labour Force Surveys of different 
● countries can be found here.

https://ec.europa.eu/eurostat/web/microdata/european-union-labour-force-survey
https://www.ilo.org/dyn/lfsurvey/lfsurvey.list?p_lang=en


The principal European source for information 
on the labour market is the European Union’s 
(EU’s) labour force survey (LFS) — see below for 
more information. Looking at the population 
aged 15 years and over, the results of this survey 
classify people living in private households into 
three main groups:
• Employed;
• Unemployed;
• Those outside the labour force (sometimes 

called economically inactive, a term which is 
gradually being changed).

People who are employed and people who are 
unemployed are together referred to as the 
labour force. People who are not working and 
who are not looking for work; they are referred 
to the population outside the labour force and 
include, among others, (non-working) students, 
people who stay at home with family 
responsibilities or retired people.

🡪 This video explains 
labour market 
concepts

https://www.youtube.com/
watch?v=Bu5nJAqjz0A

https://www.youtube.com/watch?v=Bu5nJAqjz0A


Skills-OVATE platform
Skills-OVATE offers detailed information on the
jobs and skills employers demand based on
online job advertisements (OJAs) in 28 European
countries. It is powered by Cedefop’s and
Eurostat’s joint work in the context of the Web
Intelligence Hub. Please visit the project page to
find out the latest news and publications in the
OJA work.

In Skills-OVATE you can access information
based on millions of OJAs collected from
thousands of sources, including private job
portals, public employment service portals,
recruitment agencies, online newspapers
and corporate websites.

To show up-to-date labour market and skills
trends, Skills-OVATE presents data for the
last 4 available quarters and is updated four
times a year. Yearly averages for key
variables are available via Cedefop’s
dedicated skills intelligence platform.

https://www.cedefop.europa.eu/en/tools/skills-online-vacancies
https://www.cedefop.europa.eu/en/tools/skills-online-vacancies
https://www.cedefop.europa.eu/en/news/cedefop-and-eurostat-formalise-joint-approach-online-job-advertisement-data
https://www.cedefop.europa.eu/en/projects/skills-online-job-advertisements
https://www.cedefop.europa.eu/en/projects/skills-online-job-advertisements/news
https://www.cedefop.europa.eu/en/projects/skills-online-job-advertisements/publications
https://www.cedefop.europa.eu/en/tools/skills-intelligence


Activity 2 – Let’s analyse some data 

Follow the link: 
Skills in occupations | CEDEFOP (europa.eu)

This dashboard shows the importance of  (a) skill group(s)  in different occupations. 
Selecting the most detailed skill group will provide a list of occupations ordered by 
share of OJAs that require it.

Take a look at the list of skills provided on the dashboard and try to answer the 
following questions based on the data you have in front of you. 

Question 1 Possible Answer

How are the skills classified on 
ESCO classification level 0? 

Skills, knowledge, attitudes and 

values, languages

https://www.cedefop.europa.eu/en/tools/skills-online-vacancies/skills/occupations


Activity 2 – Let’s analyse some data 

Question 2 Possible Answer

Name the 5 most valuable skills 
for ESCO classification level 1 and 
fill in the following graph

1. Communication, collaboration

2.Attitudes

3.Working with computers

4. Business administration and law

5. Information and communication 



Activity 2 – Let’s analyse some data 
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Activity  – Let’s analyse some data 

Question 3 Possible Answer

Name the 10 most valuable skills for ESCO 
classification level 3 and fill in the following 
graph

1. Adapt to change

2. Languages 

3. Personal skills and development

4. Working in teams 

5. Software application 

6. Accessing and analysing digital data 

7. Using digital tools for collaboration 

8. Planning and scheduling events

9. Computer use

10. Wholesale and retail sales



Question 3

1 2 3 4 5 6 7 8 9 10



Activity  – Let’s analyse some data 

Question 4 Possible answers

Name the three first occupations that 
are connected with the skill ‘languages’ 
from ESCO classification level 3. (To find 
them click on the colored bar next to 
each skill) 

University and higher education teachers 

Life science technicians and related associates

Administration professionals 



Unit 3

Professional development plan



Topic 1: Developing your personal Professional development plan

Think about your Career Mission Statement (What you 
intend to accomplish, and why.)1

Note any skills and knowledge gaps that you need to fill based on the 
weaknesses and skills you identified previously. You can also use the data 
provided by the labour market regarding the occupation or section you have 
chosen. Rank your current ability using the following scale, and note this on 
your professional development plan: 

A - I indicate high levels of competence in this skill.
B - I have this skill/competency, but some improvements could be made.
C - I need to improve this skill/competency.
D - I need to put in considerable work to develop this skill/competency.
E - I have little/almost no experience with this competency.

🡪 Revisit these skill rankings every six months (make a diary entry to do this 
now). This will help you maintain focus and stay on target.

3
Now think about your six Principal Career Goals (What you need to 
accomplish in the medium term to further your career mission.)

2



Activity 3: Developing your personal Professional development plan

Name: Current Position: Date started:

Career Mission Statement (What you intend to accomplish, and why)

Major Career Goals (What you need to accomplish in the medium term to further your mission)

Goal 1: Date:
Goal 1:

Date:

Goal 2:
Date:

Goal 2:
Date:

Goal 3:
Date:

Goal 3:
Date:

Skills analysis

A - I indicate high levels of competence in this skill.

B - I have this skill/competency, but some improvements 
could be made.

C - I need to improve this skill/competency.

D - I need to put in considerable work to develop this 
skill/competency.

E - I have little/almost no experience with this competency.

Skill / Competency
Rank

Skill / Competency
Rank

Now 6m 1 yr 3 yr Now 6m 1 yr 3 yr

Fill in the gaps to develop your own Professional development plan. 



Topic 2: Action plan for achieving your goals

Choose the planning period that best fits your circumstances and add 
this to your Action Plan. Usually, a planning period will be the next six to 
12 months.

You’re finally ready to put together your Action Plan (page 22). This 
contains
short-term Development Goals and Actions that you can start working on, 
to achieve your Principal Career Goals; and it focuses on any skills gaps 
that you identified in the previous steps.

For each Principal Career Goal, think about what you need to achieve within 
your planning period. Next, carefully evaluate each of the skill gaps you 
identified in your Skills Analysis and consider how you intend to close it. 
🡪 Add these Development Goals to your Action Plan.

Choose the planning period that best fits your circumstances and add this to 
your Action Plan. Usually, a planning period will be the next six to 12 months.



Activity 4: Action plan for achieving your goals

Action Plan for the next _________ months (6/9/12).

Goal Action steps
Completed 
by (Date)

Challenges / Solutions

Fill in the gaps to develop your own Action plan for achieving your previously set goals!



Summing up…

By having a clear image of yourself, your skills and weaknesses it 

is easier to find ways to improve your place in the labour market. 

Understanding yourself

01

By getting informed and understanding the labour market needs, it 

is easier for you to prepare for an occupation based on your skills 

and competences and based on .   

Understanding the labour market

02

Setting goals and missions for the future and committing to them 

it is crucial for your journey through the labour market. By 

knowing your strengths, you can develop them even more and by 

knowing your weaknesses and challenges, you can work on them. 

This way you can continuously develop yourself and 

consequently, you will be able to land a greater position in the 

labour market. 

Personal professional development plan

03



Copyright Disclaimer

All audio-visual material was accessed freely from free online stock image platforms and/or YouTube and apply 

fair use laws without intention to breach any copyrights. If you feel that copyrights were violated, kindly contact 

us at https://act-positive.eu/to resolve the matter in a restorative justice manner. 

https://act-positive.eu/

