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1. Purpose of the Handbook
1.1. General Aims
This handbook aims to support employment/career counsellors, public employment
services, VET providers, recruiters and/or other professionals during their work with lowskilled/low-qualified unemployed persons (mainly over 45), for helping them to increase
their digital and social competences.
The handbook presents the innovative approach and provides guidelines on how the
methodological framework and interactive mobile and online platform, created by the
LINK-UPS Partnership during the activities carried out in the project, can be used by the
professionals to improve the quality of the provided services and the impact they can
have on their target group.
1.2. How could it be useful
The handbook offers different type of information about:
•

Methodological framework followed by the project Partners during the research
activity carried out and how, thanks to the results collected in each Country Partner
(Portugal, Spain, Italy, Bulgaria and Turkey), have been selected at partnership level
the Top 5 common competences for each Competence area.

•

Description of 5 training modules developed on digital competences.

•

How to use the E-Learning Platform (technical requirements and references for
accessing the platform by PC/laptop and/or compatible mobile devices, login,
languages, dashboard, courses, customisation).

•

Pre and post-assessment.

•

Certification.
1.3. How could it be used

This handbook proposes both descriptive elements of the LINK-UPS project, drawing from
where the project idea was developed, the activities carried out by the Partners before
writing this manual, and practical instructions that you can consult when you support your
target groups accessing the platform containing the digital skills training modules.
Therefore, in the first part of this handbook (chapters 1 and 2), you will find a Glossary of
terms and concepts which have been identified and included in the 5 training modules on
digital competences, the main information regarding the Erasmus + Programme by which
LINK-UPS is co-financed, the needs from which the project was born, its objectives, the
target groups, the products it foresees (Intellectual Outputs).
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In chapter 3, is proposed some information about training paths/opportunities offered to
low-skilled adults regarding digital skills in the different Partner Countries of the project:
Portugal, Spain, Bulgaria, Italy and Turkey.
In Chapter 4, you can find the methodology used by the Partners for carrying out the Desk
Research and Fieldwork. Thanks to this activity, the 5 common competences have been
selected at partnership level, and the contents of the 5 training modules have been
developed: 1 - Information Processing; 2 – Communication; 3 - Content Creation; 4 Problem Solving; 5 – Safety.
In the second part of Chapter 4, there is a section dedicated to the use of the E-learning
Platform (available in the different languages of the partnership) in which have been
uploaded the 5 training modules. This section provides all the necessary information
regarding technical requirements and references for accessing the platform by PC/laptop
and/or compatible mobile devices, login, languages, dashboard, courses, customization.
Finally, in Chapter 5 some elements are provided regarding the facilitation of the training
process; features that the dashboard offers to professionals for creating classes of users
and sharing insights, clarifications and support regarding the contents offered in the
modules; pre and post-assessment phases; and how certifications are issued for the
training course carried out by users.
1.4. Glossary


Access to the Internet - Possibility to search, obtain or process the information
available on the Internet.



Android - Mobile operating system developed by Google. Users can access
applications and programs via Google Play.



Blog - Online diary or journal located on a website. The content of a blog typically
includes text, pictures, videos, animated GIFs and even scans from old physical offline
diaries or journals and other hard copy documents.



Bookmarks - Set of references to webpages, electronic documents or parts of them,
which are organised by the Internet user, even using a folder concept similar to that
used in file organisation, allowing the user to easily find the data you find interesting,
at a later consultation.



Browsing - Action of using the Internet to search for information through a web
browser. The user moves between pages on the same or different websites using
hyperlinks.



Clip - A short part of a film or television programme.



Crawler - (see Spider).
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Data - Representation of information in a conventional form suitable for
communication, interpretation or processing. Data may be processed by human or
automatic means.



Data Dredging/Phishing - The attempt to access personal information by sending emails purporting to come from a genuine company operating on the Internet, but in
fact, it is a fake website operated by fraudsters.



Database - Collection of data organised according to a conceptual framework that
describes the characteristics of this data.



Desktop - Computer composed by case or tower (the plastic box that contains the
computer) and monitor or screen, keyboard, mouse, printer, speakers.



Digital Content - Content that may be incorporated, stored, manipulated and made
available in a digital form.



Digital Media - Media that use appropriate technologies for the creation and delivery
of digital content. Examples: digital audio, digital video, World Wide Web.



Domain - A group of computers and devices on a network, particularly on the
Internet, that are administered as a unit with common rules and procedures and
share a common name (domain name).



Download - Receive data on your computer (for example, a text file or program) from
another computer, usually from a server.



E-Mail - Electronic mail is a digital message. E-mail is a message that may contain text,
files, images sent through a network to a specified individual or group of individuals.
An e-mail address is required to receive an e-mail, and that address is unique to the
user.



File - Identified set of records treated as a unit. A computer file is a file that may be
stored in a computer's permanent memory and is available for use by computer
programs.



Firewall - A network security system that monitors and controls the incoming and
outgoing network traffic based on predetermined security rules.



Hardware - Tools, machinery, and other durable equipment.



Hyperlink - Reference from some point in hypertext to a point in the same or another
document; such a reference is usually specified differently from the rest of the
hypertext (for example, using underlined words).
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Hypertext - Document that, besides the information it conveys, contains hyperlinks
to the same or other texts, thus allowing a nonlinear reading. Hypertext is the basic
principle of the World Wide Web (WWW).



Internet - Wide network that is a confederation of computer networks from
universities and government, military, and commercial research centres based on the
TCP/IP protocol. Provides access to websites, e-mails, e-newsletter systems,
databases, newsgroups, etc.



Internet Service Provider - A company that is permanently connected to the Internet
and makes it available to individuals or companies, enabling them to access the
various services provided by it.



IOS - Apple’s operating system that runs the iPhone, iPad, MacBook. Users can access
applications and programs via Apple Store.



Laptop - Small, portable personal computer.



Malware - Software that is specifically designed to disrupt, damage, or gain
unauthorized access to a computer system.



Mind Map - Diagram used to visually organise information.



Modem/Router - Networking device that forwards data packets between computer
networks. Routers perform the traffic directing functions on the Internet.



Netiquette - Use the rules of communicating on the Internet in a correct or
acceptable way.



Offline - Not connected to a network, and thus not being able to connect with other
computers.



Router - See Modem/Router.



Server - A computer program that receives and satisfies requests from other
programs (client programs) on the same or other computers.



SmartArt - A way to turn ordinary text into something more visually appealing.



Software - The programs and other operating information used by a computer,
tablet, smartphone, etc.



Spam - Irrelevant or unsolicited messages sent over the Internet, usually of a
commercial nature.



Spider - A program that scans/crawls the Internet methodically and autonomously,
visiting websites and reading their pages to create index entries for a search engine.
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URL Address or Web Address - Address by which documents and other resources are
known and accessed on the Internet with the help of a browser. Integrates protocol,
domain, and path identifier characters to reach the resource.



USB Flash Drive - Device used for data storage that includes a flash memory and an
integrated Universal Serial Bus (USB) interface.



Voice/Video Calls - Phone call using an Internet connection. «Video calling», »video
chat» and «video phoning» generally mean that two people are visually
communicating.



Voice/Video Conference - Video conferencing implies support for more than two
parties communicating simultaneously.



Webpage - World Wide Web hypertext document, usually written in HTML language,
which can be viewed through its URL address using a browser.



Website - Set of hypertexts organised by a particular person or organisation, stored
and made available on the World Wide Web, with information of different sorts (text,
photos, graphic animations, sounds and videos).



World Wide Web - System based on the use of hypertext, which allows the searching
of information on the Internet, the access to it and its visualization. It uses the HTML
language and HTTP protocol to display and transmit text, graphics, sound and video,
and also incorporates other traditional Internet protocols such as Gopher, FTP, WAIS
and Telnet.

2. LINK-UPS Project
2.1. Programme Framework
Social Media for Upskilling Unemployed and Low Skilled Adult Workers for Digital Society
project is co-financed by the Erasmus+ Programme. This is the EU's Programme to support
education, training, youth and sport in Europe.
The aim of Erasmus+ is to contribute to the Europe 2020 strategy for growth, jobs, social
equity and inclusion, as well as the aims of ET2020, the EU's strategic framework for
education and training.
Erasmus+ also aims to promote the sustainable development of its partners in the field of
higher education and contribute to achieving the objectives of the EU Youth Strategy.
Specific issues tackled by the programme include:
•

Reducing unemployment, especially among young people.

Social Media for Upskilling Unemployed and Low Skilled Adult Workers for Digital Society
Project no. 2018-1-PT01-KA204-047429
7

•

Promoting adult learning, especially for new skills and skills required by the labour
market.

•

Encouraging young people to take part in European democracy.

•

Supporting innovation, cooperation and reform.

•

Reducing early school leaving.

•

Promoting cooperation and mobility with the EU's partner countries.

LINK-UPS project was submitted in 2018 by Consultis - Consultoria Empresarial,
Unipessoal Lda. (Portugal) under the key action “Cooperation for innovation and the
exchange of good practices” in the field of Strategic Partnerships for adult education, and
it contributes to promoting adult learning, especially for skills required by the labour
market.
2.2. General Description
During the last years, the term digital competence has become increasingly relevant
within the knowledge society: more and more digital competences are required to
citizens due to the major presence of the Internet and Social Media in every day and work
life.
In this framework, Social Networks are no longer just a mean to be in touch with friends
and family, but they also are a relevant communication channel for the business sector
and workplaces: a suitable example is the significant change in the way of recruiting,
selecting and hiring employees, as nowadays recruiters consider Social Media and
Networks as an effective tool to find and reach the suitable talent they are looking for.
This is in addition to higher interest in recruitment processes, low costs, and speed of
response, which are the main advantages of using social networks as a key channel for
selecting employees.
Thus, it is clear that workers need to acquire digital skills to strive for better job
opportunities as well as to perform more competitively their job in a global market that
requires digital knowledge starting from the job search.
In terms of digital skills, considering that to function effectively in a digital society more
than low-level skills are needed, about 50% of the EU population can be considered as
insufficiently digitally skilled (having either low or basic digital skills). In Turkey, 45% of
the population does not have the skills they need to function effectively in the digital
world, while the share is 43% in Portugal, 47% in Italy, and over 50% in Bulgaria and Spain
(Eurostat 2017).
It is thus important that low-skilled/low-qualified adults (especially over 45) develop their
media and digital skills so that they can effectively use social media in a way that can
create increased opportunities for them in the social and professional sphere.
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LINK-UPS project is aimed at contributing for increasing digital and social skills for this
low-skilled/low-qualified adult target, giving them the opportunity to improve their
competences through a mobile and online interactive platform with training modules and
pre and post-assessment tools.
The project aims also to support employment/career counselors and/or other relevant
professionals, authorities, organisations and companies working with low-skilled/lowqualified unemployed adults.
2.3. Target
LINK-UPS project target groups are:
•

Low-skilled/low-qualified unemployed adults, particularly over 45, in Bulgaria, Italy,
Portugal, Spain, and Turkey.

•

Employment/career counselors and/or relevant authorities, organisations and
companies working with low-skilled/low-qualified unemployed adults (e.g. public
employment services, recruiters).
2.4. Aims

LINK-UPS project aims to:
•

Upskilling the digital/media competences of low-skilled/low-qualified unemployed
people, mainly adults over 45, through innovative tools to motivate and enable them
to build a strong online professional identity to strengthen their access to
employment, leading to socio-economic inclusion.

•

Increasing the knowledge of employment/career counselors and/or relevant
authorities, organisations/companies working with low-skilled/low-qualified
unemployed adults, and endow them with a new approach/tools for supporting and
interacting with middle-aged unemployed persons through social media.
2.5. Intellectual Outputs

LINK-UPS project develops 3 Intellectual Outputs:
•

IO1 - Methodological framework for the building of digital skills through social media
for low-skilled/low-qualified unemployed persons.

O1 aims to develop a methodological framework for the building of digital skills through
social media of low-skilled/low-qualified unemployed persons (especially over 45), to
increase their access to employment opportunities.
The tasks planned for O1 include the following:
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Task 1.1. Assessment of online recruitment, screening and selection methodologies,
practices and tools.
Task 1.2. Development of skills-building framework: A literature review of available
models.
•

IO2 - Mobile and online interactive platform for building the digital competence of
low-skilled/low-qualified unemployed persons.

The aim of O2 is the development and pilot implementation of a mobile and online
interactive e-learning platform for building the social media competences and digital skills
of low-skilled/low-qualified unemployed persons (mainly over 45), based on the
methodological framework developed under O1.
The tasks planned for O2 include the following:
Task 2.1. Development of the interactive platform.
Task 2.2. Pilot implementation of digital skills building.
•

IO3 - Online self-assessment tool and usability manual for professionals supporting
low-skilled/low-qualified unemployed persons.

The aim of O3 is the development and dissemination of an online self-assessment tool
and manual presenting the new approach and providing guidelines on how the
methodological framework and interactive mobile and online platform can be used by the
professionals supporting unemployed adult people.
The tasks planned for O3 include the following:
Task 3.1. Development of online self-assessment tool and manual for professionals.
Task 3.2. Dissemination of online self-assessment tool and manual to professionals.

3. Context of Acquisition of Digital Skills in Partner Countries
3.1. Portugal
In Portugal, there are several initiatives, responses and referrals aimed at bridging the
digital gap with low qualified and older citizens having difficulty making use of new
technologies. These initiatives essentially represent digital literacy programmes adapted
to the specific needs of the adult population.
The most common is Vocational Training, which aims at the acquisition of tools and digital
skills that unemployed adult people need for job search and later social and professional
integration.
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Assuming that the unemployed adult is registered in a public employment centre from
the Institute for Employment and Vocational Training (IEFP), the career counsellor
promote, jointly with the adults, the active job search through specific employment
websites. Nevertheless, they also direct the unemployed adult to specific training in
digital literacy, namely Information and Communication Technologies (ICT). This training
can be developed in the so-called Adult Education and Training Courses (EFA Courses)1
organised in short-term training units (25 or 50 hours). In addition to acquiring the skills
associated with the training course, the adults have access to a training grant as well: food
allowance and transport allowance.
Since last October 2019, the IEFP also provides the Basic Competences Programme2 under
the INCoDe.2030 Programme, Axis 1 - Inclusion, an integrated public policy initiative
dedicated to digital skills enhancement.
On the other hand, the unemployed adult can also be referred or enrolled in Qualifica
Centres, where they develop the Recognition, Validation and Certification of
Competences process (RVCC), and can also work on their digital skills within the scope of
job search. Here too, a key competence area called ICT is taught3.
The Portuguese Government also makes available to adults the Basic Skills Programme
which aims at the acquisition of basic skills in reading, writing, calculation and use of
information and communication technologies, and their subsequent integration in Adult
Education and Training Courses of basic level or in Recognition, Validation and
Certification process of Basic Skills (equivalent to ISCED level 1)4.
At the community level, there are also some projects that work on digital skills for
unemployed adults, namely the Local Social Development Agreements (CLDS)5, as well as
the Project “Escolhas”. Also at the community level, there are support structures for the
unemployed adults called Offices of Professional Insertion (GIP)6, which essentially work
on active job search and strengthening the use of digital tools.
As regards to long-term unemployed adults, there are organisations such as RUMO,
accredited by DGERT (the public body that regulates training entities), which work on
digital skills within training courses customised to the adults’ needs, allowing also to work
the necessary skills for the integration of adults in the labour market.
Finally, it should be noted that under the terms of Decree-Law no. 140/2001 of 24 April7,
any citizen may apply for recognition of their basic IT skills by obtaining the Diploma of
Basic IT Skills. This diploma is an instrument for combating info-exclusion, strengthening
citizenship and promoting social cohesion in the context of the Information Society.
1

Available at: http://www.anqep.gov.pt/default.aspx
Available at: https://www.iefp.pt/modalidades-de-formacao
3 Available at: https://www.qualifica.gov.pt/#/areaAdultos
4 Ordinance no.1100/2010 of 22 October. Available at: https://data.dre.pt/eli/port/1100/2010/10/22/p/dre/pt/html
5 Available at: https://www.adcoesao.pt/en/node/658
6 Available at: https://www.iefp.pt/gabinetes-de-insercao-profissional
7 Available at: https://dre.pt/pesquisa/-/search/165050/details/maximized
2
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Notwithstanding all the ongoing initiatives and programmes, it is still necessary - quoting
the INCoDe.2030 Programme8: "To generalise digital access, use and literacy for the full
exercise of citizenship and to promote inclusion in an increasingly dematerialised society,
where much social interaction takes place on the Internet and is increasingly mediated by
electronic devices". In fact, despite all the efforts, there are still too many adults who do
not have the necessary digital skills. And it is also a fact that most of the existing responses
imply formal learning, which is still an obstacle to the participation of unemployed and
low qualified adults +45.
In line with the described general picture, the European Commission recommended to
the Council that Portugal takes action in 2019 and 2020 to improve the skills level of the
population, in particular their digital literacy, notably by making adult learning more
responsive to labour market needs. The Commission refers that: “The low qualification
level of workers is an obstacle to investment and productivity growth. About 50% of the
population aged 25-64 has low educational attainment levels, well above the Union
average of 22% in 2018. The low availability of skilled staff is an important obstacle to
investment that companies report. For adult learning, in particular, there is scope to
further engage the low qualified (whose participation in learning is below the Union
average) and to extend targeted public incentives to small and medium-sized enterprises
to train their staff. Digital skills are a particular challenge, with 50% of the Portuguese
population lacking basic digital skills compared to a Union average of 43%. Investment in
education and training, including infrastructure, is key to improving employability and
social mobility”. Therefore it is necessary for the country to: “Adopt measures to address
labour market segmentation. Improve the skills level of the population, in particular their
digital literacy, including by making adult learning more relevant to the needs of the
labour market”9.
In this context, LINK-UPS project offers the professionals working with adult people, as
well the adults themselves, another response to overcome the digital gap, which is
complementary to the other existing responses, and flexible and innovative enough to
motivate the unemployed adults to participate and improve their digital skills.
3.2. Bulgaria
Description of Digital competence training in Bulgaria, offered by VET or adult training
centre.
Computer training is a core competency training 4 - Digital Competence with a duration
of 45 academic hours. The training includes computer literacy and information technology
skills.

8

Available at: https://www.incode2030.gov.pt/desafios
Recommendation for a Council Recommendation on the 2019 National Reform Programme of Portugal and delivering a Council
opinion on the 2019 Stability Programme of Portugal. ST/10175/2019/INIT. OJ C 301, 5.9.2019, p. 129–134. Available at:
https://ec.europa.eu/info/sites/info/files/2019-european-semester-country-specific-recommendation-commissionrecommendation-portugal_en.pdf
9
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Why choose a Computer Training course?
The course provides knowledge and skills for the practical application and use of business
applications of computer word processing, spreadsheets, databases and computer
presentation of information to the public, data exchange between various application
programs. In short, how to work with MS Office and to use Internet-based technologies.
What knowledge, skills and competences will you acquire?
After the training, the trainees will acquire digital competences that they can apply
immediately with high efficiency.
Who is the course for?
The training is intended for all those who need computer literacy, basic MS Office skills
and knowledge of Internet-based technologies.
Topics:
1. How to use a computer?
2. What is the Internet and how to use it?
3. Microsoft Office and Microsoft Excel
4. Presentations and social media
Teachers:
The teachers are practitioners in the field of computer technology.
Duration:
45 school hours. The course is entirely practical.
Form of education:
On-site learning or distance learning.
Document:
Certificate of vocational training recognized in Bulgaria and the European Union.
Price:
250 BGN or with a voucher under the "Employee vouchers" programme.
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3.3. Spain
In Spain, there are many national, regional and local initiatives providing training on digital
competences and prioritising its access to low qualified and unemployed adults. These
actions are in line with the Plan Reincorpora-t 2019-202110, which is the Spanish national
strategy to prevent and reduce long-term unemployment. In this plan, those unemployed
over 45 are regarded as a vulnerable segment of the population, which should be given
special attention. One of the specific objectives of this plan is to improve the employability
of this group by providing them with training on digital competences. Following this goal,
the plan encourages the Spanish Public Employment Services (SEPE) to continue focusing
their actions and streams of work on promoting digital training to this segment of the
population. For instance, entities such as FEMXA offer digital courses fully funded by SEPE
in which people over 45 are prioritised11. Related to this, in 2018 the Government
approved a call for proposals to fund programmes on digital training giving preferential
access to low skilled workers and those over 45. Moreover, Red.es12, which belongs to
the Ministry of Economic Affairs and Digital Transformation, within its broad mission to
digitalise the economy, offers lifelong learning courses on digital competences, also
prioritising the access to the previously mentioned groups.
In addition, the employment services of most autonomous communities and certain
municipalities also offer workshops and training activities with the same purpose. For
instance, Madrid’s City Council delivers digital competence seminars to bring unemployed
people with low or no computer knowledge to the use of computer, Internet access and
email13. Also, Castilla La Mancha has developed a digital training programme for people
over 55 named CapaciTIC +5514. More recently and with a broader scope, the autonomous
community of Extremadura launched INNOVATED15, the Digital Education Plan that aims
to assimilate ICTs in the education system and develop innovative programmes.
Furthermore, there are also non-profit organisations, associations and foundations, such
as FOREM16, that offer free courses on basic digital competences. All these courses help
unemployed or low-qualified people over 45 to improve their digital knowledge and thus,
their employability. This is also the case because many of the programmes deliver
diplomas of completion that officially certify a certain level of digital skills and can be
considered an asset in the labour market.

10

Available at: https://www.sepe.es/HomeSepe/Personas/encontrar-trabajo/plan-reincorpora-T.html
Available at: https://www.cursosfemxa.es/cursos-gratuitos-trabajadores-desempleados/mayores-de-45-anos
12 Available at: https://www.red.es/redes/es/que-hacemos/profesionales-digitales
13 Available at: https://www.madrid.es/portales/munimadrid/es/Inicio/Educacion-y-empleo/Empleo/Agencia-para-elEmpleo-deMadrid?vgnextfmt=default&vgnextoid=c65815fa10294110VgnVCM1000000b205a0aRCRD&vgnextchannel=3f50c5dee
78fe410VgnVCM1000000b205a0aRCRD&rm=%2Cc65815fa10294110VgnVCM1000000b205a0aRCRD%2C223e894aa85
63510VgnVCM1000001d4a900aRCRD&idCapitulo=10652388
14 Available at: https://www.capacitatic55.com/
15 Available at: https://www.educarex.es/edutecnologias/innovated.html
16 Available at: https://www.forem.es/curso/competencias-digitales-basicas?mod=P
11
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3.4. Turkey
In Turkey, the Turkish Employment Agency offers many programmes aiming at bridging
the digital gap with low qualified citizens. Most of these programmes are proposed to
those people who need specific skills to adapt to new conditions of digitalization. In order
to help protect and increase employment, improve the professional qualifications of the
unemployed, reduce unemployment and bring the groups that require special policy into
the labour market, İŞKUR, the Turkish Employment Agency, organises vocational training
courses, on the job training programmes, programmes for the benefit of the society and
other courses, programmes, projects, and special applications. In addition, training
programs for the digital competencies of individuals over the age of 35 are organised
through Programmes for the Benefit of Society.
By the vocational counselor at the Provincial Directorates/Service Centers of the Labour
and Employment Agency, consultancy service is provided to registered unemployed who
want to take advantage of active labour services offered by the institution. The
unemployed adults have the opportunity to attend the most suitable course/programme
within this service of vocational counselors. The expenses of those participating in these
programmes are covered by İŞKUR. Moreover, at the end of the training, an
internationally valid vocational qualification certificate or a certificate of course
completion approved by the Ministry of National Education or University is given.
On the other hand, following the key competencies determined by the European Union
in 2006 (communication in the mother tongue, communication in the foreign language,
in mathematics, science, and technology core competencies, digital competence, learning
to learn, social and human qualifications, entrepreneurship and cultural awareness and
expression), a lifelong learning system has been established. Turkey also has prepared a
lifelong learning strategy in this context, and school covering all topics related to
education, from education to the elderly beforehand activities are determined. These
activities have been implemented, followed by the LLL system. To increase the
effectiveness and efficiency of the National LLL for the 2014-2018 Period, a Strategy
Document has been prepared.
Vocational training courses are organised to provide knowledge and skills in professions
according to the individuals’ interests, needs and talents, to help them to become
recruited or work independently. Vocational training courses are free of charge and
trainees are not required to make a payment. Attendance is compulsory. Those with
acceptable excuses can receive written permission for leave from the trainer/teacher.
However, in case this period of permission of a trainee exceeds 1/10 of the total course
period for any reason except a maximum 5-day leave for health concerns, he/she is
discharged.
Job and vocational counseling helps young individuals who are at the stage of choosing
job and occupation and will start vocational education within the dimension of vocational
counseling, and those who will just start to work for the first time, who are unemployed
for a long-time, unemployed people receiving unemployment insurance allowance, adults
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who want to acquire, change, and advance in a profession within the dimension of job
counseling through individual and group counseling and making them conscious about
the importance of their job and vocational choices, gain information about workplaces,
vocations and education opportunities and recognize themselves. Also, training for the
development of job searching skills, such as job searching and keeping, interview with the
employer, and preparing a CV, are offered to help the unemployed people applied to the
Agency within the scope of job counseling and searching a job, last year students of
vocational training centers, vocational high schools, vocational schools of higher
education and universities, as well as private and noncommissioned officers about to
complete their military service. Job and vocational counseling services are provided in all
provincial directorates and service points of the Turkish Employment Agency.
Vocational Data Center is a place where information about vocations and training places
is found, and the data that would help those who are at the stage of choosing a vocation
and a training place make conscious decisions are gathered. The people mentioned below
may benefit from vocational data centers:


Those who are at the stage of choosing a vocation/profession.



Those who want to get information about occupations, or training which is offered in
vocational training centers and vocational training courses.



Adults who already have a profession and want to advance in that vocation or change
their vocation.



Counselors, school administrators, parents and anyone who wants to learn about
professions and training opportunities.

One can apply to Vocational Data Centers individually or in a group. Group interviews are
held in the center upon counselors’ request, and trainees are provided with detailed
information about the importance of the choice of vocation, and from which resources
occupational data can be obtained.
Entrepreneurship programmes are conducted as well within the framework of the
principles specified in the “Applied Entrepreneurship Training (UGE) Cooperation
Protocol” between “Small and Medium Enterprises Development Organisation” (KOSGEB)
and Turkish Employment Agency (İŞKUR). At the end of the training programme,
attendants are awarded the Applied Entrepreneurship Training Attendance Certificate.
This certificate is a document to be used for application to KOSGEB New Entrepreneur
Support.
Apart from İŞKUR s programmes, adults can also attend training offered by Universities
Continuous Education Centers, private training centers, online programmes, training
offered by NGO s and projects.
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LINK-UPS Project Website and E-portal (www. linkups.eu) is also a good alternative for
digital skills training17.
3.5. Italy
The Italian Digital Agenda was established in March 2012 by decree of the Ministry of
Economic Development, in consultation with the Ministry for Public Administration and
the Simplification, the Ministry for Territorial Cohesion, the Ministry of Education,
University and Research and the Ministry of Economy and Finance.
The Control Room of the Italian Digital Agenda has identified six strategic axes: one of
these is called "Computer literacy-digital skills". It has among its action lines to overcome
the digital divide (gender differences, differences territorial, differences in socioeconomic
status, social inclusion towards "Disadvantaged categories") also through tools such as
cloud and broadband.
The objectives of the strategic axis were defined as follows:
“Given that digital skills represent a strategic factor of social inclusion, of literacy,
innovation, active citizenship and competitiveness of the country, it was believed priority
to pursue the following objectives:


Extend the actions of the National Digital School Plan (broadband for teaching in the
schools; cloud for teaching; digital content and textbooks/adoptions; training of
teachers in a blended e-learning environment; LIM - e-book, to transform learning
environments)18.



Address the problem of social inclusion (disabled, foreigners, restricted children,
hospitalized, elderly) also through teleworking solutions.



Encourage the female target to use ICT technologies.



Raise awareness of the critical and conscious use of the contents and infrastructure
of the network.



Promote the use of ICT technologies in the various professional sectors of the world
of work, public and private, to ensure retraining and continuing professional training.



Support the use of technologies through institutional communication campaigns.

The decree-law 83/2012, converted with law 134/2012, establishes the Agency for Digital
Italy. The digital declaration of the task of carrying out the objectives of the Italian Digital

17

All data taken by www.iskur.gov.tr
The Digital School Plan will involve not only students (around 9 million) but also school staff (1 million) with
repercussions on families. To a varying extent, a potential involvement of 30 million is estimated subjects.
18

Social Media for Upskilling Unemployed and Low Skilled Adult Workers for Digital Society
Project no. 2018-1-PT01-KA204-047429
17

Agenda, defined by the Control Room, monitoring the implementation of the ICT plans of
the PA and promoting new ones annually, in line with the European Digital Agenda.
Article 20 paragraph 3 defined the functions of the Agency vis-à-vis the public
administrations to promote the diffusion of digital technologies in the country and to
rationalize public spending. In point f), reads: (To this end, the Agency ...): f) promotes
and spreads literacy initiatives information technology aimed at citizens, as well as
training and professional training assigned to public employees, also through agreements
with the High School of public administration and Formez, and the use of innovative
teaching technologies, The commitments of the available financial allocations, without
new or greater charges for the public finance.
The Decree-Law 179/2012, converted with Law 221/2012, containing "Further urgent
measures for the growth of the country" entrusts a key role to the Agency for the
implementation of the Agenda Italian digital:
“The Agency also promotes the definition and development of large strategic projects of
research and innovation connected to the realization of the Italian Digital Agenda and in
compliance with the European Horizon 2020 programme, with the help of promoting the
development of intelligent communities, the production of relevant public goods, the
ultra-broadband network, fixed and mobile, (taking into account the individual territorial
specificities and the coverage of the low population density areas) and related services,
digital enhancement of cultural heritage and landscaping, environmental sustainability,
transport and logistics, defense and security, as well as to maintain and increase the
presence on the national territory of significant industrial research and innovation skills".
The Agency for Digital Italy has therefore the task of realizing the objectives of the Digital
Agenda and, as regards the Digitalization, it must address the issue of digital skills
development.

4. LINK-UPS Approach
4.1. Methodological Framework for the Building of Digital Skills through Social
Media
The last Global Digital Report of “We Are Social e Hootsuite” reveals following the data:


3,48 billion Social media users in 2019, with worldwide growth of 288 million (9%)
compared to last year.



3,26 billion people use social media on mobile devices in January 2019, with a growth
of 297 million new users equal to an annual increase of over 10%.

As already said, it is not a surprise to discover that Social Networks become a relevant
communication channel for all aspects of life, from police messages to culinary advice.
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The business and job supply sectors couldn’t be an exception: a suitable example is the
significant change in the way of recruiting, selecting and hiring employees.
“Social Recruiting” become an increasingly common concept. To give a real definition of
the term “social recruiting” we can say that by social recruiting we mean the technique
used more and more by modern companies to analyze the characteristics of a candidate,
after an initial evaluation of the classic Curriculum Vitae or, in other cases, for actively
looking for new talents.
Social networks become now excellent recruitment channels as they allow us to show our
qualities and characteristics not only as a candidate but as an individual, therefore they
allow us to bring out beyond our knowledge also our passions, tastes, interests.
Facebook, Instagram, Twitter and especially LinkedIn profiles are increasingly under the
attentive eyes of corporate recruiters. But not only: these platforms are also used by the
companies themselves to publish real job advertisements.
During the last years, the term digital competence has become a key concept in the
discussion about what kind of skills and aptitudes citizens need to have within the
framework of the knowledge society. The European Union included digital competences
within the 8 key competences identified as fundamental for citizenship within the
knowledge society, allowing building new methodological frameworks on digital
competences, European policies and initiatives.
In this context, it is clear that workers need to acquire digital skills to strive for better
labour opportunities, as well as to perform more competitively their job in a global market
that requires digital knowledge starting from the job search.
Analyzing statistical data, it is possible to identify some key factors in digital skills and
knowledge.
Age is, of course, a factor. More, in particular, the level of e-skills is generally inversely
proportional to age: it decreases when age increases. This can be noticed especially
among people over 55 years, making the digital gap higher.
Education level also is a key factor for the acquisition of digital skills: the level of e-skills
generally increases, so does the formal education level among individuals.
At least, there’s also a gender gap: women have less digital knowledge than men,
independently from age or education level. There are differences among the analyzed
countries, as Bulgaria is the only partner country where the gender gap about e-skills is
reduced, contrary to Turkey where differences among gender are higher. Italy, Spain and
Portugal present similar differences that can be higher or lower according to the analyzed
variables.
Analyzing the different partner countries, we find a close connection between the e-skills
level and the way used to find a job. In fact, in Turkey and Bulgaria, with the lowest eSocial Media for Upskilling Unemployed and Low Skilled Adult Workers for Digital Society
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skills average (though, on the other hand, they are the countries with fewer people
without digital competences), the most common way to search for a job is the direct
contact with employers. In Italy, Portugal and Spain, where we find a digitalization level
close to the EU average, the job seekers use mostly online platforms.
An overview of job vacancies gives two opposite feedbacks: for unemployed over 45,
there are opportunities in very highly-skilled job opportunities (where the professional
experience is an important factor) and in very low-skilled jobs.
Digital competences, basic level at least, are required by employers, so they are essential.
The lack of digital competences can be considered as a barrier to the recruitment of
people over 45 years for avoiding social and labour exclusion.
Digital literacy is a social and labour requirement increasingly evident. Consequently,
social and institutional efforts in this area are more necessary and urgent than ever. The
objective is that the most excluded groups as people over 45 could obtain the digital skills
that our new digital.
The LINK-UPS methodological framework gives support to the literacy digitalization
starting from the aspects above seen, offering an analysis of the state-of-the-art of digital
skills and employment indicators of target groups in each project partner country. For this
reason, it could be considered as the base on which the online platform has been
developed as it highlights the digital competences most required in a partner country, it
provides support to develop a friendly user platform for building the digital competences
and also it facilitates the development of other and/or complementary training courses
and tools targeting to low skilled/low qualified unemployed persons.
The methodological framework is complemented by a set of instructions providing clear
guidance on how to better define the adaptation requirements for specific country
contexts, along with implementation guidelines.
It is available in English and other partnership languages through the project website, as
well as disseminated widely through the partners' networks, contacts, websites, etc.
4.2. Applied Methodology
To build the LINK-UPS methodological framework and provide the expected results
(providing information about digital competences in each partner country; identifying job
offers’ main characteristics addressed to the project target groups as well as knowing
about their use of Social Media for looking for a job; knowing the main methods and tools
to search for and find a job in each partner country, the most common job search
platforms and social networks used for this purpose), the partnership carried out two
activities:
1 – A Desk Research, by searching for quantitative and qualitative information about
digital competences in each partner country, mainly focused on the target groups of low
skilled/low qualified, unemployed people over 45 years. In particular, each partner
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checked information about the state of the art of digital competences and employment
situation of adults over 45, public and private initiatives and national programmes aimed
at improving digital competences and, at least, the most common methods and ways to
search for and find a job.
2 – Fieldwork, by undertaking 15 interviews (for each partner country) to professionals
working in the Human Resources sector or HR departments within companies to feed the
research in relation to the methods and tools used for selecting and recruiting new staff.
The interviews have been carried out face to face as well as by phone or in other ways to
understand how recruiters and HR managers use social media to evaluate candidates
during the hiring processes and to identify what digital skills are expected by HR managers
for over 45 candidates.
The results of these activities are summarized in a Common Final Report and an executive
summary translated in all partnership languages.
4.3. Choice of Contents (Available Courses)
The data collected with the fieldwork highlighted which are the 5 most important
competence areas for recruiters, in each partner country:
1 – Information Processing
2 – Communication
3 – Content Creation
4 – Problem Solving
5 – Safety
Per each competence area, the 5 best-valued competences are presented, according to
the average rating obtained from the values obtained in each partner countries, using a
scale of values 1 to 5, where 1 is not so important and 5 is very important. Moreover, a
selection of the 5 best-assessed competences per each partner country is presented as a
supplement of the selection done at the partnership level.
Concerning the Information Processing area, the competences chosen by recruiters
were:


To be able to classify the information in a methodological way using files and folders
to locate these easier.



To be able to save or store files or content (e.g. text, pictures, music, videos, web
pages) and retrieve them once saved.



To be able to know that all not information is reliable.
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To be able to save information found on the Internet in different formats.



To be able to look for information online using a search engine.

For the Communication area, the competences considered most important by recruiters
were:


To be able to communicate with others using a mobile phone, Voice over IP (e.g.
Skype) e-mail or chat – using basic features (e.g. voice messaging, SMS, send and
receive e-mails, text exchange).



To be able to share files and content using simple tools.



To be aware that when using digital tools, certain communication rules apply (e.g.
when commenting, sharing personal information).



To be able to use collaboration tools and contribute to e.g. shared documents/files
someone else has created.



To be able to actively use a wide range of communication tools (e-mail, chat, SMS,
instant messaging, blogs, micro-blogs, and social networks) for online
communication.

In Content Creation area the competences which obtained more votes were:


To be able to produce simple digital content (e.g. text, tables, images, audio files) in
at least one format using digital tools.



To be able to make basic editing to content produced by others.



To be able to apply basic formatting (e.g. insert footnotes, charts, tables) to the
content produced.



To be aware that content can be covered by copyright.



To be able to produce complex digital content in different formats (e.g. text, tables,
images, audio files).

For Problem Solving area, recruiters highlights the importance of the following
competences:


To be aware of how to solve some routine problems (e.g. close the program, restart
the computer, reinstall/update program, check internet connection).



To be aware that digital skills regularly need to be updated.



To be able to regularly update their digital skills.
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To be aware of their limits and try to fill the gaps.



To be aware that digital tools can help in solving problems. As well, to be aware that
digital tools have their limitations. When confronted with a technological or nontechnological problem, to be able to use the digital tools known to solve it.

And, finally, the Safety competence area, in which the following competences were
identified:


To be aware that their credentials (username and password) can be stolen.



To be aware to do not reveal private information online.



To be aware that not all online information is reliable.



To be able to take basic steps to protect the devices (e.g. using anti-viruses and
passwords).



To be aware of how to react if the computer is infected by a virus.

For all these areas and competences have been developed specific courses, uploaded on
the online and mobile platform, and available in English and all partner languages.
4.4. E-Learning Platform
The contents, tools, guides, courses developed and collected in the Methodological
Framework are all uploaded on a Mobile and Online Platform, specifically developed for
the objectives of the project.
This interactive multilingual platform (a dedicated environment with specific features for
training, learning, testing) is an innovative tool that empowers low-skilled/low-qualified
unemployed persons to build their digital competences (through training, resources and
tools) so that they can use social media in a way that will improve and boost their
opportunities in the social and professional sphere and therefore promote and facilitate
their access to employment.
The platform hosts all the information and products summarized in methodological
framework.
The free access to the platform enables the development of the skills of additional lowskilled/low-qualified unemployed persons in each partner country.
Furthermore, the availability of the resource tool in English (as well as Bulgarian, Italian,
Portuguese, Spanish and Turkish) will facilitate the use/uptake of this tool by other
organisations providing support and/or training to (low-skilled/low-qualified)
unemployed persons, in other regions of the partner countries or other countries.

Social Media for Upskilling Unemployed and Low Skilled Adult Workers for Digital Society
Project no. 2018-1-PT01-KA204-047429
23

The platform will be maintained beyond the project lifetime, so will ensure thus its use
on a long-term base by the target group and stakeholders.
It is possible to access the platform using PC and Notebook, tablet and smartphone, and
it also has a responsive design for smartphones and tablets. The platform has been
developed using a secure GDPR compliant Moodle (LMS)/Mobile app synchronised
solution, to ensure that mobile app content can be easily updated via the LMS, without
requiring app developers.
The platform is accessible directly from the homepage of the project website
(www.linkups.eu), clicking on the link “E-LEARNING”.

On the homepage of the platform, it is possible to find a first overview of the main
contents and functions.
First of all, it is possible to choose the language. Aside from English, the platform is
available in Bulgarian, Italian, Portuguese, Spanish and Turkish.
Here, there are also direct links to the pre and post-assessment evaluation and on the
right side of the top menu there is the access for login and creation of account.
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In the middle part of the homepage, there
is short information on the project, the
users' privacy advice and a direct link to
the courses in English and all partnership
languages.

At the bottom of the homepage, there is a
search string, the references of Erasmus+
Programme, and links for the website and
Facebook page of the project.

The registration procedures are standard.

The registration form is divided into two sections. The first one is to decide the Username
and Password that will be used for the next logins.

After choosing the login credentials, the registration module asks for further information.
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Filling in all data, it is possible to create a new account.
On the platform appears a confirmation message and the user will receive an email with
a link to confirm the registration. At this point, the user is registered on the platform.

There is the possibility to use the platform also without registration but as “a guest”,
though this option does not give all the options and functions foreseen for registered
users.

As registered user it is possible to
access to the private area,
organised as a dashboard where
easily find all information and
main sections of your activities on
the platform.
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With the customisation options available, it is possible to organise and use the dashboard
as a virtual class agenda book.
The different sections could be customised easily thanks to the button close to the name.

The user, clicking on and moving the
different areas, could re-organise the
dashboard as he prefers.

In the private area, the users can upload a picture, record and upload an audio file and
video, send private messages or group messages to course participants, take personal
notes about the course participants, add course participants contact to the phone and call
them simply touching the phone number, and use calendar integration and using it as
agenda with local notifications (also mobile push notifications).
There are also all the course activities immediately available, with an overview of the
courses, the grade reached, the possibility of downloading them, etc.
The messaging system could be used quite like a theoretical virtual class in which is
possible to have a private discussion or a group discussion.
The access to the conversation area is on the right side of the top menu.

Clicking the image, the chat menu opens. It is a
customisable menu, by clicking on the icon
highlighted. With the customization options
available is possible to decide who could read
the message and participate in the virtual
discussion, how to receive support and other
options.
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The platform core is the available courses.
The link to access to the courses is in the middle of the homepage of the platform. Note
that they will not be available in the private area until registration for the single course
is made.

Choosing the languages of courses, a screen with the available courses appears and then,
by clicking on the course link, it is possible to enter into the specific course area.
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Only by enrolling in the course, it appears in the
dashboard. Futhermore, the options in the left menu
became active, the most interesting of which is the
possibility to see all the participants to the course
and contact them.
Badges are a good way of celebrating achievement
and showing progress. Badges may be awarded
based on a variety of chosen criteria and may be
displayed on a user’s profile or pushed to their
Badge backpack and public badge colllections in
their backpack will display in their Moodle profile.
There are two categories of badges:
• Site badges – available to users’ site-wide and
related to the site wide activities, like finishing a set
of courses.
• Course badges – available to users enrolled in
the course and relates to the activities that happen
inside the course.
Grades setted into the modules are linked to the
download of the module, just to give to the trainer a
feedback on the activities of the student.
Some interesting options have been developed for employment/career counsellors
and/or other relevant professionals who want to create a virtual classroom.
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As Administrator of a specific module set (i.e. English modules), the professional can
define/manage the trainers, groups related to a trainer, can enrol users if there is a need
(they can enrol themselves).

After this step, recruiter could select the participant to enrol in a module searching them
in the list of participants and assign them the role in the course.

As Course Administrator, employment/career counsellors and/or other relevant
professionals have more options also for Group Management. With the option “Groups”
the professional could easily create a group with the participants followed.
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5. Facilitation of the Training Process
5.1. Induction Training
In the preliminary training phase, induction training should be provided to the adult
learners to help them become familiar with the e-learning platform. Therefore, the
facilitator (employment/career counsellors and/or other relevant professionals) will
accompany the participant in navigating the portal, running the registration and login
phases, showing the various sections, the correct sequence of steps to start the actual
training phase.
The Pre-Assessment maybe is the most important event, because starting from here it is
possible to understand the training gaps to be filled and which training modules are most
suitable for doing so.
5.2. Pre-Assessment
The pre-assessment should be taken by the adult learners to find out what they need
more instruction on and what they may already know.
On the top menu, there is a link for the pre-assessment.
The pre-assessment phase is constituted by a questionnaire of 25 questions, regarding
the different training modules available on the portal.
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After answering to all the questions, it is possible to submit the questionnaire and the
system gives immediate feedback on the results achieved and some choices about the
way to receive the feedback: via email and/or downloading it, and the format (.doc or
.pdf).

The results obtained in pre-assessment is a guide for the trainer (or for the candidate, in
case of self-training) to choose the modules to study.
5.3. Blended Learning
As we saw in the sections above, the portal is organised to allow trainers to manage the
training section with a blended learning approach.
The private area, with the several functions of the dashboard, is just blended learningoriented, with an organisation of theoretical virtual class in which follow the progress of
the learner, take note of progress and other details, organise discussion groups or single
conversation, monitor the evolution of the learning patterns, etc.
Each module course on the platform pursues training objectives:
Module no. 1 – Information Processing


To articulate information needs, to search for information, data and digital content.



To judge the relevance of the source and its content.



To store, manage and organise digital data, information and content.

Module no. 2 – Problem Solving


To solve some routine problems (e.g. close a program, restart the computer,
reinstall/update program, check internet connection).



How to find useful information for solving digital problems.
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Module no. 3 – Communication


To communicate with others using a mobile phone, Voice over IP, e-mail or chat.



To use a wide range of communication tools.



To pass on or share knowledge with others online.



To create and manage content with collaboration tools.



To be aware that when using digital tools, certain communication rules apply.



To participate in society through public and private digital services and participatory
citizenship.



To manage one’s digital identity and reputation.

Module no. 4 – Content Creation


To produce simple digital content in one or different formats (i.e. text, tables, images,
audio files, clips, etc.).



To make basic editing to content already produced by others.



To apply basic formatting to the content produced (i.e. inserting footnotes, charts,
tables, pictures, etc.).



The different ways copyright covers digital content and to apply licenses and
copyright.



To apply and modify simple functions and settings of software and applications.

Module no. 5 – Safety


To protect the devices, personal data and privacy of adults, who equally need to
understand the risks and threats of digital environments.



To train adults to know more about safety and security measures and to consider
reliability and privacy.



To enable adults to understand how to use and share personally identifying
information while being able to protect oneself and others from damages.



To enable adults to understand that digital services use a “Privacy policy” and be
aware of how personal data is being used.
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5.4. Additional Support
The possibility to upload in the dashboard and the class group files, audio, video, text
gives to the facilitator the opportunity to complete the tools and courses with additional
learning materials.
The additional learning materials could be shared with the groups and learners and other
contacts.
All these facilities allow the facilitators to follow an individual approach for each learner
or an approach for a group or all of them. The learning can be carried out at home if the
learner has the appropriate equipment or in an open-access computer suite.
5.5. Feedback Gathering
As we have read above, the pre-assessment gives immediate feedback about the level of
participants’ digital competences.
The scale of evaluation could be summarized as follow:


Total number of questions: 25
o 22-25 the learner has a good level of digital competences, but he/she can visit
the project course material for further extension.
o 1-22 the learner could improve his/her digital competences; therefore, we
suggest taking part in our course and to visit the 5 designed modules, which
will further extend his/her knowledge, skills and competences.

The questions of pre-assessment are linked to the module courses available:
For module no. 1 – Information Processing
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For module no. 2 – Problem Solving

For module no. 3 – Communication
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For module no. 4 – Content Creation

For module no. 5 – Safety

5.6. Post-Assessment
After following the course/modules and studying its contents by him/herself and/or with
the support of the facilitator, the learner should proceed with the post-assessment, which
will show the improvement achieved on knowledge, skills and competences. As for the
pre-assessment, also for the post-assessment, the result is immediate.
The final report gives also an immediate correspondence among the wrong answers and
the module courses to be explored.
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Considering that the post-assessment is the final test after studying modules, for this
reason, the feedback obtained gives also the correspondence with the module course
connected.
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5.7. Certification
At the end of the training course, the project partners will issue a certificate of
participation in the pilot implementation of the adult digital skills-building process
referring to the total workload and its modular structure, according to the template
below.
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