
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

For the year: 

2022 

 

 

 

The World Is    

My Workplace 

The Methodology for grassroots youth 

organisations on increasing online 

employability of young people with fewer 

opportunities 

The methodology guides youth 

workers around organising the 

following events: 
 

- Living Library with Digital Nomads 

- Teach Me in 1H conference 

- Business Speed Dating 

- International training course for 

youth workers on supporting young 

people's online career 

worldismyworkplace.eu 



Methodology:  
The World Is My Workplace 

 

2022 

 

2                                                                                                 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Disclaimer 
 

The European Commission support for the projection of this publication does not constitute any 
endorsement of the content which reflects the views only of the authors, and the Commission 

cannot be held responsible for any use which may be made of the information contained therein. 
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About Erasmus+ 

 
Erasmus+ is the EU's programme to support education, training, youth and sport in Europe. 
It has an estimated budget of €26.2 billion. This is nearly double the funding compared to its 
predecessor programme (2014-2020). 
The 2021-2027 programme places a strong focus on social inclusion, the green and digital 
transitions, and promoting young people’s participation in democratic life. 
It supports priorities and activities set out in the European Education Area, Digital Education Action 
Plan and the European Skills Agenda. The programme also 

• supports the European Pillar of Social Rights 
• implements the EU Youth Strategy 2019-2027 
• develops the European dimension in sport 

The motto of the programme is “Changing lives, opening minds”. It includes opportunities for young 
people, volunteers, students, youth workers, teachers, lecturers, or even apprentices and people 
working in grassroots sport. 
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About the project 
 

The World Is My Workplace project is a partnership between non-profit organisations from Portugal, 

Bulgaria and Romania that seek to support young people, especially those with fewer opportunities, 

in obtaining employment in the online job market. 

The COVID-19 pandemic has triggered unprecedented socio-economic changes in Europe. According 

to Eurostat’s update in April 2021, in March 2021, 2.951 million young persons (under 25) were 

unemployed in the EU. Compared with March 2020, youth unemployment increased by 319 000 in 

the EU. The aim of this project is to contribute to the reduction of unemployment in the EU, focusing 

on supporting people with fewer opportunities.  

Due to the development of computer and Internet technologies, young people with fewer 

opportunities can take the advantage of remote work available now – if they are supported in this 

journey, and this is the main goal of this project.  

Our target group:  

Young people with fewer opportunities: those living in remote and rural areas with little access to the 

regular job market, learning opportunities and socio-economic and cultural flows (Madeira); young 

people from minorities, Roma community, young people with economical and educational difficulties 

(Romania and Bulgaria); other young people who will benefit from learning about the project and its 

materials via dissemination activities. The staff of non-profit organisations who work with young 

people; Local decision-makers and representatives of businesses that offer remote employment. 

 

Objectives: 

- Equip young people (especially those with fewer opportunities) with competencies required for 

working remotely and start an online career;  

-Promote inclusiveness in remote work and create conditions for more young people with fewer 

opportunities to enter the online workforce;  

-Update and improve competencies of non-profit associations and youth workers in helping young 

people become more employable in the current job market;  

-Increase the capacity of NGOs to help young people to boost their sense of initiative and 

entrepreneurship;  

-Increase the opportunities for NGOs to support young people with fewer opportunities in their 

struggle to become more competitive in the online job market;  

- Promote the idea of remote work as a new norm and an opportunity for those young people who 

don’t have much access to the regular job market. 

 

The World Is My Workplace project (2021-1-PT02-KA210-YOU-000031093) is co-funded by the 

Erasmus+ Programme of the European Union and the National Agency for Erasmus+ in Portugal 

Juventude em Ação. 
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Methodology 

 

• The Methodology of organising Living Library events on the topic of online career, 

employment and entrepreneurship. Expected insights, a step-by-step guide, templates for 

the Library documents; short excerpts from the Books, the reviews from "Readers" and 

other feedback, evaluation forms;  

• Peer Learning. Organising "Teach Me in 1 Hour" sessions: preparation, topics, materials, 

outcomes, evaluations;  

• From Theory to Practice. Speed Dating events with employers: the methodology of 

preparation, templates for employers and participants, feedback, expected results, 

organising virtual interviews.  

• Teaching the Teachers: programme, results and practical materials from the youth worker's 

mobility on supporting young people's employability. The materials will be uploaded on the 

website, and some of them will be downloadable and others available online.   
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Partners 
 

Associação MY MADEIRA ISLAND is a relatively young non-profit association on Madeira Island. The 

team’s main aim is to support the creative, economic, and social development of the island and its 

people. We want the island to thrive, and we want young people not to feel the need to search for a 

better life elsewhere. We promote digital skills, online employment, and entrepreneurship. We also 

aim to develop the social and personal competencies of young people and adults by organizing local 

and international projects, camps, training courses, conferences, seminars, consultations, lectures, 

and other educational activities, based on non-formal education principles. And we care for nature 

and the sustainable development of communities. 

The team also runs a slow news magazine on a volunteering basis. We aim to present the island 

through the stories of its people and create a deeper picture of this place – to show its uniqueness 

and its value on the globe. 

Scout Society aims to show young people how to become active citizens in their local communities. 
Also, in the last 3 years, we started working with an adult population, designing activities for them. 
Scout Society’s team is experienced youth workers, project coordinators, facilitators, logistics 
management, project writers, photographers, video editors, lobby & advocacy, and marketers. Scout 
Society grants great importance to collaborating regarding the development of projects – especially 
the exchange of experience between young people. We implemented more than 15 exchange projects 
on topics like sports and active lifestyle, multiculturality, diversity and social inclusion, democracy, 
entrepreneurship, and employability. 

Presently members of our association work on developing new projects on topics like Vocational 
Orientation, Coaching, Communication, Non-Formal Methods, Language Learning, Outdoor 
Education, Emotional Intelligence, and many more. 

Association “Professional Forum for Education” is a non-profit organization that has a wide range of 
activities related to youth work, education, and culture. Partners of ours are many schools and NGOs 
in Bulgaria. One of the aims of the organization is to involve young people in non-formal educational 
processes, promoting intercultural dialogue, youth mobility, volunteering, entrepreneurship, active 
citizenship, solving problems in a non-conflict way, and developing a sense of tolerance and 
understanding of diversity. We organize seminars, courses, conferences, summer and winter trainings, 
and the realization of youth activities on the local and national level on topics like European 
citizenship, employment, entrepreneurship, volunteering, Human rights, etc. 

These activities are designed both for pedagogues who would like to integrate non-formal educational 
methods in the classroom and for young people. 

  



Methodology:  
The World Is My Workplace 

 

2022 

 

7                                                                                                 

Table of content 
 
Overview of the Project 

About 
Target Audience 
Project Outcomes 

More Competent Young People 
More Professional Youth Workers 
Unique Events 
Methodology to Share 

Overview of the Project Events 
‘Living Library’ on remote work 
About 
Goal and Benefits 
Outcomes and Evaluations 

‘Teach me in 1 hour’ Conference on digital skills 
About 
Goal and Benefits 
Outcomes and Evaluations 

‘Business Speed Dating’ networking event 
About 
Goals and Benefits 
Outcomes and Evaluations 

Step-by-Step Methodology 
Overview of the key stages 
Plan the organizational framework 

Set up the organizers team 
Plan the tasks 
Plan the budget 
Decide about the language 

Deciding about the place and time 
Clarify requirements for the venue 
Look for the venue 
Plan the date 

Search for the remote professionals and prepare the content 
Prepare communications with the remote professionals 
Reach out to the potential professionals 
Select the potential professionals 
Interview the potential professionals 
Plan the content of the event 
(for ‘Teach me in 1 hour’) Assist speakers to prepare their workshops 
Remind about participation 

Promote event to the audience 
Plan the communications with the audience 
Prepare the registration form 
Prepare the promo materials and texts 
Promote thru social media 
Promote thru educational/government institutions 
Work with media 
Remind about the event 



Methodology:  
The World Is My Workplace 

 

2022 

 

8                                                                                                 

Prepare for the event 
Prepare the Erasmus participation list 
Prepare the badges 
Prepare the printed posters / roll-up 
Organize the photo and video shooting 
Plan food and drinks 
Prepare the certificates for the participants 

Conduct the event 
Prepare the venue 
Conduct the ‘Living Library’ event 
Conducting the ‘Teach me in 1 hour ‘event 
Conducting the ‘Business Speed Dating’ event 
Collect the participants feedback 

Templates 
Living Library 

Sample Book covers 
FB event banner 
Registration form 
Text for attracting audience 
Poster for attracting audience 
Poster for printed Ad 
Participation list 
Badges 
Information Poster for the event 
Feedback form 

Teach me in 1 hour 
Text for attracting speakers 
Explanatory text to share with speakers 
Poster for attracting speakers 
Speakership application form 
Agenda 
Participants registration form and banner 
FB event banner 
Text for attracting the audience 
Poster for attracting the audience 
Poster with the agenda 
Posters about each of the workshops 
Badges 

Business Speed Dating 
Text for attracting Employers 
Poster for attracting Employers 
Info Sheet for potential Employers 
Participants registration form and banner 
FB event banner 
Text for attracting audience 
Soc Media Event Banner 
Badges 
Companies and Jobs information sheet 
Speed-dating interviews slots booking list 
Feedback form 

 



Methodology:  
The World Is My Workplace 

 

2022 

 

9                                                                                                 

 

 

 

Overview of the Project 
 

About 
 
The project “The World is my Workplace” is aimed to bridge the gap between successful digital 
nomads, entrepreneurs, remote workers – and young people who are at the early stage of choosing 
their career.  
The COVID-19 pandemic has triggered unprecedented socio-economic changes in Europe and 
reshaped the job market. Europe is now having unprecedented levels of youth unemployment, and at 
the same time normalizes the concept of remote work making more jobs available online.  
This project aims to equip young people with the competencies needed for receiving and retaining a 
job online, and online entrepreneurship. The priority is given to young people with fewer 
opportunities (migrants, those with economic and educational obstacles, those from remote and rural 
areas).  
Digital-first is the priority of education and social and youth work for the next years, and the project 
focuses on increasing the digital competencies of young people, partner organizations, its partners 
and stakeholders and spreading the project results on the European level to any entities working with 
young people, employment and inclusion.  
Due to the development of computer and Internet technologies, young people with fewer 

opportunities can take the advantage of remote work available now – if they are supported in this 

journey, and this is why we would like to carry out this project.  

 

Target Audience 
 

The main target group of this project and all its events are young people aged 16-30 years old who 

now suffer from the crashed socio-economic structures in their regions due to COVID-19 and extreme 

levels of unemployment.  

These are young people who are looking for career guidance, those who are interested in the topic of 

remote work, those looking for a job, those that are currently in a traditional employment working in 

the office but would like to start of working remotely.  

Ideally, around half of the participants will be those considered with fewer opportunities: young 

people from rural or remote areas, from a challenging economic or social background, with 

educational difficulties, or health issues, or with long-term unemployment, or those from minorities 

etc – as remote work would be beneficial for them.  

 

Project Outcomes 
 

More Competent Young People  

Young people with economical, educational and geographical obstacles become more competent in 

obtaining a job online, improving their digital skills. 30 young people directly participate in each of the 

project activities and many more people learn about the project and the shared knowledge via the 

dissemination activities.  

More Professional Youth Workers  

Youth workers, who support young people with fewer opportunities become more professional in 

their daily job, learn to become career coaches and help with entrepreneurship initiatives.  
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Unique Events  

Three local events on online employment and entrepreneurship for young people with fewer 

opportunities organized in each country and one international mobility for youth workers and young 

leaders.  

Methodology to Share  

A methodology for youth workers supporting online employment of young people with fewer 

opportunities – disseminated beyond the partnership at the local, national and European levels. 

 

Overview of the Project Events 

 

‘Living Library’ on remote work 

About 
The Living Library is an international movement that promotes an inclusive way to challenge prejudice 

through social contact.  

Just like in a real library, a visitor to the Living Library can choose a Book from a range of titles. The 

difference is that Books are people, and reading is a conversation.  

Social contact is known to be among the best ways to challenge prejudice, and the Living Library 

enables it to flourish. The Living Library provides a safe environment for people to engage in 

conversation within a framework of respect, and with the permission to respectfully ask questions and 

share experiences. The dialogue that the Living Library facilitates has the potential to challenge 

prejudice, stigma and discrimination.  

In practice, the Living Library celebrates the diversity and positive difference of our communities, 

raises awareness of many different reasons people may experience exclusion, and takes positive 

action to address some of the issues that can lead to bullying, abuse and hate crime. Book titles 

deliberately acknowledge and provoke the assumptions or common prejudices that we or society may 

have, and Readers are empowered to choose from a broad range of titles, and challenged to engage 

with the people behind the labels during short and respectful conversation.  

The Living Library was created for the 2000 Roskilde Music Festival by a group of Danish activists who 

formed in response to a violent hate crime. Their idea was to use the language and mechanism of a 

library to facilitate conversations that challenge prejudice, thereby reducing the risk of tension and 

violence. From a base in Copenhagen, the creators and founders of the Human Library Organization 

have helped the movement to grow steadily across the world, and it is currently active in over 60 

countries. The movement is growing!  

The topic of our Living Library is Remote Work, Online Career, Online Entrepreneurship, Moving from 

Office Work to Remote employment, Digital Nomadism. The "Books" will be people who can speak 

about these topics from personal experience and can answer any questions of the "Readers", discuss 

and break stereotypes, talk about their life path that led to such employment etc., and generally better 

explain the advantages and disadvantages of remote work, where they find contracts, where they 

travel etc.  
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Goal and Benefits 

By listening to the inspiring real-life stories of the successful Remote Workers in 

format of Living Library event, the young people will get: 

• New Career Ideas: Explore new ideas for their future career. 

• Motivation: Get motivated to change their life by seeing that all the successful 

• people started from zero and faced obstacles and challenges as well. 

• Inspiration: Feel inspired to try a remote career and leverage all the related 

• benefits - work from home, work from travel, work with a baby or work flexible 

• hours. 

• Networking: Find new like-minded acquaintances to expand their network. 

 

Outcomes and Evaluations 
Here is some feedback of our ‘Living Library’ event: 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

"All the Human Books were so interesting!" 

"Motivating" 

"I learned where to start looking for remote 

jobs" 

"How to price my services" 

"How to work and travel the world" 

"An amazing experience" 
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‘Teach me in 1 hour’ Conference on digital skills 
 

About 
The idea of ‘Teach me in 1 hour’ conference is to transition from theory to practice and provide young 

people with competencies they can learn in 1 hour and apply in their online career building. The 2 

days conference will constitute eight 1-hour sessions, 4 sessions per day (with coffee breaks and 

lunch).  

The sessions will be led by practitioners - professionals who already work remotely or have their 

business online, or representatives of companies that offer remote positions.  

These knowledge-sharing sessions aimed to be as practical as possible, "how to", something that can 

be learned in 1 hour and used next day for improving employability and online work. So that young 

people already leave with basic skills set which will enable them to try to find their first gigs online and 

get empowered from the experience. 

Youngsters will understand that there is a whole world of work online and even though their locality 

may suffer from the economic downfall, the ICT competencies will lead them very far and will enable 

them to find employment and reach well-being for themselves and their families no  

matter where they are.  

Goal and Benefits 
 

The ‘Teach me in 1 hour’ is aimed to provide young people with the different new 

skills useful for the remote work. 

By participating in the conference the young people can: 

• Master their Skills. Learn new practical skills that can be used next day for 

improving their employability in online jobs. 

• Speed up Learning Process. Save hours of research and study by listening the 

essence of knowledge carefully prepared by the speakers. 

• Get Knowledge Directly. Leave the educational videos and receive the 

information directly from the experts, get in touch with them and clarify the 

unclear points. 

• Explore new Career Opportunities. Taste a variety of different occupations and 

see what fits them and what doesn’t. 

• Feel more Confident and Prepared. Start feeling more confident which is 

extremely important for a successful employment - sometimes even more 

important than having specific skills. 

• Expand their Network. Leverage the networking opportunities to get new 

contacts and expand their business and career network. 

 

 

 

 

 

 

 



Methodology:  
The World Is My Workplace 

 

2022 

 

13                                                                                                 

 

 

Outcomes and Evaluations 
Here is an example of our ‘Teach me in 1h’ event results: 

• 8 amazing speakers 

• Almost 70 attendees 

• 2 days of intense learning! 

 

And this is just some example of the feedback the participants have shared with us: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

´ 

 

 

 

 

 

 

 

 

 

 

´´Thanks for the opportunity! It was a great experience 

which you pulled off and planned very well. Just what we 

need in Madeira!´´ 

´´I really enjoy this event, thanks so much for making this 

Conference happen´  ́

´´Thank you very much for this opportunity! I ́m extremely 

grateful for this new knowledge that I adquired from all 

this workshops and from meeting a lot of kind people in 

this event as it contributed in my growing as a human 

being and in my perception of the world beyond of what I 

already knew.´  ́

 

 

 

 

´´I'd love for something of the same format to happen 

again´  ́

´´Very talented people gave us such rich knowledge about 

this world that was not known by me. Thank you so 

much! Made lots of friends!´  ́

´´The programme was curated in such a way it allowed for 

many networking opportunities as well as enhancing 

knowledge. The team was professional and very kind. ´  ́

´´The venue was beautiful.´  ́
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And their evaluation of the event was very high as well: 
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 ‘Business Speed Dating’ networking event  

About  
The idea of Business Speed Dating event is to introduce young people who seek employment to 

employers who may offer remote work opportunities.  

The Speed Dating event will provide space and time for the young people to apply all the  

theoretical skills they have obtained in practice, to network and meet employers. This will  

further help to reach the project objectives regarding increasing the employability of young  

people with fewer opportunities, equipping them with more digital skills, increasing their self  

confidence, sense of initiative, interpersonal competencies, as well as the intercultural ones,  

and language skills (via online job interviews).  

It is a 1-day (~3 hours) event which gathers 30 young people seeking employment and 5-7  

employers (previously found and prepared by the project organisers).  

The main part of the event is the series of short one-on-one job interviews similar to Speed Dating.  

The young people will be informed that the Speed Dating is planned more like a networking event 

rather than a job fair, and they will not necessarily find employment right now but they will be able 

to try themselves in job interviews, presenting themselves, understand better the whole process, 

the requirements for potential employees, meet employers and try their luck.  

Goals and Benefits  
Business Speed Dating networking event aimed to connect young people with employers who 

provide remote work opportunities.  

The benefits of attending the event for the young people:  

• Train their interview passing skills. Try themselves and discover their strong sides and areas 

of improvement in passing Job Interviews process.  

• Explore new Career Opportunities. Taste a variety of different job positions and see which 

fits them better.  

• Speed up Job Search. Save hours of job sites research and advantage from the wide set of 

job positions you carefully found and prepared for them.  

• Feel more Confident and Prepared. Grow their inner confidence to apply for any job they 

wish.  

• Expand their Network. Leverage the networking opportunities to get new contacts and 

expand their business and career network.  

• Use this chance to get a remote Job. After all, maybe they will find a remote job right here, 

at your event? 

Outcomes and Evaluations  
Here is an example of the results of our ‘Business Speed Dating’ event:  

9 organisations 

25 job positions  

40 participants  

10 interview rounds 

The most popular phrase the participants shared with us was - "I didn't expect it would be so good". 
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Step-by-Step Methodology  
 

Overview of the key stages  
The key stages of the preparation for each of these events are:  

1. Plan the organizational framework  

At this stage, you should set up the framework for the organizational process - set up a 

team, define roles and responsibilities, plan the budget, decide about the language and 

other key aspects of the event.   

2. Decide about the place and time  

At this stage, you should plan where and when the event will happen.  

3. Search for the remote professionals and prepare the content  

All the three events are built around connecting young people with the professionals from 

the world of remote work. At this stage, you should reach these professionals and plan the 

content for their contribution:  

• In the ‘Living Library’ we look for the remote professionals who will be the Living 

books  

• In ‘Teach me in 1 hour’ we look for the speakers who will share their knowledge  

• In ‘Business Speed Dating’ we look for the employers who will provide remote jobs  

4. Promote event to the audience  

At this stage, you should reach your audience - young local people from 18 to 30 - to 

promote the idea and the information about the event.  

5. Prepare for the event 

At this stage, you should plan and prepare everything needed for the event itself - 

participation list, badges, printed posters, food and drinks, photos and videos, etc.  

6. Conduct the event  

At this final stage, you conduct the event and collect participant’s feedback.  

Most of the preparation tasks are similar for all the three events, yet there are some that are 

event-specific. By default, we mean that the methodology described can be applied for all 

the three events, and we explicitly mention the parts of the methodology that are specific 

for this or that event only. 

 

Plan the organizational framework  
This preparation stage consists of the following tasks, similar for all our three events:  

1. Set up the organizers team  

2. Plan the tasks  

3. Plan the budget  

4. Decide about the language  
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Set up the organizers team  
You might want to start the preparation by finding the team members who will be able to organize 

the event.  

Each of the events might take a significant time and efforts so don’t consider it just like a hobby and 

clearly communicate this to your team members.  

You might wish to find the team members for the following roles:  

(co-) Organizers - they will be responsible for the successful event in general. The key 

requirements for this role are - being proactive, positive, open-minded, with good 

communication skills, both written and oral.  

Volunteers - they will assist at the event with different tasks such as registration, arranging 

the space, etc.  

Copywriter/Designer/Web Designer/SMM Manager - in case you have a need and a budget 

for these professional services. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Plan the tasks  
After setting up the team it is very important to confirm: 

The plan of the tasks - you can base it on the current methodology, adapted to your needs.  

The responsible team member assigned to the each task/group of tasks.  

Approximate timeline for each tasks/group of tasks. 

Plan the budget  
Before moving forward you should estimate your budget and plan the following costs:  

Compensation for the organizers  

(for ‘Teach me in 1h’ Conference) Compensation for the speakers - e.g. 100 eur per 

workshop  

Compensation for the volunteers. Depending on the duration of the event - e.g. 50 eur per 

full day or 20 eur for 3 hours, or other compensation specific to your area.  

Costs of the food and drinks.  

Costs of printing services.  

Costs of venue rental (if not free).  

Costs of professional services (e.g. photographer, designer or translators if needed).  

Costs of promotion (in case Google Ad or FB Ad, or any other paid promo methods will be 

used) 
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Decide about the language  
It is important to decide what will be the language of your event and communications with the 

audience (if your local language is different from English):  

Using your local language only. Easier for your local audience, but limiting for the 

internationals speakers.  

Using English language only. Easier to attract international  

speakers/participants, but might be limiting for the local audience.  

Using both and providing translation from English to local language. It might be much more 

challenging in terms of organization, requiring budget for translation and cutting the useful 

time of the sessions. 

We advise you to choose either your local or English language - depending on how well local young 

people speak English and how well international participants speak your local language. 

 

Deciding about the place and time  
This preparation stage consists of the following tasks, similar for all our three events: 

1. Clarify requirements for the venue  

2. Look for the venue  

3. Plan the date 

Clarify requirements for the venue  
Before starting to look for the venue we advice you to briefly list the requirements of what you are 

looking for. We list here the common aspects for all the three events and also mention individual 

requirements specific for particular events:  

Common for all the events:  

The networking area. Networking is an important part of the event and we advice you to 

look for a spacious area where people might socialize between and after the sessions. It 

might be outside, but in this case you should have Plan B if the weather gets worse. Ideally 

only the event participants should be present in the networking area to preserve the 

networking athmosphere. It means that some public places with many people around will 

not be a good option for a venue.  

Accessibility. Ideally the venue should be located in some central place which is easy to 

reach for the young participants. Also ideally the access to the venue and the conference 

room should be suitable for the people with disabilities.  

The budget. We advice you to look first for the venues that will not require any rental costs 

(see below some of the ideas where to find them). Otherwise you should decide what is the 

maximum budget you are ready to spend for the venue rent.  

For ‘Living Library’ event:  

The separate zones. The Living Library sessions are organized in the premises with several 

rooms or in a very big room where the speakers – the Books - would not interfere with each 

other’s readings. So, the place should have separate zones where small groups might sit and 

have a conversation at the same time.  

For ‘Teach me in 1 hour’ event:  

The conference room. It should be spacious enough to comfortably fit around 30 seats or 

even more. It should have a zone (white wall, screen) where projector might be used and 
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speakers will be presenting. It might serve both as a conference and as a networking area if 

it is spacious enough.  

The internet connection. Either it should have a good WiFi in the conference room 

(especially in the speaker’s area) or you should be ready to provide a mobile connection for 

the speakers.  

For ‘Business Speed Dating’ event:  

The event room/space. It should be spacious enough to comfortably fit around 5-7 

independent interviewing zones. It might be different tables or other sitting areas. 

Preferably, they should be in one room as it would simplify the rotation, but the distance 

between these zones should allow to hold independent conversations at the same time.   

 

Ambience. It might be less formal than a previous conference event. Some atmospheric bar, 

cafe or business club might be a good idea to consider. 

 

Look for the venue  
 

When searching for the venue we advise you to take a look on the following opportunities:  

Educational organizations of your city, region. For example in our case we were 

collaborating with the so-called ‘Regional Direction of the Youth’ and they allowed us to 

host the event in their establishment.  

High schools, colleges, universities  

Entrepreneurs and startups centres supported by government Municipal Libraries  

Large bars/cafes  

Co-working spaces  

Art galleries 

You might contact the potential venues explaining them the idea of the project, why it might be 

interesting for them and their audience, underlining the value for the young people of your region, 

and asking for the potentially available dates. 
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Plan the date 
 

For planning the date(s) of the event you should take into account the following aspects  

• The availability of this or that venue  

• The school (study) calendar of your country - it’s better to avoid school holidays and the 

period right after them.  

• The timeframe of the project  

• The availability of the organizers team.  

Once you have a preliminary understanding of the desired date/time you might check and confirm it 

with the venue(s) of your choice.  

Later we recommend you to re-confirm all the agreements with the venue in the written form if you 

were communicating by phone, and again re-confirm it closer to the event date. 

 

Search for the remote professionals and prepare the content 

  
This part of the preparation process consists of the following tasks:  

1. Prepare communications with the remote professionals  

2. Reach out to the potential professionals  

3. Select the potential professionals  

4. Interview the potential professionals  

5. Plan the content of the event  

6. (for ‘Teach me in 1 hour’) Assist speakers to prepare their workshops 7. Remind about 

participation 

7. Remind about participation 

 

To successfully complete the event you need to find the event-specific participants: 

• For ‘Living Library’ event: 5-7 remote professionals to be Living book. The speakers, 18+, are 

professionals working remotely: entrepreneurs with a running online business, or those 

employed remotely by businesses. These can be digital nomads – those remote workers that 

travel the world while working online, or those professionals that are from your area and 

work from home.  

• For ‘Teach me in 1 hour’ event: 8 remote participants who host the 8 workshops (the same 

speaker might host more than 1 workshop). The speakers need to be remote working 

professionals, skilled enough to share their expertise with newbies.  

• For ‘Business Speed Dating’ event: 5-7 employers - companies or independent 

entrepreneurs. It might be business owners, HR managers, other company decision-makers 

who usually offer or can think of offering online remote employment - part-time or full-time, 

paid or internship, immediate job positions or just future perspectives. 
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Prepare communications with the remote professionals  
 

We advise you to prepare the brief explanation about the event concept and the participation 

details (including compensation) that might be used in the communications with the potential 

participants.  

It might include text description, also it might be a poster or a pdf file with information.  

You can find some examples of the corresponding texts/posters for each event in the Templates 

section below. 

Reach out to the potential professionals  
 

To reach the potential remote professionals following channels might be used:  

• You and your colleagues contacts network - you probably have some friends who either 

might be interested or know someone who might  

• Your organization’ social media pages  

• Expats and nomads local groups and chats - in FB, WhatsApp, Telegram, Slack, etc  

• Organizations or communities related to expats, nomads  

• Local groups and chats dedicated to meetings and events 

 

Use the collaterals previously prepared to clearly communicate the idea of the project and collect 

the required information from the potential participants.  

 

For the ‘Business Speed Dating’ you might also include other possible channels to reach the 

participants:  

• Jobs groups and chats, or publications/comments about job offers in different groups  

• Local companies that might hire for the remote job  

o Companies that have remote job offers in LinkedIn or other similar job sites (check if the 

company has a local representative or office in your area).  

o Resident companies of the local tech/IT campus (if you have such)  

o Some other big companies in your area that might be hiring for a remote job  

 

Additionally, you might create an application form for the potentially interested participants - it can 

help you to filter the candidates with the preliminary screening questions. You can see the example 

of such form in the Templates section of ‘Teach me in 1 hour’ event. 

Select the potential professionals  
 

Once you have got a pool of the participants applications, you might select the most interesting 

candidates and schedule a preliminary call with them.  

While selecting the candidates we advise you to pay attention to their diversity in terms of 

professional areas:  

• For ‘Living Library’ event: that the living books represent different professional areas and 

ideally the different countries of origins. The industry of the speakers is not important – but 

it is recommended to have a variety (i.e. not only programmers). There are many online jobs 
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that do not require much training – for example, data input, administration, social media 

management.  

• For ‘Teach me in 1h’ event: that the workshops cover a variety of different professional 

areas and aspects of the remote work. 

• For ‘Business Speed Dating’ event: that the employers provide jobs in different professional 

areas - marketing, PR, tech, etc. 

Interview the potential professionals  
 

It is very important to have a 1:1 call with each potential participant, to explain in more details the 

idea and format of the event and see if this person:  

• Sounds reliable and trustful  

• Shares the idea, concept and format of the event  

• Agrees to the suggested timeline of the event (including the timeline of content draft 

providing - if agreed)  

• Is experienced and motivated enough to participate as a remote professional Speaks 

good English or local language  

• The idea of his ‘living book’/workshop/job offers is clear and sounds valuable for the 

young audience  

• For ‘Business Speed Dating’ event: Plays a decision-making role in the hiring process of 

his company/organization 
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Plan the content of the event  
 

During the introductory conversation, you might start to elaborate the content details, and continue 

discussing this in further chats/calls with this remote professional:  

• Ask for participant’s name, surname, job title, and photo.  

• For ‘Living Library’ event:  

o Discuss the story behind – so that the Readers will find it useful. You may do it by 

asking specific questions, suggesting a better storyline to have the conversation 

more practical etc. Eventually it is for the Books to decide what exactly they want to 

include in the story – but you can help them shape it in the most interesting and 

practical way.  

o All great stories are educational, inspiring and entertaining. It would be beneficial if 

the Book could speak about their path to becoming a remote worker – so that 

eventually the Readers figure out for themselves, if it is a viable career for them, if it 

is a possible one (ideally they leave the event understanding that it is absolutely 

possible, they don’t feel intimidated by it), and where the starting point for them 

would be. 

o What might be a Title and a Description/Summary of the book (up to 100 words).  

o In addition, you’ll need to create and approve with the speaker a book cover for his 

book, with the book title and description, photo of the author and attractive visual. 

See some book covers samples in the Templates section below.  

• For ‘Teach me in 1 hour’ event:  

o What might be the topic and the title of the workshop.  

▪ The workshop should be as practical as possible - see the examples of the 

topics: "Where to search for online job opportunities for non-tech people, 

how to apply, what skills are required", "How to shine in an online job 

interview", "How to start your crafts shop on Etsy and other online market 

platforms", "Social Media Manager 101: basic skills which will provide the 

employment tomorrow", "Stock video and photography: making money 

with your camera or mobile phone", "Hiring for attitude: soft skills required 

for a remote career", "Social and cultural  

o entrepreneurship online", "Resilience and mental health for online work", etc.  

o How a brief description of the workshop can be formulated  

o What are the possible time slots the speaker would be able to participate.  

o What would he need for his workshop - whiteboard, markers, paper, pens, speakers 

for playing audio, etc.  

• For ‘Business Speed Dating’ event:  

o What are the company details (logo, name, brief description)  

o What are the potential job positions (position title, short description and link to the 

full description if published) 
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Once you have the content aspects confirmed with each of the participants, you can summarize 

them all and publish at your web site (if you have it):  

• Sample books catalog for the ‘Living Library’:  

https://livinglibraryfunchal.tilda.ws/#catalog  

• Sample agenda for ‘Teach me in 1 hour’:   

https://worldismyworkplace.eu/teachme1h/#agenda 

• Sample jobs info for ‘Business Speed Dating’:  

https://worldismyworkplace.eu/businessdating/#jobs. Additionally you might include 

the information about the company representatives who will be interviewing the 

applicants at the event. 

 

 (for ‘Teach me in 1 hour’) Assist speakers to prepare their workshops  
 

5-7 days before the event we recommend you to contact each of the speaker again, to remind them 

about the date of the event and to ask if they wish to share the presentation draft with you. Some of 

them might ask for you to take a look at their workshop content in advance, some of them might 

prefer to work independently.  

Ideally we would recommend you to check each workshop presentation at least 1-2 days before the 

event, to see if it’s clear, well structured and valuable.   

We also recommend to create a Google folder where the speakers can upload their presentation or 

any other files they wish to present (videos, pdfs, etc). Inside this folder you can create the separate 

subfolders for each of the speakers, and share the access to this subfolders only with the 

corresponding speakers.  

You can also ask speaker’s authorization to share the presentations with the participants after the 

event and, if they agree, you can include the link to the presentations in the follow-up e-mail to 

participants. 

 

Remind about participation  
 

1-2 days before the event we recommend you to remind the participants about the coming event 

and its time, and confirm that they are going to be present. 

 

Promote event to the audience  
 

To successfully complete each of the events you’ll need to attract at least 30 participants, ideally 

they should be local young people of 18-30 years old.  

The stages of the promoting the event are:   

1. Plan the communications with the audience  

2. Prepare the registration form  

3. Prepare the promo materials and texts  

4. Promote thru social media  

5. Promote thru educational institutions 

6. Work with media  

https://livinglibraryfunchal.tilda.ws/%23catalog
https://worldismyworkplace.eu/teachme1h/%23agenda
https://worldismyworkplace.eu/businessdating/%23jobs
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7. Remind about the event  

As all of the three events has the same audience, this part of the preparation process differs only in 

the set of particular materials and texts prepared for the promotion. 

Plan the communications with the audience  
 

The first step is to choose the promotion channels you are going to use to reach your Target 

Audience. We advise you to take a look on different options:  

• Social Media  

o FB Groups (expats, nomads, events groups, etc)  

o Social media pages of your organization - Instagram, FB, TikTok (of you have), 

etc  

o Your own and your friends social media accounts  

o Local chats and communities in WhatsApp, Telegram, Slack, etc Influencers  

o Your partner’s channels (friendly associations that can promote you thru their 

channels)  

• Educational and Government Institutions of your area  

o High schools  

o Professional schools  

o Colleges and Universities  

o Unemployment centres  

o Institutions/organizations working with youth  

o Institutions/organizations working with startups, nomads  

• Media  

• Existing subscribers list - from the previous events, etc  

• Outdoor advertisement  

o Bars, clubs, cafes,  .. popular among your TA  

o Street callboards 

We advise you to plan in advance how you are going to promote the event:  

• Which promotion channels to use  

• What needs to be prepared for each channel (which texts or materials; digital or printed)  

• What is the timeline for each promotion step. We recommend you to have all the promo 

materials ready and start promotion at leats 9-12 days before the event.  

• Who is responsible for this or that promotion task 

 

Prepare the registration form  
 

The purposes of the registration form are:  

• To collect the contacts for the further communication with the participants regarding this or 

other project events  

• To estimate the level and profile of the participants (age, area, employment status)  
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You can design the registration form using Google Forms or any other platform. The questions you 

might like to include are:  

• Name  

• Age  

• Status - if they currently study, already work online or just wish to work online  

• Professional Area  

• Agreement to recieve communicatons about the project  

You might also wish to create a visual banner with project identity for the questionnaire.  

See registration form samples in the Templates section below. 

Prepare the promo materials and texts  
 

You’ll need a set of graphical and text materials to promote the event, depending on your promotion 

plan. This might include:  

1. Text with informal event description - for social media  

2. Text with formal event description - for educational institutions 

3. Press Release for media  

4. Social Media (FB, Instagram) Poster.  

You might wish to include the QR Code with the link to the registration form  

And also a brief description of the event and logos of your organization and Erasmus  

5. FB Event Banner (if you’re going to create FB event)  

6. Printed Poster - to be distributed in printed form where applicable.  

7. Individual posters about each participating professional - living book, speaker or 

employer.  

You can find sample texts and visuals we’ve used for each of the events in the Templates section 

below.  

 

 

 

Poster for ´´Teach me in 1 hour´´ Conference 
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Promote thru social media  
Following to you plan and materials you might have several stages of Social Media promotion:  

• Preliminary - call for remote professionals to participate (living books or speakers or 

employers)  

• Main - launch info about the event (8-15 days before the date)  

• Detailed - more info about the event closer to the date (1-7 days before the event): e.g. 

about each Living book (for ‘Living Library’), or about each speaker (for ‘Teach me in 1 

hour’), or about each Employer (for ‘Business Speed Dating’)  

The continuous step-by-step communication might help to ‘warm’ the audience, preserve the 

interest and increase an awareness.  

Promote thru educational/government institutions  
We advise you to contact by e-mail administration or direction of different educational institutions 

at least 8-10 days before the event, inform them about your event, underline the value for youth 

and ask their authorization and assistance in disseminating this information among their 

students/their audience.   

You can also schedule a visit to them and speak face-to-face - it often would be even more effective. 

Remind about the event  
 

The day before the event, we recommend you to send a reminder to all the registered participants 

about the coming event. 

Prepare for the event  
 

This stage of the preparation process consists of the following tasks:  

1. Prepare the Erasmus participation list  

2. Prepare the badges  

3. Prepare the printed posters / roll-up  

4. Organize the photo and video shooting  

5. Plan food and drinks 

Prepare the Erasmus participation list  
 

For the purpose of Erasmus reporting compliance, you’ll need to have a paper participation list to 

register the participants, including their names, contacts and signatures.  

You might need a volunteer to help with the registration process (and other tasks) at the event.  
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Prepare the badges  
 

You should prepare the badges (or even t-shirts) for the organizers and volunteers of the event as 

well as for the remote professionals - living books, speakers or employers.  

The easiest way is to print the badges and later cut them and place into the plastic holders. You can 

find some sample badges we’ve used in the Templates section below. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Prepare the printed posters / roll-up  

If you have an association banner/roll-up, you are welcome to put it at the entrance. Creating a roll-

up dedicated to the project could also be possible. These minor arrangements help create the 

atmosphere of a special event – rather than a usual meeting.  

Additionally we advice you to prepare some printed event labels directing to the place of your event 

- to help your audience to find you.  

And also it’s worth to have the printed information about the event:  

For ‘Living Library’ event: event agenda, area map, living books covers (to place them at the 

corresponding books tables and in the networking zone)  

For ‘Teach me in 1h’ event: event agenda, information about the speakers and workshops  

For ‘Business Speed Dating’ event: information about each employer and its job positions 

(to place it at the corresponding employers’ tables, and in the networking zone); summary 

information about all the employers and the positions presented.  

You might also decide to include the link (QR Code) to the feedback form to motivate your audience 

for leaving you the feedback.  

See the sample materials in the Templates section.  
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Organize the photo and video shooting  
 

In order to create professional videos about the events, you need to record the videos, so do not 

miss to organize a good and memorable photos and videos shooting of the event.   

Using a mobile phone (horizontal position) or a camera, you can record the following:  

General views - how the event is organized and going.  

Few short (2-3 minutes) video interviews with some of the remote professionals - asking to 

share their experience from the event, why they agreed to participate, how did they like the 

event, what was the most interesting for them, any insights, etc  

Few short (1-2 minutes) video interviews with some of the guests - why they decided to 

come, how do they like this experience, what did they learn new, what was the most 

interesting for them, etc  

Plan food and drinks 
 

You need to plan in advance the food and drinks according to your estimated participants number, 

to the event duration and to your available budget.  

This might differ for the three events due to their concept and format difference:  

For ‘Living Library’ event:  

You might have a networking session in the end where you can organize some type of the 

buffet snacks accompanied with drinks  

For ‘Teach me in 1 hour’ event:  

You will need to have some snacks (cookies, nuts, ..) accompanied by coffee, tea, water, 

juice for the coffee breaks  

Also some pizza or something else easy to grab for the lunches  

And some buffet style snacks accompanied with drinks for the networking sessions at the 

end of the day  

For ‘Business Speed Dating’ event:  

You might have some small snacks and also drinks provided during the event  

You might also have some more food provided at the end of the event, but be aware that 

many participants could leave before that. 

Prepare the certificates for the participants  
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Conduct the event  

Hosting the event for you as an organizer will include:  

Prepare the venue  

Welcome the participants (remote professionals) and the guests (young people) 

Introduce the event and its goals  

Introduce each of the remote professionals and his part (living  

book/workshop/company)  

Control the timing - of the living books readings, of the workshops, of the speed dating 
rounds  

Express gratitude to all the participants and guests at the end  

Collect participant’s feedback 

Prepare the venue  

We advice you to come at least 30-40 minutes before the event to make all the final 
preparations:  

Check that technic (PC, projector, coffee machine, microphone, speaker - if 
needed) is attached and working well.  

Prepare the area for coffee breaks and networking.  

Prepare the registration area and participation registration list.  

Give the instructions to the volunteer(s) regarding registration and other tasks. It might 
include - welcome the participants, arrange the place, register the participants, 
introduce the event and collect the feedback after.  

Prepare pens, paper, markers or anything else that might be required for the event 
activities.  

Place the printed event information/program to several visible places of the 
venue.  

For ‘Living Library’ and ‘Business Speed Dating’ events: mark and place descriptive 
information in the areas where different speakers/employers will sit.  

Conduct the ‘Living Library’ event  

The duration of the whole event will be 2.5-3 hours. You will have 3 rounds of Living books 
‘readings’ - half-hour each. Between the readings you will have a 15 minute break.  

It is important to provide synchronous rotation of the readers between the living books 
during the breaks. Thus, you and the living books should be attentive to finish each reading 
at the same scheduled time.  

Ideally, if the organization has enough staff or volunteers, a Librarian (volunteer) needs to 
be assigned to every Book – to facilitate the discussion, prompt questions and wrap up the 
conversation on time.  
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Also you might try to balance the readers number among the living books - to assure it is 
more or less similar. For that you might distribute the ‘tickets’ for the readings on 
registration or in another way try to split the readers equally between the books.  

Official opening and introduction of the books and rules: 15-20 min  

The organisers-Librarians greet the guests and explain the concept of the event. They also 
present the books and explain in which room/area which reading will take 
place. They introduce the rules and the flow. Each participant has a chance to attend the 
reading of 3 Books out of 5-6 present. They need to choose which topics are the most 
interesting for them. After the introduction, the readings begin. After each reading, the 
Readers have a break to change the rooms, and the Books – have some rest. Since the event 
has 3 readings, the Books need to repeat their story 3 times – for different people.  

Important rule to introduce at the beginning of the event: It is forbidden to harm 
books. The Readers need to treat books with respect. The Book can stop the reading 
any time if they feel uncomfortable.  

First Reading: 30 min (15-20 min is a monologue of the Book, and the rest of the time – 
Q&A session with the readers)  

Break: 15 min  

Second Reading: 30 min  

Break: 15 min  

Third Reading: 30 min  

A thank you word from the organisers, event closure.  

The readers are invited to fill out brief feedback questionnaires.  

At the same time, one of the Librarians invite the Books to give feedback about experience, 
in a closed circle, without Readers. This session is just as important as the others as it takes 
care of the Books – by giving space and time to process this intensive experience and share 
their findings about themselves, about the event, and their feelings.  

 

Conducting the ‘Teach me in 1 hour‘ event  
 

The duration of the event is 2 full days. The agenda of each of the day might look like this (you can 

also adapt it to your needs):  

10.00 - 10.30 Registration  

10.30 - 11.30 Session 1  

11.30 - 12.00 Coffee break  

12.00 - 13.00 Session 2  

13.00 - 14.00 Lunch  

14.00 - 15.00 Session 3  
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15.00 - 15.30 Coffee break 

15.30 - 16.30 Session 4  

16.30 - 17.30 Networking  

The event starts with introduction of the project, its idea, agenda, organizers and volunteers team, 

and the speakers who already arrived. The rest of the speakers will be introduced in the beginning of 

their workshops.  

Before each workshop we advice you to decide with the speaker if he/she needs your help to control 

the timing and what will be the signal you will give him 5/10/20 minutes before the end of the time - 

if he needs. Also you should control the time of coffee/food breaks, and invite the guests to proceed 

to the conference room before the scheduled time of the workshop.   

At the end of each day you might have informal networking session where your participants might 

exchange contacts, find partnership of job opportunities and meet new friends. 

Conducting the ‘Business Speed Dating’ event  
 

The duration of the whole event will be ~2.5-3h and might take e.g. an evening of the week day.  

You will have a registration part (15-20 min) followed by an introduction part (10-15 min), and then 

a series of speed interviews rounds - 10-15 minutes each. The number of rounds depends of the 

number of participants you have, but probably 7- 10 rounds will be enough.  

Registration and speed dating slots booking:  

Besides the regular registration of all the participants in the participation list, you might also think 

how to organize the speed dating slots booking for the job interviews.  

1. It might be a printed form where participants register themselves in the employer’s 

interviews list - e.g. 1st round for company A, 2nd round for company B, etc. See such a 

sample form in the Templates section below.  

2. It might be separate printed lists for each of the rounds. E.g. list 1 for Round 1:  

Company A (placeholder for the participant who’ll have an interview with Company A during 

round 1)  

Company B (placeholder for the participant who have an interview with Company B during 

round 1)  

Company C, .. 

List 2 for Round 2: Company A, Company B, Company C, ..  

Later in the beginning of each round you can read the names of the participants who 

registered for this particular round to remind them where to go.   

3. It might also be a set of ‘tickets’, different for each employer - 1st round, 2nd round, etc, 

that the participants takes with himself to remember where to go.  
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In any case we recommend you to have assistance of the volunteer in the slots booking process, to 

avoid the situation when one participants will book the 1st round for company A, the same 1st 

round for company B, etc.  

Introduction:  

The event starts with the introduction of the project and the team, explanation of the event flow, 

and then a brief introduction from each of the employers about themselves, their company, what 

kind of remote work they can offer (also if it is part time or full time, employment or internship, paid 

or not), what kind of qualities and competencies they are looking in employees.  

As probably not all the participants will have a guaranteed chance to talk to the company of their 

interest (as there are 30 participants and only 7-10 interviews rounds), you can invite participants to 

contact the employers later at networking session or also apply for the job of their interest 

remotely.  

Also you can invite participants to approach the microphone and announce remote job positions 

their own company might offer - to expand the possible employment opportunities even more.   

Speed interviews:  

After the introduction, the employers occupy space at the tables and the "employees-young people" 

approach the tables of the employers they want to talk to (based on the previously booked slots).  

The interviews last for 10-15 min, and then with a whistle, pairs change. We also recommend you to 

announce in the microphone (if you have it) the 2 minutes timing before the end of the round and 

ask the participants to start finalizing the conversation.  

Activities for free participants:  

While some of the participants (5-7, depending on the number of the employers) are passing the 

speed job interviews, you can occupy the others with some networking or ice breaking activity/game 

- depending on the audience and the available space you have. 

Here are some of the ideas of these activities, also you can invent your own:  

Sharing circles. Split the participants into the groups of 4-5 people and suggest in each group 

a small sharing activity: each participant for 1-2 minutes share something about himself 

following the suggested topic. The topics will be different for each of the rounds, and serve 

as a preparation for the future job interview process. E.g. during 1st round - introduce 

yourself, 2nd round - your strong sides, 3rd round - a job of your dream, 4th round - most 

challenging task you’ve ever solved, etc.  

Yes-No. You split the area into 2 halves - one for ‘yes’ answers, one for ‘no’ answers. Then 

you pronounce some statement - e.g. “I was working in the IT industry”, and the audience 

split into 2 parts - those with the answer ‘yes’ (i.e. who was working in IT), and those with 

the answer ‘no’. This game helps to warm up, to socialize and to know each other better.  

After sessions networking:  

After the last speed dating round finishes, you can make a short speech with a gratitude to 

everyone, and then move to informal networking part and also possibly offer some more snacks of 

food. Be aware that at this moment a significant part of the participants might already leave the 

event, so don’t plan too much food for the end.  
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Collect the participants feedback  
 

Besides shooting the videos with the participants feedback, we also advice you to collect feedback 

about the event in the form of questionnaire. This can include a general evaluation of the event, and 

evaluations of the each particular remote professional’s part.  

You might invite participants to fill in the feedback form at the event itself and also in the follow-up 

e-mail later.  

The feedback questionnaire can be anonymous but you may want to collect their contact details too, 

in order to be able to invite them to the further project events.  

Templates  

Here we list the sample texts and visual materials we’ve used for the events preparation. 

Living Library  
Sample Book covers 
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Samples from other countries: 

 

 

FB event banner 
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Registration form 

https://forms.gle/zcuTCACENQfo8Xfx7 

Text for attracting audience 

Do you want to work online but don't know where to start? 

Have you heard about Digital Nomads in Madeira and always wanted to meet them? 

Come to listen to the stories of people who rock it online - about how they started, which problems 

they had, and the solutions they encountered. 

Register here: https://forms.gle/zcuTCACENQfo8Xfx7 

Participation is free of charge. 

Delicious snacks and drinks are provided by Pastelaria Slice. 

When: 14 May, at 16h 

Where: Pousada de Juventude in Funchal 

Please register to participate. The number of participants is limited! 

Poster for attracting audience 

Some samples of the posters: 

 

  

 

 

 

https://forms.gle/zcuTCACENQfo8Xfx7
https://forms.gle/zcuTCACENQfo8Xfx7
https://g.page/centro-de-juventude-do-funchal?share
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Poster for printed Ad 
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Participation list 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Badges 
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Information Poster for the event 

Here is a sample poster we’ve printed for the event with all the necessary information: 

 

Feedback form 

Here is a sample feedback questionnaire we’ve used: https://forms.gle/LqShg56gBDufwx5m9 

Teach me in 1 hour 
 

Text for attracting speakers 

Hey, did you ever think to teach others something you are expert in? 

Or to help young people in starting their career as someone probably helped you in the past? If yes - 

this is your chance! 

We are looking for the speakers for our practical conference "Teach me in 1 hour"! 

If you feel interested to share one of your practical skills with the audience - get more information 

and apply here: https://forms.gle/mKJEBJR3FTtYab8h9 

The conference will be held on 1 & 2 of October in Funchal. 

All the speakers will get a reward! 

Share with your friends if they might be interested, and follow us to get more information! 

 

https://forms.gle/LqShg56gBDufwx5m9
https://forms.gle/mKJEBJR3FTtYab8h9
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Explanatory text to share with speakers 

The idea is to transition from theory to practice and provide young people with competencies they 

can learn in 1 hour and apply in their online career building. The workshop days will constitute 8 1-

hour sessions, 4 sessions per day (with coffee breaks and lunch). 

The sessions will be led by practitioners - professionals who already work remotely or have their 

business online, or representatives of companies that offer remote positions. 

The content of the sessions will be as practical as possible, "how to", something that can be learned 

in 1 hour and used next day for improving employability and online work. 

Approximate topics for the knowledge-sharing sessions (will be adjusted according to the expertise of 

the leaders in each of the countries): "Where to search for online job opportunities for non-tech 

people, how to apply, what skills are required", "How to shine in an online job interview", "How to 

start your crafts shop on Etsy and other online market platforms", "Social Media Manager 101: basic 

skills which will provide the employment tomorrow", "Stock video and photography: making money 

with your camera or mobile phone", "Hiring for attitude: soft skills required for a remote career", 

"Social and cultural entrepreneurship online", "Resilience and mental health for online work". 

Poster for attracting speakers 
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Speakership application form 

This might save you a significant time while selecting the speakers. 

Here is a sample questionnaire with some screening questions for speakers we’ve used for such a 

purpose: 

1. Intro text about the event 

2. e-Mail 

3. You name (text) 

4. Your occupation (text) 

5. Please describe the practical skill you would like to teach in a 1-hour workshop (text) 

6. Please describe your experience regarding this skill (text) 

7. What might be the title of your workshop? (e.g. "Learn how to ...") (text) 

8. Please confirm that you speak fluent English and will be able to provide the offline workshop 

in … on … (if English is the language of your event) 

9. Do you have any other questions or comments 

Agenda 

Here is an example how might look the full event agenda: 

https://worldismyworkplace.eu/teachme1h/#agenda 

Here is an example how might look agenda version for download: 

https://drive.google.com/file/d/1RP1p1E09u4NxbgX1rpQaGDQ8wKveutw1/view?usp=sharing 

Participants registration form and banner 

Here is a sample Registration form we used for our event: https://forms.gle/r7iuGijjzvDV8GJi6 

And the banner we’ve created for it: 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://forms.gle/mKJEBJR3FTtYab8h9
https://worldismyworkplace.eu/teachme1h/#agenda
https://drive.google.com/file/d/1RP1p1E09u4NxbgX1rpQaGDQ8wKveutw1/view?usp=sharing
https://forms.gle/r7iuGijjzvDV8GJi6
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FB event banner 

 

Text for attracting the audience 

We're happy to invite you to 'Teach me in 1 hour' - the practical conference on digital skills, organized 

by the association My Madeira Island, and co-funded by Erasmus+ EU programme 

The event will take place on 1-2 of October, in Centro de Juventude do Funchal. 

If you're in Madeira and interested to know more about remote work and business opportunities - 

don't miss this event 

It's a great chance to expand your horizons, get a new inspiration, grow your network and learn the 

new practical skills! 

Successful professionals from different areas will share their secrets with you 

How to start investing in crypto. Or to start your business of selling on Etsy. How to start career in 

online marketing. Or to find an entry level remote job without specific skills. How to pass a job 

interview. And what helps you to implement changes in your life. How to find international 

opportunities for youth. And why understanding cultural differences will help your career 

The entrance is free, coffee breaks and buffet are included. 

Register now and get a chance to win a free coaching session 

*https://forms.gle/WhCkLgXS1m1cb9jL6* 

Share information with your friends and let's have fun together! 

 

 

 

 

https://www.facebook.com/mymadeiraisland/?__cft__%5B0%5D=AZXEcx9uNz1JugUtgjcs9GwDf2D-kJRaa3Yaea8tY02IjE_DBrM0p7KU9f9UHBmnoVyn4qSaFWDj1EuiH07QfTWI9d0nOqpcXEq3iGEXJnfFRpnA-arHMDl0dDnKswITc6wzVQqf7QX_FhUGsuN1NAY0&__tn__=kK-R
https://l.facebook.com/l.php?u=https%3A%2F%2Fforms.gle%2FWhCkLgXS1m1cb9jL6%3Ffbclid%3DIwAR1UbfofflNxlUFQ5T0Ni03hwIviemLWZEN8e735sF9ehnNMLUK4rn11zkw&h=AT1EXbEBWe4hN_eeucNNLzrQWEVLi3f6uCFULnSGSnEsGLpGaqSS5XbU4y48aZtc1SeeddkEUqUuhwC-jyYCL1eIX0nT94HV_HJUqtHCEGAhIH_EMJisZv1LO5xNPxvs&__tn__=-UK-R&c%5B0%5D=AT0T-SgPUBkQggNpfyrgz95uCP9htOvUjoYe1q9X-OJMuLHFrqJFSj-gNN9NfSvuwnHmhlr-lQ9iHS8HklSLIsgogmr1w21tfuk82xY4XB4SH1Q8QScODkgsj3hKwkYS8f-5D3MwEe_bSMfjzr__pCyoTTBzLTyAKac
https://forms.gle/WhCkLgXS1m1cb9jL6*
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Poster for attracting the audience 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Posters about each of the workshops 
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Badges 

Here are the sample badges we’ve used for the speakers and organizers. Later we cut them and 

placed in the plastic holders. 

 

Business Speed Dating 
Text for attracting Employers 

Dear friends, for our next 'Business Speed Dating' event we're looking for the 

organizations/entrepreneurs who might offer remote work opportunities. It might be part-time or 

full-time job offering, paid or internship, immediate positions or future perspectives. 

The idea of the event is to connect potential employers with young people who might look for the 

remote job, thru a series of short 1-to-1 interviews similar to Speed Dating 

Snacks, drinks and networking provided at the end. 

Participating companies will have an opportunity to promote their organization/business, increase 

awareness about their jobs among applicants, potentially hire new staff, and make a positive impact 

into the future generation career path. 

May we ask your help in finding those organizations - maybe you know someone who might be 

interested to participate? 

Or maybe it's your company/business who is looking for the remote employees? 

We would be very thankful for any recommendation and sharing! 

Poster for attracting Employers 
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Info Sheet for potential Employers 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Participants registration form and banner 

Sample registration form we’ve used: https://forms.gle/ECWcXbWiZxmix7k17 

 

 

 

 

 

 

FB event banner 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://forms.gle/ECWcXbWiZxmix7k17
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Text for attracting audience 

We are happy to invite you to our next event - Business Speed Dating! 

When: Wednesday, 19 October 2022. Registration opens at 17:30 and the Speed Dating sessions at 

18:00. 

Where: …. 

At this event, you can use all the skills you've learned before, especially at the first workshop of our 

conference - Ultimate guide to passing a job interview - and try to do your best in real job interviews! 

Six amazing organizations are offering you more than 20 remote job positions, to any taste and skills 

level - copywriter, community manager, SMM manager, PR specialist, developers, researcher, 

journalist, Sales manager, marketing specialist, and many more! 

Just read the job descriptions on our website, decide which one fits you better, and prepare yourself 

for the job interview! 

*https://worldismyworkplace.eu/businessdating#jobs* 

That will be an amusing process similar to speed dating - short (10-15 minutes) 1-to-1 job interviews, 

and then rotation to the next employer 

While part of the participants will be interviewed, the others will be split into groups to get even 

more prepared for the interviewing process thru various group exercises 

Soft drinks and snacks are on us! 

The number of participants is limited due to the space limitation, so register now to do not miss this 

amazing opportunity and also get a chance to win a free coaching session: 

*https://forms.gle/XeX3T9UWRveJXmx6A* 

See you next Wednesday! 

Soc Media Event Banner 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://worldismyworkplace.eu/businessdating?fbclid=IwAR3SUohSPsGipyBGwrKUm7yOM-Z4-iWzRikdDrpear1kRVV38xqULnUR1Yg#jobs
https://worldismyworkplace.eu/businessdating#jobs*
https://forms.gle/XeX3T9UWRveJXmx6A?fbclid=IwAR1f67W7JrKassPcHpRzEXoEKz6SRsNTIT58NW6LQGsNryXSkyR2XGOHnl0
https://forms.gle/XeX3T9UWRveJXmx6A*
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Badges 

 

Companies and Jobs information sheet 

 

Speed-dating interviews slots booking list 

Speed-dating interviews slots booking list 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Feedback form  

Sample form we’ve used to collect participants feedback: https://forms.gle/ztdUMwj2TdiRt96J7 

https://forms.gle/ztdUMwj2TdiRt96J7
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Useful exercises for facilitators 
 

Examples of tasks to get the YOUTHPASS-PORT stamped (cut off the cards and place them on the 

Islands with the material) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Literacy competence 

1. Say a riddle in your own language  and explain it to the 

others.  

2. Find out as a team 3 words that  sound similarly and have 

a similar or  different meaning in your own   

languages.  

3. Teach each other the daily   

greetings in your own language. 

 

 

 

Multilingual competence 

1. Sing a short song or say a poem in  language different 

from yours.  

2. Tell the others 5 foreign words you have  learned in your 

hosting country and  compare.  

3. Get 3 people to say “My name is .....  and I come from....” 

in a language  different from your own and try to  

pronounce it. 

 

 

 

Mathematical competence and  competence in science, 

technology and  engineering (STEM)  

1. Solve a mathematical problem  (handout).  

2. Do a Tangram puzzle.  

3. Calculate your total free time per  week in minutes. 
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~ 

 

  

 

 

 

Digital competence:  

1. Draw your favourite animal with  any available 

software.  

2. Open a new text document and  create a table with a 

list of software  that your group members know how  to 

use.  

3. Create a formula on a   

spreadsheet to calculate 70% of the  total. 

 

 

 

Personal, social and learning to learn competence  

1. Learn to play a card game together.  (deck of 
cards and handouts with   

rules)  

2. Write a list with 5 things you have learned today 

and explain how.  

3. Tell the people in your group how and where you 
prefer to learn   

(learning styles). 

 

 

 

Citizenship competence  

1. Inquiry about gender issues in  other countries and 
how people   

deal with them.  

2. Agree on a common definition of  people with fewer 
opportunities as   

a social phenomenon and write it  down  

3. Learn cultural differences about  greeting people 

(kissing, shaking  hands, etc.) 
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Entrepreneurship competence 

1. Tell your team about new ideas  you 
implemented during last year  and their 
outcomes.  

2. As a team, make a decision  about today's 

free time.  

3. Explain what you would like to  learn 
during this project and your  contribution. 

 

 

 

Cultural awareness and expression 

competence  

1. Make a figure with   

cardboard/plasticine about your  project.  

2. Write a short poem about your  project.  

3. Make a collage showing your  feelings 
about the project. 
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Lions arena 
 

Type: Entrepreneurship Game/Tembuilding activity 

Purpose: Develop entrepreneurial skills, working in a team, presentation skills, negotiation skills, 

creativity 

Location: Preferably indoor in a more formal setting 

Props: Big chairs for the “Lions”, powerful lights, music 

Board of evaluators (Lions): 3-5 trainers or other representative figures in the group that have the 

experience in “business” or specific business sectors, and also can be impartial and straightforward 

Teams: The participants will be divided in small teams in equal numbers. We do recommend that the 

division will be made taking into account also the experience of payers in order to have balanced 

teams 

Methodology: The teams will have min. 1 hour to prepare a business from scratch (business idea, 

how it works, financials, social impact etc) and afterwards they need to pitch their idea (in 5 

minutes) in front of the “Lions” that will be very strict and try to put tricky questions to the 

participants in order to challenge them. After all teams will have the chance to present their ideas, 

the Lions will have a secret meeting in order to debate and select the winning team. Afterwards the 

winner will be announced, and all teams will receive their strong and week points. Finally is very 

recommended to have a debriefing session to see how the teams were working, collaborating, 

presenting and finally what they learned. 

 

 

Card team building activity  
 

Type: Teambuilding activity 

Purpose: Negotiation skills, working in a team, cooperation 

Location: indoor in a big room shaped as a square preferably  

Props: Chairs for each participant, 1 Pkg of playing cards, post its, pens   

Game Master: 1 person will coordinate the game and make sure that the instructions are 

understood, and will check that the participants are not cheating during the game, he/she needs to 

be very strict 
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Team: The participants will be arranged in a triangle shape with 1 person in front, than 2 in the back 

then 4 and so on until all participants are seated. 

Purpose of the game: All participants need to have pairs of 4 cards in their hands at the end of the 

game. There is a time limit of 40 minutes from the game start (this can be adapted according to the 

number of participants) 

Methodology:  

1. The Game Master will prepare the room with the help of volunteers in order to arrange the chairs 

in a triangle shape at an appropriate distance one from the other.  

2. Then the participants will be invited to sit down and the rules will be explained: 

   a) they will receive each 4 random cards from the playing card package (GM needs to add a 

number of pairs equal with the number of players) 

   b) their task will be to make a hand of pairs in 40 minutes without speaking 

   c) the only communication allowed will be on post its and the channel of communication will  

       be unidirectional (front-back-front); laterally the participants will not be allowed to     

       communicate in any way. Ex. If a person from the back writes a message that wants to  

       reach the colleague on the right they need to send the message in front and then return in  

       the back 

  d) participants can use an unlimited number of post its 

  e) participants can be allowed to play until the end even if they finished their pair hand 

Evaluation/Debriefing: This part is the most important of the whole game and the Game Master 

needs to prepare the question from this phase from the beginning. Indifferent if the team will have 

manage to solve the puzzle in time or not the GM needs to ask the right questions in order to check 

what was the strategy, the atmosphere in the group, the collaboration, how the communication 

work or not etc. 
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ⓒ Copyright of the consortium of the World Is My Workplace Erasmus+ project (2021-1-PT02-

KA210-YOU-000031093). Free for distribution, quotation obligatory. 

Contact: info@mymadeiraisland.com 


