Information and Group orientation on Individual labor

reception local labor market guidance &

workplan
Working with people

Vulnerable displaced and host community members, includ-
ing people with disabilities, including veterans and civilian vic-
tims.

Mapping existing Communication & Networking Agreements
resources & awareness raising
supports
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Working with the environment

Potential employers, public & private employment institu-
tions, government agencies, education & vocational training
centres and the host community in general.
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Working with National Societies
and practitioners

Work with branch staff and volunteers to support the entire
cycle from proposal writing to monitoring and evaluation, in-
cluding documenting experiences.
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Roadmap & toolkit

The Roadmap & Toolkit aims to assist volunteers and staff engaged in employability pro-
grams by providing well-crafted tools gathered and adapted from various experiences,
primarily the Employment Plan of the Spanish Red Cross and the ESIRAS, EU co-funded
programme lead by Spanish Red Cross.

The toolkit is organized into three main blocks: working with individuals, the envi-
ronment, and practitioners to be implemented simultaneously. Each block progresses
through sequential stages. Each stage is underlined and leads to a description of its objec-
tives, tips with recommendations or things to avoid, and relevant tools.

The tools are meant to be adaptable so that each team can create —
a tailored employability roadmap based on available resources, the (o)
profiles of the participants, and the capabilities of the local branch. O O

Recommendations for working with persons with disabilities (PWD) are

included. A. ] '

DOWNLOAD THE FULL TOOLKIT |


https://www2.cruzroja.es/que-hacemos/empleo
https://www2.cruzroja.es/-/cruz-roja-espanola-lidera-el-proyecto-europeo-de-integracion-y-empleo-de-personas-refugiadas
https://www2.cruzroja.es/-/cruz-roja-espanola-lidera-el-proyecto-europeo-de-integracion-y-empleo-de-personas-refugiadas
https://www.livelihoodscentre.org/documents/114097690/2348838769/QM1.1_Job+seeking+skills+%26+tools_Appointments+for+CV+writing+or+translation.xlsx/d54500ce-3843-bb5c-57a9-ff1c577dab77?t=1708086273748
https://www.livelihoodscentre.org/documents/114097690/2348838769/QM1.1_Job+seeking+skills+%26+tools_Appointments+for+CV+writing+or+translation.xlsx/d54500ce-3843-bb5c-57a9-ff1c577dab77?t=1708086273748
https://www.livelihoodscentre.org/documents/114097690/2346781087/QM2.1_Outsourced+Training.zip/879bfae4-1eb8-612b-c8cb-2e922befcd1b?t=1708353528216
https://www.livelihoodscentre.org/documents/114097690/2346781087/QM2.1_Outsourced+Training.zip/879bfae4-1eb8-612b-c8cb-2e922befcd1b?t=1708353528216
https://www.livelihoodscentre.org/documents/114097690/2348839990/QM4.1_Calendar+of+appointments+for+legal+counselling.xlsx/db586043-c63a-9037-a481-bf8553bfc154?t=1708089062382
https://www.livelihoodscentre.org/documents/114097690/2348839990/QM4.1_Calendar+of+appointments+for+legal+counselling.xlsx/db586043-c63a-9037-a481-bf8553bfc154?t=1708089062382
https://www.livelihoodscentre.org/documents/114097690/2348839990/QM4.1_Calendar+of+appointments+for+legal+counselling.xlsx/db586043-c63a-9037-a481-bf8553bfc154?t=1708089062382
https://www.livelihoodscentre.org/documents/114097690/2348839990/QM4.1_Calendar+of+appointments+for+legal+counselling.xlsx/db586043-c63a-9037-a481-bf8553bfc154?t=1708089062382
https://www.livelihoodscentre.org/documents/114097690/2348839990/QM4.2_Calendar+of+appointments+for+PSS.xlsx/a2d23f01-bae1-aa8a-4a96-21ea5d94803e?t=1708089062820
https://www.livelihoodscentre.org/documents/114097690/2348839990/QM4.2_Calendar+of+appointments+for+PSS.xlsx/a2d23f01-bae1-aa8a-4a96-21ea5d94803e?t=1708089062820
https://www.livelihoodscentre.org/documents/114097690/2348839990/QM4.2_Calendar+of+appointments+for+PSS.xlsx/a2d23f01-bae1-aa8a-4a96-21ea5d94803e?t=1708089062820
https://www.livelihoodscentre.org/documents/114097690/2348839990/QM4.3_Calendar+of+appointments+for+doc+translation.xlsx/16f6493b-61d9-bb90-8002-1ffe8fed67be?t=1708089063145
https://www.livelihoodscentre.org/documents/114097690/2348839990/QM4.3_Calendar+of+appointments+for+doc+translation.xlsx/16f6493b-61d9-bb90-8002-1ffe8fed67be?t=1708089063145
https://www.livelihoodscentre.org/documents/114097690/2348839990/QM4.3_Calendar+of+appointments+for+doc+translation.xlsx/16f6493b-61d9-bb90-8002-1ffe8fed67be?t=1708089063145
https://www.livelihoodscentre.org/documents/114097690/2348839990/QM4.3_Calendar+of+appointments+for+doc+translation.xlsx/16f6493b-61d9-bb90-8002-1ffe8fed67be?t=1708089063145
https://www.livelihoodscentre.org/documents/114097690/2348839990/QM4.4_Support+to+reduce+access+barriers_Cash+Assistance.zip/9dcf505f-b39f-b9d5-03f1-7430f340f280?t=1708435545183
https://www.livelihoodscentre.org/documents/114097690/2348839990/QM4.4_Support+to+reduce+access+barriers_Cash+Assistance.zip/9dcf505f-b39f-b9d5-03f1-7430f340f280?t=1708435545183
https://www.livelihoodscentre.org/documents/114097690/2348839990/QM4.4_Support+to+reduce+access+barriers_Cash+Assistance.zip/9dcf505f-b39f-b9d5-03f1-7430f340f280?t=1708435545183
https://www.livelihoodscentre.org/documents/114097690/2348839990/QM4.4_Support+to+reduce+access+barriers_Cash+Assistance.zip/9dcf505f-b39f-b9d5-03f1-7430f340f280?t=1708435545183
https://www.livelihoodscentre.org/documents/114097690/2348838769/QM1.2_Language+training_v2.pdf/f06116ad-8d4b-d4d6-91a8-372e2e4dacf1?t=1708447408543
https://www.livelihoodscentre.org/documents/114097690/2348838769/QM1.2_Language+training_v2.pdf/f06116ad-8d4b-d4d6-91a8-372e2e4dacf1?t=1708447408543
https://www.livelihoodscentre.org/documents/114097690/2346781087/QM2.2_In+house+training.zip/8e22f347-6d57-cc16-ae87-a41cf8530cea?t=1708353556990
https://www.livelihoodscentre.org/documents/114097690/2346781087/QM2.2_In+house+training.zip/8e22f347-6d57-cc16-ae87-a41cf8530cea?t=1708353556990
https://www.livelihoodscentre.org/documents/114097690/2348838769/QM1.3_Digital+skills_v2.pdf/d6dd8bdb-8f4e-b6e3-b6a0-540d1c3021fd?t=1708447408942
https://www2.cruzroja.es/web/livelihoods-centre/technical-toolkits/me-toolkit
https://www2.cruzroja.es/web/livelihoods-centre/technical-toolkits/me-toolkit
https://www2.cruzroja.es/web/livelihoods-centre/technical-toolkits/me-toolkit
https://www2.cruzroja.es/web/livelihoods-centre/technical-toolkits/me-toolkit
https://www.livelihoodscentre.org/documents/114097690/2340396008/FULL+EMPLOYABILITY+TOOLKIT_download.zip/1aeceb44-ec42-fc8b-137f-514aaa5c8c3a?t=1708690430261

P Working with people

Back to menu

Information
& reception

The information and reception stage serve as the crucial starting point for
orienting participants and ensuring a successful program experience. Its pri-
mary focus is to foster a welcoming environment, disseminate essential pro-
gram information, and collect relevant details about each participant.

The main objectives encompass providing a comprehensive overview of the
employability program, enabling participants to grasp its potential benefits
and what to anticipate on their journey.

The reception and information phase offer an opportunity to explain the
various components of the employability program. This could include de-
tails about workshops, training sessions, job placement assistance, career
guidance, networking opportunities, and any other service that make up the
program.

" Tip box

* The reception phase is an ideal time to set clear expectations for partici-
pants. This involves explaining the level of commitment required from
participants, attendance policies, rules, and regulations, as well as the
importance of active participation.

* Plan in advance how to construct the participants code (registration
number) for the beneficiaries, as this code will be the one used to iden-
tify each individual and will be linked to the entire monitoring of their
individual work plan and program evaluation.

* Don't forget to include the logos of the implementing national society,
as well as those of the involved PNSs and donors, in your templates.

Tools

Before you start

Here are some model tools for permissions and dis-
claimers to adapt them to local legislation on data pro-
tection, image rights, etc.

Participant Registration List
P 1 This tool captures essential participant registration in-

Iil
formation, encompassing all necessary details ranging | \l/ |
from personal information to education and training
levels.To suit your context, you can tailor the dropdown
options by referring to the ‘Menu List’ sheet.” Available v
for uploading to KoboToolbox.
Iil
Y

Information request - daily record
Pz Tool to register those calls or visitors who only request

information or who are referred to other services.

Registration in Group orientation on local labor
P3 market
Tool for registering participants in group informational
sessions.

Considerations
for PWD

* Use inclusive language. Collect only essential informa- o
tion related to their disability. Avoid making assump- @ ,20
tions about their abilities or needs.

!N
* Allow for alternatives, such as phone or email registra- A.I \O'

tion.


https://www.livelihoodscentre.org/documents/114097690/2340396683/P0_Before+starting.zip/721e188e-0e91-d6d6-30a1-777079a3b90b?t=1707745876065
https://www.livelihoodscentre.org/documents/114097690/2340396683/P1_Participant+Registration+List.xlsx/baa7c46f-08ed-d19c-b9c8-a411f921e7d0?t=1707745916599
https://www.livelihoodscentre.org/documents/114097690/2340396683/P2_Information+request+-+daily+record.xlsm/10fede86-e6f6-df00-b19b-b76902cb77a8?t=1707745916943
https://www.livelihoodscentre.org/documents/114097690/2340396683/P3_Registration+in+Group+orientation+on+local+labor+market.xlsx/29dfb0ca-2d7b-d524-ded1-536e8edccf93?t=1707745917279
https://www.livelihoodscentre.org/documents/114097690/2340396683/P1_Participant+Registration+Form_KoboToolbox.xlsx/9a6d614f-16b8-ac8d-655d-fec919ad66af?t=1707745916008

P Working with people Back to menu

"o : :
o A9 Group orientation on

local labor market

In this engaging and informative 2-hour orientation session, participants will
be guided through a comprehensive exploration of employment contracts

and the fundamental roles within the professional landscape. P4 PowerPoint template for preparing the

information session presentation

This session is designed to equip attendees with an understanding of vari- This PPT can be used as a guide to adapt to the context \l/
ous facets, from the diverse employment contract types to defining the roles in which it is being implemented. Tool available in En- | |
of employees and employers as stipulated by the Labor Code. Furthermore, glish, Polish and Ukrainian.

the session will delve into the rights embedded within employment con-
tracts. Participants will be introduced to the project and its array of services,
and will learn what they can expect from it.

The local labor market will come into focus, unveiling key sectors and pro-
files, while tailored insights will address considerations relevant to specific
target groups. For those engaged with training packages, a sneak peek into
forthcoming training plans will offer an exciting glimpse into additional learn-
ing avenues.

Considerations
for PWD

e Ensure the venue and materials are accessible
to all disabilities. Provide comfortable seating N
and breaks. o

o)
A
o]

(o)
, . . (o)
e Ensure the content is relevant and inclusive. / | \

* Avoid making assumptions about disabilities.

* Collect feedback after the session to continu-
ously improve your approach and address any issues.



https://www.livelihoodscentre.org/documents/114097690/2340396683/P4_PowerPoint+template+for+preparing+the+information+session+presentation.zip/93a85f02-2557-7c02-0d32-37cd8c44cef9?t=1707745961183

P Working with people

-o Individual labor
guidance & workplan

The objective of this stage is to map the individual's personal and profes-
sional profile. The process begins with an interview, which involves an indi-
vidualized and standardized conversation serving as a tool to understand
the participant's personal, educational, and professional history. Building
upon this foundation, individuals are guided regarding opportunities con-

P5
P6

P7
P8

=1
‘ Tools

Calendar individual counseling
Tool for registering participants in individual inter-
views

Initial interview format

A structured questionnaire for conducting the first in-
terview with participants. This format helps gather es-
sential information about their background, skills, goals,
and expectations in their employability journey.

Self-assessment & job goal setting

Tool to enable participants to evaluate their skills, inter-
ests, and career aspirations, and subsequently set clear
and achievable job-related goals.

Skills performance matrix

Guidance tool for labour counsellors to assess level of
performance of participants in basic and transversal
skills.

o G G

<

Back to menu

sidering their profile, competencies, interests, socioeconomic situa-
tion, and available options, fostering joint analysis and reflection on
‘their itinerary.’

The toolkit comprises templates for the Initial Interview. Additionally,
an array of tools is available to aid labor counselors in assessing par-
ticipants’ performance levels in basic (e.g., self-confidence, communi-
cation, etc.) and cross-cutting (e.g., flexibility, client orientation, etc.)
skills. These tools are used to record skill assessment outcomes and
collaboratively develop Individual Action Plans with the participants.
Furthermore, tools are provided for tracking the progression of these
Individual Action Plans.

P

P10
P11

P12

Skills assessment outcomes

This tool offers valuable insights into individuals'
strengths and areas for improvement, facilitating tar-
geted skill development and employment strategies.

Individual action plan

Tool to set participant's goals during the project, detail-
ing their steps and timelines to achieve improved em-
ployability or microentrepreneurship success.

Individual action plan follow-up

A resource used to track and review participants’ pro-
gress in implementing their personalized action plans,
ensuring timely adjustments and support to help them
achieve their employability and microentrepreneurship
goals.

Participant satisfaction survey
Atool to assess the participants' satisfaction with the coun-
celling services. Available for uploading to KoboToolbox.

@ [« = [


https://www.livelihoodscentre.org/documents/114097690/2340396683/P5_Calendar+individual+counseling.xlsx/08e96aef-58cd-163c-2871-44900bf3cc20?t=1707746624207
https://www.livelihoodscentre.org/documents/114097690/2340396683/P9_Skills+assessment+outcomes.xlsx/c6c036a1-e7d7-2026-52eb-1e2a77451304?t=1707746711129
https://www.livelihoodscentre.org/documents/114097690/2340396683/P6_Initial+interview+format.xlsx/bb8cbe65-11d7-63d4-c3f9-504466b799aa?t=1707746643130
https://www.livelihoodscentre.org/documents/114097690/2340396683/P10_Individual+action+plan.xlsx/827fc9e2-ef23-926f-cfaa-612b6083615e?t=1707746730217
https://www.livelihoodscentre.org/documents/114097690/2340396683/P7_Self-assessment+and+Job+goal+setting.xlsx/26e06962-5b0f-f0cd-5732-3c5342534264?t=1708094178564
https://www.livelihoodscentre.org/documents/114097690/2340396683/P11_Individual+action+plan+follow-up.xlsx/d22385c8-a78f-6165-c5df-811fb65a277a?t=1707746780796
https://www.livelihoodscentre.org/documents/114097690/2340396683/P12_Satisfaction+Survey+Employment+Counselling+Services.xlsm/1b4c0318-807f-05e6-d363-49ebeb40dbbd?t=1707746800146
https://www.livelihoodscentre.org/documents/114097690/2340396683/P8_Skills+performance+matrix.xlsx/45d6ba2e-f98b-b819-bb92-5e68702ed23e?t=1707746695866
https://www.livelihoodscentre.org/documents/114097690/2340396683/P12_Satisfaction+Survey+Employment+Counselling+Services_KoboToolbox.xlsx/ccd6da81-3ab6-3b59-d522-ef10e9433bef?t=1707746818100
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Q\. Mapping existing [047T
Iresources & supports =

Before embarking on the intervention, it is crucial to understand the environ-
ment, sectors, and profiles that may hold employment opportunities and the
market gaps a micro- enterprise can address.

Tools

Local employment resources list
E 1 This tool is meant for systematically identify and doc-

Identify relevant stakeholders and available resources in the area to en- ument available employment resources and opportu-

hance employability efforts, such as access to support, financing, education, nities within the region of intervention. This template | \l/ |
and vocational training. Moreover, pinpoint the barriers faced by the target assists in creating a comprehensive inventory to better

group(s) to effectively address them through communication and tailored connect participants with local support and boost their
interventions. employability and entrepreneurial prospects.

Align this information with the preferences, capacities, and skills of the indi-
viduals you are working with. In displacement contexts, it's essential to con-
duct this analysis with consideration for protection, gender, and inclusion
factors.

" Tip box

* Reach out to relevant stakeholders, including local businesses, commu-

nity organizations, government agencies, and educational institutions.

Establish partnerships and collaborations to leverage their resources * Visit the Food Security and Livelihoods Cluster to find other
and support. partners working in the country and the different initiatives

carried out in terms of Livelihoods.

* |[dentify the barriers that the target group(s) may face in accessing em-

ployment opportunities or starting micro-enterprises. Tailor your inter- « In the IFRC Livelihoods Centre page a lot of useful infor-
ventions to address these barriers effectively. mation, resources and tools can be found to support the
* Keep the resource and support information up-to-date to reflect any project implementation.

changes in the local context. Communicate changes to participants
promptly. Establish a network of contacts within the community and
relevant organizations to stay informed about new opportunities and
resources.


https://fscluster.org/
https://www.livelihoodscentre.org/
https://www.livelihoodscentre.org/documents/114097690/2342434880/E1_Local+Employment+resources+list.xlsx/c96b5cab-abb5-b307-3a2d-5ff0d4e345d5?t=1707828010635

E Working with the environment

- Communication
& awareness raising

The primary objective of this stage is to create awareness and disseminate
information about the employment project, its goals, and the available re-
sources and support services. Effective communication ensures that the tar-
get audience, including potential participants and the broader community,
is well-informed and engaged in the project’s activities. The team needs to
design and produce communication materials, including brochures, posters,
flyers, and digital content. Ensure that these materials are culturally sensitive
and easily understandable.

Effective communication and awareness-raising are vital for building trust
within the community, attracting potential participants, and ensuring that
the employment project’s services reach those who can benefit from them.

L]
(S L ]
Tip box
* Organize awareness-raising events and workshops within the com-

munity to provide information and gather feedback. Encourage par-
ticipation and open dialogue.

e Utilize a mix of communication channels, including digital (website,
social media), print (brochures, flyers), and in-person (workshops,
community events). Ensure consistency in messaging across all chan-
nels.

* Be culturally sensitive in all aspects of communication, including lan-
guage, imagery, and messaging. Ensure that communication materi-
als align with the local culture.

Back to menu
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—
Tools

Communication tools

E2 These tools are designed to help teams design a pro-
ject communication strategy with the different actors,
from the beneficiaries to local partners, including au-

thorities.

O Useful links

e Visit the |FRC Communication methods matrix to have a
better understanding of different channels of communi-
cation, including which channels are best suited for what
type of activities and tips for using them



https://www.ifrc.org/sites/default/files/2022-04/TOOL-19.-Communications-methods-matrix.pdf
https://www.livelihoodscentre.org/documents/114097690/2346850352/E2.1_Communication+tools_The+importance+of+adapted+and+effective+communication+for+coordination.pdf/db33c3f8-bf48-2c63-7585-cf6276526c61?t=1708004296534

E Working with the environment
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@:g Networking

The objective of the “Networking” stage is to establish and maintain connec-
tions vv\th key stakeholders, organizations, and individuals who can support
the goals of the employment project. Networking is crucial for accessing re-
sources, sharing knowledge, and creating opportunities for project partici-
pants.

Networking is a powerful tool for expanding the reach and impact of your
employment project. Building strong relationships with key stakeholders and
organizations can open doors to resources, expertise, and opportunities
that can benefit project participants and the community as a whole.

($ L ]
Tip box
e Start with a clear networking strategy that outlines your objectives,

target stakeholders, and desired outcomes. Prioritize which organiza-
tions and individuals are most crucial to connect with.

* Attend relevant meetings, conferences, and events to actively engage
with key stakeholders. Be an active participant in discussions and
seek opportunities to share your project's goals.

* Create a feedback mechanism to gather input from stakeholders and
participants about your networking efforts. Use feedback to refine
your networking strategy and improve engagement.

Tools

Meeting minutes

A structured document for capturing key discussions,
decisions, and action items during meetings with
stakeholders, ensuring clear documentation of impor-
tant information and follow-up tasks.



https://www.livelihoodscentre.org/documents/114097690/2342434880/E3_Meeting+minutes.xlsx/18dd0977-a2e6-bdf7-fa9c-e1c0deae0891?t=1707828102038

E Working with the environment Back to menu

& Agreements

It is crucial for the project to formalize and document various agreements

and contracts with partner organizations, service providers, and other stake- T I
holders: ’ ’ ’ OO S
e Create partnership agreements with organizations and entities collaborat- Work experience form
ing with the lprojlect. They should detail the scope of the partnership, re- E4 This tool is useful to capture all the details about the
source contributions, and mutual goals. different work experiences participants can undergo \l/
e Establish contracts with service providers, such as trainers, mentors, or such as internship, traineeship, apprenticeship, civil | |
consultants, who are delivering specific services or training to project par- service, volunteering, etc.
ticipants. Participants will also be able to evaluate the work
Properly crafted agreements are essential for establishing a framework of placement using this tool.

trust and accountability within the project. They help define expectations,
mitigate risks, and ensure that all parties are on the same page regarding
their roles and responsibilities.

O Useful links

* In the Design & Management of Micro-entrepreneurship
Programmes Toolkit Guideline developed by the Liveli-
hoods Resource Centre you can find some ToR models
and service provider contracts to be adapted

TEAM

e
<
n



https://www2.cruzroja.es/web/livelihoods-centre/technical-toolkits/me-toolkit
https://www.livelihoodscentre.org/documents/114097690/2342434880/E4_Work+experience+form.xlsx/f8ac803a-af07-3eb4-ea6b-b374ec5d5e7f?t=1707828153677

N

and practitioners

Project design

Based on a standard project proposal, the team must design the project
adapting to the context where it is going to be implemented. This includes
identifying the vulnerable group(s) that the project will focus on and con-
ducting a thorough needs assessment to understand the specific challenges,
opportunities, and needs of this target groups and the community. It is also
crucial to identify the employment gaps and barriers that the project aims
to address.

A well-designed project plan serves as a roadmap for successful project im-
plementation. It provides clarity on project goals, activities, resource alloca-
tion, and evaluation methods, helping ensure that the employment project
effectively addresses the needs of the target population and achieves its
intended outcomes.

" Tip box

e |f time and resources permit, conducting a Labor Market Assessment
(LMA) can greatly benefit your employability program. It involves
analyzing current employment trends, demands, and dynamics in a
region or industry, including data on job opportunities, skill require-
ments, wages, and other factors. Through this assessment, you can
identify in-demand skills, offer targeted training, align programs with
job market needs, and bridge skill gaps for participants, preparing
them for emerging opportunities.

Working with National Societies

[0A7]

=
N1

N
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Tools

Project proposal template

A comprehensive outline for proposing and planning
projects aimed at enhancing employability, covering
key elements such as project goals, scope, timeline,
and resource requirements to facilitate effective pro-
ject management and communication with stakehold-
ers.

Labor Market Assessment tools

A set of tools for analyzing and evaluating local or re-
gional labor markets, enabling the team to adapt the
project proposal to their specific context by making in-
formed decisions regarding workforce development,
job creation, and economic growth. It includes a pre-
sentation, a series of assessment tools and a template
for LMA report.



https://www.livelihoodscentre.org/documents/114097690/2342472973/N1_Project+proposal+template.zip/309fd458-d060-07cb-c1c2-09d059d54d20?t=1708346699198
https://www.livelihoodscentre.org/documents/114097690/2342472973/N2_Labor+Market+Assessment+tools.zip/002e895c-7bc7-b1e4-43f5-84e3bc9b3fda?t=1708346742917
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W Building the team

Building a capable and cohesive team is essential for the successful
implementation of the employment project. Job descriptions should be
adapted to the specific context and roles and responsibilities for each
team member should be defined, ensuring that they align with their
skills and expertise.

Once team members are recruited, it is key to provide orientation and
training to new team members to familiarize them with the project’s
mission, goals, and methodologies and offer ongoing professional de-
velopment opportunities.

[0A7]

= Tools

Volunteer profile
Description of criteria and attributes that outline the

ideal characteristics and qualifications volunteers \l/
should possess for this project, helping the team to | |
find individuals who are the best fit for the project's
objectives and requirements.

Staff job descriptions
N4 Detailed documents outlining the roles, responsibil-

ities, qualifications, and expectations for various po-

sitions within the team, helping both employers and | |
employees understand their roles and contributing to

effective workforce management and development.

Orientation session for staff & volunteers

N 5 A structured session designed to introduce new staff
and volunteers to the project goal, methodology, and \l/
procedures, ensuring a smooth integration process | |
and promoting a clear understanding of their roles
and responsibilities.

The Ukraine Food Security and Livelihoods Cluster (FSLC) has compiled
useful links to online livelihoods trainings and materials, which could help
elevate knowledge about livelihoods in general, as well as specific topics
like cash activities, sphere livelihoods standards, market nuances, etc.

* Multiple trainings: CVA, Market, GBV, WASH in emergencies, Kaya
¢ Basics of Livelihoods, Livelihoods Centre
e Cash & Vouchers Activities, Cash Hub



https://www.livelihoodscentre.org/documents/114097690/2342472973/N3_Volunteers+profiles.zip/38c98ad8-da64-a5c2-6ecf-cf725cfe3a5e?t=1708346762116
https://www.livelihoodscentre.org/documents/114097690/2342472973/N4_Staff+job+descriptions.zip/faa45103-aa42-37d6-fb68-f63ce916fba3?t=1708346815452
https://www.livelihoodscentre.org/documents/114097690/2342472973/N5_Orientation+Staff+%26+Volunteers.zip/d0d38c37-ff82-35ff-5a26-400f856946dd?t=1708346839748
https://kayaconnect.org/local/catalogue/index.php
https://www.livelihoodscentre.org/lrc-training
https://cash-hub.org/
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0= I
o— Evaluation, -
©= Mmonitoring & learning

This should be a systematic process designed to assess the progress, ef-
fectiveness, and impact of your employment project. It involves ongoing
monitoring, data collection, analysis, and learning to make informed de-
cisions and improvements. Regularly monitor and track the progress of
project activities and milestones should be done by collecting data on
key performance indicators (KPIs) to assess project effectiveness. In addi-
tion, financial monitoring is key to find budget gaps and plan expenditures
forecast.

The toolkit includes two guides to establish feedback mechanisms for
project participants to provide input on project processes and outcomes
that will help to refine project strategies and implement quality assurance
measures to ensure that project services and activities meet established
standards and objectives.

L . b
e Establish a routine for ongoing monitoring of project activities and

progress and analyze data systematically to extract meaningful in-
sights.

* Collect data from a variety of sources, including surveys, interviews,
focus groups, and observation. Combining different data sources can
provide a more comprehensive view of your project's impact.

* Create a feedback loop with project participants to not only collect
data but also to inform them of the project's progress and how their
feedback is being used to make improvements.

N6

N7

N8

N9

Tools

Financial monitoring

A structured tool to monitor and assess the financial
aspects of the program, ensuring efficient allocation
of resources, compliance with budgetary constraints,
and transparency in financial management.

Technical monitoring and reporting

Essential tools to track and assess key performance
indicators, allowing project team to gauge progress,
identify areas for improvement, and make data-driven
decisions to enhance program effectiveness and par-
ticipant outcomes. A template for the final report is
also included.

2-week follow-up call

A structured tool for guiding follow-up calls with partic-
ipants two weeks after their engagement, aiming to as-
sess their situation, satisfaction with the project and plan
next steps. Available for uploading to KoboToolbox.

2-month follow-up call

A structured tool for guiding follow-up calls with partic-
ipants two months after their engagement, aiming to
assess their impact of the project in their employment
status, satisfaction with the services received and ad-
dress long-term challenges. Available for uploading to
KoboToolbox.
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https://www.livelihoodscentre.org/documents/114097690/2342472973/N6_Quarterly+Financial+Report.zip/629aac3f-03a7-14e1-b7c9-1933a52d6721?t=1708534646274
https://www.livelihoodscentre.org/documents/114097690/2342472973/N7_Technical+Monitoring+%26+Reporting.zip/0b4713c0-cf52-2d6a-6e15-5a9395339975?t=1708534729643
https://www.livelihoodscentre.org/documents/114097690/2342472973/N8_2-week+follow-up+call.zip/c671c5e4-35ba-d44f-a91a-81bdbb75a4f3?t=1708346904089
https://www.livelihoodscentre.org/documents/114097690/2342472973/N9_2-month+follow-up+call.zip/fcd3a3a4-2b4d-029f-9d64-67c1ef868d6e?t=1708346936096
https://cruzrojaes-my.sharepoint.com/:x:/g/personal/saesmu_cruzroja_es/EQ3oSknqJ_hLkU7tLbso0u8Bf7_i9iljzmkJuqIORtCRRA?e=P9k7Th
https://cruzrojaes-my.sharepoint.com/:x:/g/personal/saesmu_cruzroja_es/ESp-qRBwxV9MqeOoGUpgVasBBaaPXVnHfFAhMpl6UqqC1w?e=7pe0ZC

