Steps to the goal 2: My target
In this activity the participants use the method of breaking down an activity into steps for their own goal. The target helps to visualize the steps required to reach the final goal.

Preparation: 

The trainer prepares the worksheet “My target”, one for each participant. The participants should have their completed worksheets “My network” with them.

Procedure:

Each participant gets the worksheet “My target”. They write their goal (the future job) in the middle of the target. Each ring represents one step required for reaching the goal. Starting with the outer ring they identify the steps that lead to the inner target. In this first stage, only single steps are written down. NOTE: The steps have to be planned precisely in the next activity: When do I take which step? 

The participants should also start thinking about people from their networks (see: My network description) who could support them in taking the required steps.  The trainer could guide them by asking:
What do you need for every single step? 
Who can support you? 
Is there someone in your network? 
What other support would you need? … 

Special quality: 

This activity should help people realise that reaching a goal requires taking many individual steps. By planning the single steps and considering who might support them in every step, participants should be able to find a suitable way of reaching their goals. 


Material: Worksheet “My target”, worksheet “My network”

Time: 45 minutes



Tips to reach your goal 

In this step the participants find out what circumstances aid or hinder reaching a goal. Again, we first collect the existing knowledge of the group and add some tips by handing out the worksheet “Tips to reach your goal”

Preparation: 
Get familiar with the suggestions from the worksheet “Tips to reach your goal”
You need a flipchart and makers to write on it

Procedure:

Step 1: 
Ask the participants what they think is a good set-up for reaching a goal. Maybe they had good experiences in the past and can give advice to others. Collect these tips and write them on the board.

Step 2:
Hand out the worksheet “Tips to reach your goal” and introduce the participant to the 4 presented tips.

Special quality: 
The worksheet “Tips to reach you goal” is a perfect addition to participants’ possible positive experiences and it contains basic tips of how to make reaching your goals more likely. 

Material:
Flipchart and markers

Time: 20 minutes


Tips to reach your goal 

Tip 1:
Use the GROW process (a 4-step plan) to reach your goal and write down the results. Answer the following questions: 

1. Goals: 
What do I want to achieve? What are my long term-, middle term- and short term-goals? What is my final goal? Why is it so important to me to reach that goal?
2. Reality:
What is my current position? Is there something/someone that keeps me away from reaching my goal? 
3. Options:
What options do I have? Are there alternatives? 
4. Will: 
What will I do, when will I do it? What is the first step? What obstacles could come in my way? How will I overcome them? Whose support will I need? How will I get this support? 

Tip 2:
The 48h- rule
Address your goal in the first 48 hours after you have come to a decision. In this period your brain activates the nervous system and biochemical processes in your body that are useful for “being active”. 

Tip 3:
How to frame goals in the right way: Goals should be „SMART“, that means:
S = specific
M = measurable
A = attractive/attainable? 
R = realistic
T = timely

An example: 
S (I want to lose weight is way too unspecific. How and where do I want to lose weight?)
M (How can you measure your success?  What is your current weight and how much do you want to lose?)
A (Make sure that reaching your goal is attractive for you; integrate some fun parts)
R (Set realistic goals that you can reach)
T (By when do I want to lose X kg/pounds?)

Tip 4:
„Don’t break the chain!“
Reach you goal day by day and step by step and visualize your success. For example, your goal is to lose weight, so you have decided not to eat more than 1500 calories a day. Create a chain out of paperclips or put a Euro or a Dollar in the money box for every day you completed successfully.



Tip 5:
Visualize your goals

Imagine you have reached your goal: how do you feel? Try to create an expressive image in your mind’s eye, and try to include all your senses. This is how the image connects directly with your subconscious mind, which means that your brain assumes that you will reach your goal no matter what. Visualisation ensures that you keep your goal in mind.


Source: Happinez, edition 01, 2014, S. 82 – 88



Steps to the goal 3: concrete steps

In this activity participants plan concrete steps to reach the goal. The worksheet “My target” helped participants visualize their goals and the steps leading towards it. Now they should write down/plan their concrete steps by setting dates and working on a concrete plan. The worksheet “My concrete steps” should help them.

Preparation: 

The trainer gives the worksheet “My concrete steps” to each participant. The participants should also have the worksheets “My target”, “My network” and their research from the “Best practice interview” at hand.

Procedure:

The trainer hands out the worksheet “My concrete steps”. The participants take their worksheet “My target” and once again look at the steps they have already identified and written down. They now copy these steps on the worksheet “My concrete steps” and answer the questions. It is essential that the participants set concrete dates for each step. It is very important to set these dates in order to really start doing something. This helps to bring the goal from theory to practice.
While planning the next steps, the participants should look at the worksheet “My network”. Maybe there is somebody that can support them. Are there any other sources they need to reach the goal? Do they have to broaden my network? 
These new resources can also be marked on the worksheet “My network”. 

Special quality: 

This activity should help set concrete steps for meeting the goal. By setting dates, thinking about possible obstacles and possible sources for support, the plan becomes a more accurate guideline for future activities. It should clarify which steps have to be set and taken to reach the final goal. 


Material: worksheets “My concrete steps”, “My target” and “My network”

Time: 60 minutes


Steps to the goal 3: concrete steps

Take your worksheet “My target”. Look at your target and the single steps you have identified. You need to make these steps more concrete. Fill the form below to plan your next steps for reaching the goal. 
NOTE: The worksheet “My network” could be a helpful resource.

My goal is:							 	When will I reach it?


_____________________________					______________________


	These steps are necessary:
	By when?
	Who can support me?

	


	
	

	


	
	

	


	
	

	


	
	

	


	
	

	


	
	

	


	
	



	Which obstacles/difficulties might appear?
	Where?
	Who can support me?

	


	
	

	


	
	

	


	
	



	What additional information do I need?
	By when?
	Who can support me?

	


	
	

	


	
	

	


	
	





	How do I celebrate when I have successfully reached the next step?
	When?
	With whom?

	


	
	

	


	
	

	


	
	





	What do I do, if I am not successful? What is my Plan B?
	By when?
	Who can support me?

	


	
	

	


	
	

	


	
	






The CV: find the mistakes

In this activity participants look at examples of CVs. By looking for mistakes they work out what is most important for writing a CV. At the end, the “Europass CV” is introduced by the trainer.

Preparation: 

The trainer prepares three examples of CVs with several different mistakes in them. The CVs must be anonymized beforehand. A flipchart and several pens are prepared. 

Procedure:

The group is divided into three smaller groups. Each group gets one of the CVs from the trainer, a flipchart and some pens. The task is to identify the mistakes in the CVs and note them on the flipchart. The trainers can decide individually which mistakes are included in the CVs. It could be: an inappropriate photo, gaps in education, inappropriate e-mail address (e.g. superstar@gmail.com) and so on. 
The three groups present their findings to the rest of the group. Eventually, the group should develop a list with guidelines for writing a CV. The trainer keeps notes of all the topics mentioned on the flipchart.

After that, the trainer presents the “Europass CV” either as a handout or using a data projector.  She presents the site (http://europass.cedefop.europa.eu/documents/curriculum-vitae) and can show an example. (The examples can be found under: http://europass.cedefop.europa.eu/documents/curriculum-vitae/examples )

Special quality: 

This activity should enable the participants to write an appropriate CV. Finding others’  mistakes makes it easier to identify the do’s and don’ts. Introducing the “Europass CV” provides the participants with an important resource for a professional CV.

[bookmark: _GoBack]Material: three CVs, flipchart, pens

Time: 45 minutes


