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ABOUT THE MANUAL 
 

This manual is for facilitators or trainers conducting soft skills training to youth. It helps you, as the 

facilitator, to convey skills to youth they will need in the professional world. This starts with them get-

ting to know their strengths and weaknesses up to developing a business idea and a business plan.  

Your role as a facilitator is crucial. You will guide them, help them when they get stuck and answer 

their questions. Encourage them to think critically and to ask questions and enquire if they are unsure. 

Activate their curiosity and their drive! 

This manual will guide you through different exercises. You can use them separately, adapt them, 

change their orders and play around. See them as a flexible guide.  

 

 

Content 
Module 1: Know yourself! 

Module 2: Self-Awareness 

Module 3: Financial Literacy 

Module 4: Interpersonal Communication 

Module 5: Entrepreneurship  

Module 6: Environmental Awareness 

Module 7: Administration and Record Keeping 

 

What are soft skills? 
Soft skills are transversal skills that can be useful for the youth in all jobs and throughout their per-

sonal life. This manual presents a range of skills such as communication and networking but focuses 

heavily on entrepreneurship and business skills as a key to (self-)employment opportunities for youth. 

The topics in this manual are not exhaustive and the modules can be complemented by other material 

or be used as complementary material to other training contents.  

 

Teaching and learning methods 
As a facilitator, your goal is to keep participants interested and motivated. This is best done by making 

the sessions as interactive as possible. Participatory methods, where participants are actively involved 

have a much better learning outcome. This gives the trainer a bit of a different role, where you are not 

a mere knowledge broker, but more of a moderator, facilitator, coordinator, timekeeper, etc. A trainer’s 

role is to listen carefully and ask clarifying and stimulating questions to motivate the participants (see 

Figure 1). 

Mix different methods 

Doing the same thing over and over is boring. Keep the partici-

pants interested by using different methods and include energiz-

ers when the energy is low. 

Create a good training flow 

Different methods are suitable for different purposes. Put the dif-

ferent methods in a sequence that is aligned with the technical 

content. 
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Be mindful of group dynamics 
There is a risk that quiet participants are ignored or that one in-

dividual is too dominant. The trainer has to be sensitive to this. 

Hand over control 

To increase ownership, a trainer should sometimes hand over 

certain tasks to participants (e.g. summarising a session or co-

leading a discussion). 

Be flexible, but in control 

As the trainer, you need to have the steering role. Observe care-

fully - if something is not working, be flexible enough to change 

your plans. 

Figure 1: Things to consider for use of methods. Adapted from: (Fröde-Thierfelder & Schwedersky, 

2009, pp. 16-17) 

 

Social forms of learning 
See the three main social forms of learning below. Mixing different social forms creates variation. For 

example, participants can read a text by themselves, which they then discuss in pairs or in groups. 

 

 

  

 

  

 

Individual work  Working in pairs  Group work 

Examples 

Reading a text 

Solving exercises 

Answering ques-
tions 

 Examples 

Discussing 

Sharing ideas 

Solving a problem 

Running a simula-
tion 

 Examples 

Discussing  

Solving a problem 

Brainstorming 

Working on a case/ 
on an assignment 

 

 

Making groups 
Throughout the training, you will have to make groups. It is good to mix things up and have different 

groups with youth who do not know each other. Here are two ways to do this:  

• Number the youth. Depending on how many groups you want to have, number the youth. 

E.g. for 5 groups, number them from 1 to 5, 3 groups from 1-3. Then, all 1’s, all 2’s, all 3s 

and so on go together. 

o If you want to have groups of 3, divide the overall number of participants by 3, then 

number with the number you got. E.g. for 30 participants, number them from 1 to 10 

(30/3=10). 

• Each person writes their name on a piece of paper, all papers go into a bag. Now you draw 

names for Group 1, Group 2, etc. Keep this bag throughout the whole training. 

• Do you know other ways? Feel free to note them down here! 
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Preparation for facilitators 

Venue 

• indoor and outdoor, enough space to do 

activities 

• enough chairs 

• enough light 

• walls to hang up things (can be trees 

outside) 

• outdoor: ensure there is enough shadow 

(e.g. under a tree) 

Material list 

• exercise sheets print out (enough sets, 

sheets for each participant)  

• white paper and pens (different colours) 

• flipchart paper (if available, black board 

can be used or different papers stuck to-

gether) 

• masking tape  

• go through the activities in this module 

to ensure you have all material needed! 

 

Legend 

 

Aims of the exercise 

 

Steps of preparation (for the trainer) 

 

Time needed for the exercise (estimate) 

 

Type of work (individual, group, in plenary) 

 

Material needed 

 

Important to remember  
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OVERVIEW OF THE TRAINING MODULES 
 

 

 

Introduction 
 

 

 

Module 1: Know yourself! 
 

Time Name Aim/Activity Material needed 

85’ 1. Build your life-

line 

The participants become more aware about their 

interests and about what they are good at by 

building a lifeline with their life highlights.  

Materials from out-

side: stones, 

leaves, etc.; Sheet 

“Golden Moments 

20’ 2. Guessing pro-

fessions 

The participants imagine what professions could 

fit their friends. 

Small papers, tape. 

60’ 3. Identity Walk Participants get to know themselves, their abilities 

and skills better and reflect on their personal traits 

and skills. 

50 traits cards 

printed out. 

45’ 4. Talents inter-

view  

Youth interview each other about their talents and 

learn how to become more specific 

-  

60’ 5. DALA DALA 

pitch 

Youth practice to present their qualities in a very 

short time. 

- 

3’ 6. Tarzan scream The exercise emotionally and physically prepares 

participants to the presentation. 

- 

Time Name Aim/Activity Material needed 

20’ 1. Getting to know 

each other 

Energizer to warm up and getting to know each 

other in case group is new  

- 

20’ 1.1 Collaboration 

Frame 

Define how group wants to collaborate to have a 

productive learning atmosphere. 

Flipcharts, small 

papers (Diff. col-

ours ), tape, marker 

pens. 

20’ 2. Introduction to 

soft skills 

Giving youth an understanding/overview of what is 

going to happen in the training. 

Flipchart and 

marker pens. 

Overall estimated time: 1h 
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45’ 7. My career val-

ues, my ideal job 

 

Youth think and communicate in their own words 

about the values they have in mind when they are 

thinking of having a profession, job or business. 

‘Career value’-

cards printed and 

cut-out. 

90’ 8. Job Acting  Acting out exercise for youth to realise the com-

mon traits of their dream job as children and their 

parents’. 

Writing material 

65’ 9. Peer consulta-

tions 

Help youth find a realistic career choice by provid-

ing them with an external view. 

Writing material 

45’ 10. Reality Check 

Cards 

Youth undertake a reality check with their dream 

job and assess if they are ready, what their family 

might think and what the market looks like. 

Printed reality 

check cards 

30’ 11. Draw your ca-

reer plan! 

Youth reflect on the journey ahead of them to 

achieve their career goal. 

(Colour) Paper and 

(colour) pens. 

Overall estimated time: 9h 

 

 

Module 2: Self-Awareness 
 

Time Name Aim/Activity Material needed 

20’ 1. What are you 

proud of? What 

do you regret? 

Youth experience the link between their qualities 

and performances that they are proud of and the 

ones they regret. 

- 

45’ 2. My motto in 

life 

Youth find out about the middle way of their pas-

sion (heart) and the brainwork it needs (head) to 

realise their passion. 

Colourful paper and 

pens 

40’ 3. Energy from 

work 

Youth experience that there are several elements 

in work or in tasks that will influence their energy 

and passion. 

Flipchart 

60’ 4. Healthy body, 

healthy mind 

Youth discuss the importance and health and what 

measures they can take to stay healthy. 

 

80’ Women and men 

working together 

for a better future 

Youth reflect on internalised gender stereotypes 

and discuss the advantages of gender equality. 

 

15’ 6. Why do we 

need time man-

agement? 

Youth learn the importance of time management. Thread or ribbon, 

flipchart paper strip, 

scissors. 

45’ 7. Energizer on 

time manage-

ment 

Fun activity to learn about planning and prioritizing 

tasks. 

Flipchart 

45’ 8. Manage your 

time 

Help youth to manage their time effectively to 

achieve their goals. They identify what activities 

Writing material 
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are contributing to their goals and which are dis-

tracting them 

20’ 8. Parkinson’s 

law 

Youth learn that planning their time and having lim-

ited time for a task actually helps them to reach 

their set goals faster. 

 

30’ 10. Role play to 

wrap up topic 

Youth reflect on how to effectively manage time in 

stressful situations. 

- 

Overall estimated time: 6h 50 min  

 

 

Module 3: Financial Literacy 
 

Time Name Aim/Activity Material needed 

20’ 1.Energizer and 

topic introduction 

Youth get an understanding of financial literacy and 

why it is important. 

- 

20’ 2.What do I 

need? What do I 

want? 

Youth learn to differentiate between what they re-

ally need and what they just want to have and learn 

to prioritize what to spend money on. 

“Needs” and 

“wants”-cards- 

60’ 3.Calculating 

with income and 

expenses 

Youth understand to calculate their balance (in-

come-expenses) as a first step to do a budget. 

Flipcharts, makers. 

60’ 4. Make a budget Youth learn how to plan their money by budgeting 

and do their own budget as a practical example. 

Flipcharts from pre-

vious session. 

30’ 5. Why saving? Youth become aware of importance of saving. Ball, flipcharts. 

45’ 6. Setting saving 

goals 

Youth learn how to set saving goals. Flipcharts. 

30’ 7. Develop your 

saving plan! 

Youth define their own saving goals and strategy. - 

30’ 8. I am indebted! 

What now? 

Youth learn about the risks of taking out loans and 

how to handle debts. 

- 

Overall estimated time: 4h 55 min  
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Module 4: Interpersonal Communication 
 

Time Name Aim/Activity Material needed 

15’ 1. Telephone 

game 

Fun energizer to showcase the importance of clear 

and straightforward communication. 

- 

60’ 2. How to be a 

good listener 

Youth understand the importance of listening and 

identify non-listening behaviour. 

- 

20’ 3. What is a 

network? 

Youth develop an understanding of what a network 

is and analyse their own network through different 

activities. 

Sticky notes or 

small papers and 

tape. 

80’ 4. My network Youth get an understanding of their own network 

and how big it is. 

Cord or wool (in a 

ball for throwing); 

paper or flipchart, 

masking tape. 

60’ 5. Breaking the 

ice 

Youth learn how to start a conversation with some-

body with a good opening sentence. 

Small papers 

45’ 6. Professional 

behaviour 

Youth understand the difference between profes-

sional and non-professional. 

Flipcharts/ black-

board 

40’ 7. Minefield: 

Born to be a 

leader? 

A fun game to identify and discuss leadership skills.  

60’ 8. Dealing with 

problematic be-

haviour 

Discussion about power relationship and how power 

can be abused (e.g. sexual harassment). Develop-

ment of strategies against it. 

 

60’ 9. The customer 

is king 

Youth learn about the importance of customer care 

and how to handle different customers. 

Handout for role 

play, flipcharts 

60’ 10. How to sell 

a product – let’s 

test your skills! 

Youth practice how to work together (teamwork) and 

negotiate by making and selling a paper bag. 

Per team: 3 double 

pages from a news-

paper and 30cm 

masking tape 

Overall estimated time: 8h 20 min 
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Module 5: Entrepreneurship 
 

Time Name Aim/Activity Material needed 

20’ 1. About this mod-

ule 

Youth understand the overall aim of the module to 

develop the business plan. 

Flipchart/black 

board. 

~30’ 2. Brain activators 

to energize the 

group 

Fun exercises to practice “thinking outside the 

box”, to be creative to find a solution to an exist-

ing problem – all things entrepreneurs have to do. 

Flipcharts and writ-

ing material. 

20’ 3. Who is a suc-

cessful entrepre-

neur? 

Youth get to understand what an entrepreneur is 

and what is needed to be a successful entrepre-

neur. 

Flipcharts and 

marker pens. 

90’ 4. Find YOUR 

Business Idea! 

Youth understand the concept of a business idea 

and each participant has a business idea to work 

with. 

“ 

40’ 5. Introducing the 

Business Plan 

Youth start filling in their business plans sections 

for their business idea, they learn about all rele-

vant aspects. 

8 papers for each 

group, tape 

60’ + 

1 

day 

6. Short Market 

Analysis 

This activity is partly homework: Youth learn how 

market research can help them build a successful 

business. 

Handouts – one per 

group 

60’ 6.1. Present your 

findings 

Youth practice their presentation skills by present-

ing the findings of their market assessments. 

Flipcharts 

15’ 7. What is market-

ing? 

Youth get an understanding of marketing. Paper, masking 

tape 

40’ 7.1. Product pric-

ing 

Examples how to best define the price of a prod-

uct. 

 

30’’ 7.2. The 4 P’s of 

marketing 

Youth get familiarized with the 4 P’s of marketing 

and apply them to their own business idea. 

Flipcharts, paper, 

writing material. 

60’ 8. Operation and 

Management Plan 

Youth think about the more practical implementa-

tion of their business idea. 

-  

120’ 9. Financial Plan Youth will prepare the financial plan part for their 

business plan. Through practical exercises they 

learn to calculate income, expenses and the bal-

ance. 

Flipcharts, paper, 

writing material. 

90’ 10. Bringing it to-

gether: The busi-

ness plan 

Youth bring together the different sections they 

have prepared to make one, logical business plan. 

Enough paper for 

youth, flipcharts. 

30’ 11. Writing the 

Executive Sum-

mary 

The trainees understand what executive summary 

about and prepare it for their business plan. 

-  



Helvetas Soft Skills Manual  Overview over the Training Modules 

9 

60’ 12. The perfect 

pitch 

Youth practice to pitch their business to real entre-

preneurs and get feedback from them. 

Flipcharts, paper, 

writing material, 

camera to record 

presentations. 

Overall estimated time: 12h 45 min 

 

 

Module 6: Environmental Awareness 
 

Time Name Aim/Activity Material needed 

45’ 1. Green Team Youth understand more about waste and waste 

management and how to manage them. 

Printouts of the 

terms 

40’ 2. Climate 

Change: The 

Problem Tree 

Youth get an understanding on the concept of cli-

mate change, its causes, effects, and potential op-

portunities associated. 

Flipcharts. 

95’ 3. The Green 

Business Chal-

lenge 

Youth learn to identify and apply green business 

concepts to local contexts. 

 

Overall estimated time: 3h 

 

 

Module 7: Administration and Record Keeping 
 

Time Name Aim/Activity Material needed 

20’ 1. An introduction 

to bookkeeping 

Youth understand the key words of bookkeeping 

and are prepared for the following exercises. 

Printouts of the 

terms 

60’ 2. How to keep 

records 

Youth get an understanding on how they can do a 

simple bookkeeping and recordkeeping. 

Flipcharts. 

30’ 3. Registration of 

your business 

Youth learn about the advantages of being regis-

tered and how to go about that. 

 

60’ 4. How to secure 

capital 

Youth think about ways to get starting capital for 

their business idea. 

Small papers 

Overall estimated time: 2h 50 min 

 

 

 

 



Helvetas Soft Skills Manual  Getting to know each other & Introduction 

10 

 

 

GETTING TO KNOW EACH OTHER & INTRODUCTION 
 

You can choose from to exercises to help participants to get to know each other – if you have other 

good ideas – feel free to bring them in!       The collaboration frame will help you set the scene for 

the training.  

 

20-40 min. In plenary. None. 

• The participants have fun while getting to know each other.  

• learn each other’s names and about their interests, while participants also have to 

reflect on their own interest (preparation for the training) 

 

• Decide beforehand what topics to choose for the youth to line up.  

• For the speed-dating: Arrange enough chairs in pairs of two, facing each other.  

 

1) Line up. Ask the youth to stand in one line, according to the following characteristics: 

• height (from shortest on the far-left to the tallest on the far-right) 

• age (from the youngest on the far-left to the oldest on the far-right) 

• alphabetical based on the first letter of the first name or the family name, starting with A on the 

very left to Z on the very right 

• Town: the one who lives in a town/village with a name that begins with A stands on the far-left, 

the one who lives in a town/village starting with Z on the far-right; 

• other topics you can think of.  

Give them some time to speak with their neighbours before giving a new task. Repeat it 3-4 times 

(keep an eye on the time). 

2) Speed-dating. Split the group in two. Ask half of them to 

sit on one of the chairs (they are the A’s). The B now join one 

of the A’s and they will get one minute to find out a few things 

about the other person. After 2 minutes, the B’s move to the 

next A (decide on the direction beforehand). In the box are 

some questions to ask each other (add. questions can be 

added, they should relate to the topic of the training). Make 

5-10 rounds. 

3) Zip Zap. Participants stand in a circle with the facilitator. S/he gives the instructions standing with 

the participants in the circle and after this, stands in the middle of the circle to start. The facilitator ex-

plains: “If I point to someone and say ‘zip’, the participant says the name of his/her neighbour on the 

left side. If the facilitator says ‘zap’, then the participant says the neighbour’s name on the right. ‘Zip 

zap’ means all participants change their place in the circle. The one who makes a mistake, stands in 

the middle and gives the ‘zip/zap’ commands.  

• What is your name? 

• What do you like doing in your 

free time?  

• What was/is your favourite 

subject at school? 

• Who is your role model? Why? 
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1.1. Collaboration Frame 

20 min. In plenary. 
Flipchart, sticky notes or small pa-
pers in two different colours, 
marker pens, tape, board or wall. 

• Define how we will work together in the training 

• Establish a productive learning atmosphere / training 

• Establish trustful relationships and making sure everyone feels safe and happy 

• Get participants’ commitment for the training and find out participants’ expectations. 

 

• Draw the frame on a white flipchart; 

• Prepare the red and green cards. 

• Write down what you want to set on the red cards, ready to stick them on the frame. 

• Prepare the car park by sticking a paper to a bigger paper to create a pocket (draw a 

car above it      ) 

 

Exercise 

Explain to audience that the picture consists of two compo-

nents: a frame and a picture. The frame is proposed by the 

facilitator (e.g. logistics, course times, etc.). The partici-

pants determine everything else. The training becomes re-

ally their training. The frame defines some general guides 

valid for the whole audience, which cannot be changed 

and have to be followed. Everything added to the picture 

are wishes of the participants, how they want to contribute, 

behave, etc.  

Examples could include: their expectations, readiness for active work, mutual respect for building trust, 

being open etc. 

Now stick the red cards to the frame and hand out the green cards to the participants. They nowe 

write their wishes for the collaboration on the cards. The exercise ends with a summary of all the 

wishes. The facilitator then asks if all participants agree on the frame. This must be the case, 

otherwise, it must be adjusted. This opportunity can be used, for example, to clarify if pictures can 

be taken of all participants, or if someone has reservations, etc.  

Hang the frame in a prominent place so that it is always possible to 

point to it during the training. Whenever somebody does not re-

spect on of the frame wished, you can refer to the frame. 

Car Park 

The car park is a simple pocket where youth can anonymously put 

in small papers with feedback, such as recommendations, 

thoughts, challenges and suggestions. Decide with the group how 

often you will empty it (e.g. before the end of each training day).  

 

The frame is determined by youth themselves, so we can refer to it if sth does not work  

After the exercise, check whether all participants agree. 

Avoid the term «rules». The idea is not to «set rules», but to let the young people experi-

ence their rights and responsibilities: «if everybody wants their rights to be respected, e.g. 

the right to be heard, the right to learn, etc. everybody needs to responsibly contribute to 

respecting the frame. 

Car Park 



Helvetas Soft Skills Manual  Getting to know each other & Introduction 

12 

2. Introduction to soft skills 

20 min. In plenary Flipchart/blackboard with 
training overview. 

• Youth understand the purpose of this training and the importance of it. 

• Discuss the expectations of the participants. 

• Give time to ask questions to stop any false hopes from arising. 

 

• Write the module overview on a flipchart. 

 

• Ask youth: What do you think are soft skills? Give examples. 

o This can be many, very different skills, e.g.: communication, listening, creative thinking, team-

work, time management, flexibility, problem solving.  

o Soft skills help you how to deal with other people and how to manage your life. They comple-

ment the practical skills you learn in your vocational training.  

o In the process, you will get to know yourself better. 

• Explain: The aim of this soft skills training is for you (youth) to gain important skills to be successful 

on your job run a business successfully. It will help you to manage problems and deal with different 

people. 

• Give an overview over the different modules and briefly explain what it will contain (have them on 

a flipchart): 

Module 1: Know yourself! 

Module 2: Self-Awareness 

Module 3: Financial Literacy 

Module 4: Interpersonal Communication 

Module 5: Entrepreneurship and Business Plan Writing 

Module 6: Environmental Awareness  

Module 7: Administration and Record Keeping 

• Now it is time to start with module 1 after a short energizer to shake things up!       

 

It is important to know the youth’s expectations and make it clear to them what the aim of 

the training is.  
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MODULE 1: KNOW YOURSELF! 
 

This module helps youth to find out what they like doing and what career path or business is suita-

ble for them. They get to know themselves better.  

Ideally, this module is done BEFORE youth start vocational training, as it helps them to identify their 

skills and dreams. It can be a stand-alone to help youth decide what professional career suits them 

best or as a first part followed by the other manuals in this training manual.  

This module is based on the career choice training material developed by Regula Gattiker for 

the Helvetas “YOU-project” in Kyrgyzstan Further inspiration has come from the VSO “My 

World of Work” training material. 

 

 

1. Build your lifeline 

Instructions: 10’ 

Individual work: 45’ 

Exchange in pairs: 30’ 

Alone and in 
pairs, presenta-
tion in plenary. 

Materials you can find out-
side: stones, leaves, sticks, 
old bottle tops, etc. 
Sheet “Golden Moments” 

• The participants become more aware about their interests and about what they are 

good at. 

• The participants reflect about their past to draw lessons for the future. 

 

• Check where you want to do the exercise. 

• Write the questions in the box on a flipchart. 

• For the presentation you can use and old frame of a painting and decorate it, as if it 

was the frame of the picture on the CV of the person. 

 

Exercise 

Tell the youth they will have time to look for a spot in the park 

where they feel comfortable. They will have time to build their 

lifeline, with nature materials they find in the park. They also 

have some additional material they can use if needed: chick-

peas, beans, stones, leaves, branches (only if the park doesn’t 

provide enough materials). 

Tell the youth to walk around, get inspired by nature and re-

member the past: “Find a nice spot and install yourself there: 

create your own lifeline”. 

Use the “golden moments”-sheet as an additional inspiration 

for the youth to think about their past. 

Questions to write on flipchart) 

Questions about your life from 

the first moment you can remem-

ber up to now: 

- What were you interested in? 

- What attracted you? 

- What were you drawn to? 

- What did you most like to do 

in your spare time? 
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Show youth how to build the lifelines with your example using 

the nature materials, e.g.: „When I was about 5-6 years old, I 

remember, I enjoyed cooking. I used to walk around in the gar-

den with a little bowl, collecting nature materials and „cooking 

soup for my family“. 

„During primary school, I spent the holidays with my grandpar-

ents. My grandfather used to tell me stories from when he was 

travelling abroad. He inspired me to learn other languages and 

get interested in discovering the world… all the different cultures 

and countries“. 

Give 45‘time to the youth individually.  

Exchange in pairs. 

Each participant shares his/her lifeline with another participant: Find a partner you feel comfortable 

with sharing your personal story. 

Pairs in plenary. 

After this, let them present each other in the form of an „advertisement “, focusing on the interests and 

resources of the person: what is she or he good at / interested in? 

All others listen and think about what they could become, based on these capacities and inter-

ests.  

Nice setting: if possible, let them stand somewhere on a stage, throne, table, bank… / ev. decorate 

this place. 

After everybody presented each other, play the „guessing professions “-exercise. 

Go and check with the youth from time to time, to see if they need some sort of assis-

tance. Make sure you do not evaluate their work.  

If the groups are too big, split them into two for the presentations to save time. 
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2. Guessing professions 

15-20 min. for one 
round. 

small groups of 
3-7 youth. 

 

Small papers, tape, chairs. 

• The participants imagine what professions could fit their friends. 

• The participants get some (fun) inputs about what professions others see in them. 

• A fun and relaxed team-bonding exercise. 

 

• Get the material ready, have enough chairs in the room.  

• Make small circles with the chairs. 

 

Exercise 

1. Divide the youth into small groups. 

2. Explain: Everyone imagines what profession would fit his/her 

friends, remembering the presentations. They choose someone 

they have a good idea for. Alternatively, the instructor can say 

that they have to sit in a circle and think of a profession for the 

person sitting on his/her right. Then, they write the profession 

on a piece of paper which they stick to the forehead of their 

colleague. Make sure they don't see what’s written on the pa-

per. Everyone else can see the others’ foreheads.  

3. Once this is done, the youth have to guess the profession on their forehead. 

4. Going around the circle, one by one, each player takes a turn to ask questions about what profession 

they are - answers can only be YES or NO. 

5. If you get a YES you can ask another question. If you get a NO, it’s the next person’s turn. The faster 

you find out your profession, the better! The first to find out, wins, the second comes second, etc. 

Tell the youth that they should choose a realistic profession for their friends, something 

they can really see their friends doing!  
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3. Identity Walk 

60 min. 

Individually and quietly. 
Quiet conversations are 
allowed, they shouldn’t 
disturb others. 

“50 traits cards” 

Youth: pen & notebook or 

phone to take notes. 

• The participants get to know themselves, their abilities and skills better. 

• They reflect on their personal traits (characteristics) and skills. This will help them to 

find out more about their dream job. 

 

• Print either a list with personal traits or the cards. Hang up/lay out the personal traits 

and skills cards. Hang the cards up on trees, walls or lay them out on the ground. 

• Ideally, the exercise is done outside (e.g. in a park). The space should be big 

enough for youth to move around without getting in each other’s’ way.  

 

Exercise 

1. Explain what is meant by personal traits and per-

sonal skills to the participants:  

• Characteristics of a person make a person 

and how s/he is perceived by others. Exam-

ples are: kindness, loyalty, generosity, self-

control, etc. 

• Personal skills are things we are good at, abil-

ities that can be learned/improved: e.g. com-

munication, ability to work under pressure, de-

cision making, time management, self-motiva-

tion, leadership skills, etc.  

2. Explain that different traits and skills are displayed in the room/on a table/sheet and that the partic-

ipants should quietly go about and reflect on them, having the questions in mind, which are shown 

in the box to the right. 

3. For each question, they write down the traits they think they fit for themselves in their notebook or 

on a paper/in their phone. 

 

Youth can add their own skills and characteristics they can think of/they would attribute to 

themselves.  

Questions to write on flipchart (and 

for youth: in diary) 

• Which personality traits do I like about 

myself? 

• Which traits I think will be useful for me 

for work, in my future job? 

• Which of my skills would I like to use in 

professional life? Which activities do I 

prefer to keep as a hobby? Why? 

• What skills would I like to improve or 

acquire for my professional develop-

ment? 
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4. Talents interview – be a journalist! 

45 min. Groups of 3. Questions below written 
on a flipchart. 

• Youth interview each other about their talents and learn how to become more spe-

cific. 

 

•  Write the questions of the table on a flipchart or white board. Put tables and chairs in 

groups of 3. Participants can use their notebook or empty A4 papers. 

 

Exercise 

• Explain: ‘We are going to interview each other about our talents. Listen carefully to what the other 

person says. Write down exactly what the person said, without adding your own opinion. Based on 

your notes, you then tell the other person what his/her talents are.’ 

• Make groups of 3. 

• Ask youth to interview each other with the questions on the board. A is the interviewee, B is the 

interviewer, C writes down the answers. Change roles when the interview is over. 

• When the interviews are done, ask youth to present each other’s talents to the rest of the group. 

• Reflect shortly on how youth experienced this way of interviewing. What did they learn about the 

others they didn't know be-fore? What did they learn themselves by telling others about their own 

talents? 

 

Table for the Talents Interview 

Describe something you are proud of; this can be a deed you got compliments for. 

Describe this situation: What happened? When was this? Who was present? What 

did you do? 
1) 

Which qualities made you act the way you did at that time? What made you do such 

a good job? 

How visible were these qualities in your behaviour? What did you do? Which aspect 

were you most happy about? 

2) 

What made you feel proud? 3) 

  

 

  

• Explain to the youth that the challenge of interviewing somebody is to listen carefully 

without judging what the other person is telling you. 

• Fill in the schedule for yourself, so you can answer the questions the youth might have. 
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5. 60 seconds DALA DALA pitch 

60 min. Individual preparation, presenta-
tion in plenary. 

None. 

• Youth practice to present their qualities in a very short time. 

• They become more confident and improve their presentation skills. 

 

• Set the room up for presentations; only chairs, no tables. Think about in which order 

you would like the youth to present their pitches. For example: a boy-girl alternation, 

someone who volunteers to go first and then let the group decide who will follow, etc.  

 

Exercise 

• Explain: 60 seconds is very short to present yourself. Learning how to present your strengths in 60 

seconds is useful, for example in an interview. Imagine you are in a dala dala (minibus taxi) 

and meet a person who offers you a job. S/he has to get out at the next stop – how do you 

convince him/her of your talents? 

• Give the youth some time to answer some questions for themselves. They can also discuss in 

small groups. Possible questions:  

o If I ask your mother or father (brother/sister/ friend) what you are good at, what would they an-

swer? 

o Who am I? 

o What is my strong side? 

o What do I find important in my life? 

o What am I good at?  

o What do I want to accomplish? 

o What makes me special? 

• Ask youth to prepare a 60 second pitch on basis of the answers they have prepared. 

Before the presentations, do the Tarzan-scream exercise (exercise 5). 

1. Explain in which order you are going to listen to the pitches and why you choose this order. 

2. After every pitch, you ask the youth to write down the name of the person they listened 

to/watched and add one word that expresses what they think of that pitch. 

3. After 5 pitches, you organize a short evaluation on basis of what the participants have written 

down. 

• After all pitches, give a general feedback. Make sure the feedback on WHAT they tell about their 

qualities is mainly positive, as the participant tried to emphasize positive elements of him-/herself. 

Try to give some tips on HOW to improve their pitch and HOW to make it more effective. 

 

• Use your phone to stop time. This will help participants to really keep it short.  

• This exercise can be repeated at a later point in time to improve the confidence of the 

youth  

  



Helvetas Soft Skills Manual  Module 1: Know yourself! 

19 

6. Tarzan scream 

3 min. In plenary None. 

• The exercise emotionally and physically prepares participants to the presentation. 

• Takes off nervousness in the voice, gives confidence. 

• A positive atmosphere is created in the room. 

 

Exercise 

• All participants stand up. 

• Explain the aims of the Exercise and its advantages and then demonstrate the exercise as the 

trainer. 

1. Make sure youth have their feet and knees exactly under their hips, the feet are usually more 

or less two fists apart. 

2. The group closes their eyes, the trainer asks them to imagine themselves as an old tree, with 

strong roots in the ground. 

3. The head is the crown of the tree; youth feel their head light like a balloon on top of the body 

wanting to rise into the sky. 

4. Feel the breath in the whole body. 

5. Then, tap with the hand or fist on the sternum, explain that below that is the thymus gland, 

which, when activated, fills us with positive energy. 

6. Start tapping the thymus gland with both fists like Tarzan and start first with low voice and then 

getting louder and louder and then shouting «aaaahhh» and tapping faster until you are as 

loud as you can. 

7. In that moment, raise the arms up in the sky and shout and jump! The raising of the arms is 

important, as to have your arms up in the sky («winner pose») makes you feel powerful. 

8. Repeat the exercise several times in a row and you will see how the energy in the group rises. 

It’s fun! 

• After the completion, everyone thanks each other with applauses and sits back on their chairs. 

 

This short exercise can be repeated before other presentations or public speaking exer-

cises. 
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7. My career values, my ideal job 

45 min. First individually, then discuss 
in pairs and finally in plenary. 

‘Career value’-cards 
printed and cut-out. 

• Youth think and communicate in their own words about the values they have in mind 

when they are thinking of having a profession, job or business. 

• Youth reflect about what their ideal job would look like and express their ideal job on 

paper or digitally. 

 

• Organize the tables so that participants have enough space to spread out their cards. 

• Make sure that you have enough sets of cards.  

 

Exercise 

1. Explain that it is not only important to have a job, but 

a job that makes sense to you. If you value your job, 

you will enjoy it more. That is why it’s important that 

you find out which values are important to you when 

it comes down to your profession, job or business. 

We have to find a job that suits our talents and pas-

sions. That is why it is nice to think about what our 

dream job could look like.  

2. Make groups of 3. Each groups gets an envelope 

with a set of cards of the Worksheet ‘Career values’.  

3. Ask the youth to put the cards in front of them on the 

table and let each choose 8 values that are important 

to them when it comes to their profession, job or busi-

ness. 

4. Ask them to put the cards in order of importance. First the most important and last the least important 

one. 

5. Let them discuss their ranking of career values. Why did they choose those values? What are the 

differences and the similarities? 

6. Ask the youth to write down, in their own words, what they mean by each career value. 

7. Let youth recollect all the cards, put them back in the envelope and collect the envelopes yourself to 

use them again.  

8. Tell youth to use their ranking when they will write a letter of motivation to a company they know or 

an imaginary company. In this letter, they present themselves. Give them suggestions what to write: 

if you are this kind of company, I would like to work for you! ‘. Let some give examples. 

9. Let youth describe their ideal job based on the questions in the box and the career values.  

10. Let them present their “ideal job” to one another. 

11. Ask: What did they learn by doing this exercise? Did they learn something they weren’t aware of 

before? How did they experience looking at their ideal job in this way? Do they have any more ques-

tions after this exercise? 

12. Reflection: Ask the youth what they think of this exercise. What did they learn? What did this exercise 

tell them? What did they think of the ranking their group members made? Let them write their 

thoughts on their worksheet. 

 

An ideal situation is a ‘mission impossible’. Encourage participants to describe their most 

ideal situation; it isn’t about feasibility, possibility or reality. Even if things they mention are 

unrealistic or impossible, it is something they want from their heart.  

  

Question to describe your ideal job 

• Where would you like to work? 

 Inside or outside? In a big com-

pany? For the government? In a 

quiet place? In a busy place? 

• With what/who will you be working? 

 Alone? With people (how many?)? 

Animals (agriculture)? Machines? 

Computers? Your phone? 

• What will you be doing? 

 The same tasks every day? Work-

ing with customers? Travelling for 

work? Working on weekend? 

Building things? Selling things? 
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8. Job Acting – Acting out your dream job as a child and your par-
ents’ job wish for you 

90 min. In plenary Paper and pen (notebooks 
or phones). 

• Youth think back of their dream job as children and will reflect on the qualities and 

characteristics this profession entails. 

• Youth reflect on the expectations their parents have of them and will reflect on the 

qualities and characteristics this profession entails.  

• They find out WHY parents want them to have this job (create understanding in youth 

towards their parents) and get an external view on themselves 

 

• You need enough space to act out profession – can be done outdoors (move chairs 

and tables out of the way) and create a small stage. 

 

Exercise 

The group divides into two. One group will act, the other will 

watch. All actors think about what their dream job was when 

they were children. They write it on a paper for the facilitator 

and hand it to them. Then, they act: 

1. Play without words that character, through movement, mimics, gestures. All individually, no in-

teraction, at the same time. 

2. Partner up with sb.: talk to each other (in your role) without revealing important details about 

who you are.  

3. Change partner and do the same. Ev. change for a third time. 

Audience observes closely, without commenting. They can write down their observations. After the 

rounds are finished, they don’t try to find out what profession the actors played, but what qualities they 

could see in this person (characteristics). For each actor, there is a collection of qualities. 

Actors can take notes (diary) regarding these qualities.  

Then, SWITCH GROUPS. 

Instead of their dream job, the participants now act out a job their parents wanted them to have. Again, 

the observers write down the qualities they see in the job. 

Each youth then has two lists of characteristics, one for their dream profession as a child and 

one for the expected professions from their parents. 

Debriefing the theatre: Give the participants some time to reflect on the following questions: 

Which of the qualities from your dream job as a child and from your parents’ dream job do you con-

sider still important today? Which elements of your parents’ job profile for you would you like to inte-

grate in your job profile/ your dream job (from yesterday’s discussion)? Discuss the observations in 

plenum. 

The facilitators can ask guiding questions to help youth find qualities, capacities, etc. of 

the profession, e.g.: 

• How did s/he behave? 

• What did s/he do? 

• How did s/he do it? 

• You may have to give examples, such as: kind, patient, friendly, determined, etc. 

The facilitator acts out an exam-

ple to make the exercise clear. 

Take a typical “dream job”, one 

you might have had as a child. 
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9. Peer consultations 

65 min. 3 rounds of 20’ with an ener-
gizer in-between (5’) if needed. 

Groups of 3. Writing 
material.  

• Help youth find a realistic career choice by providing them with an external view. 

 

• Enough space to form several small circles without disturbing each other. 

 

Exercise 

• Make groups of 3.  

• 1 person explains what they’ve found about themselves so far, the other two listen. 

• After appx. 3 minutes, the “protagonist” stops talking. The other two then have 10 minutes to 

brainstorm and discuss what could be suitable professions for the protagonist. They can take the 

job posters as inspiration but should not limit the discussion to these. It should be just a discus-

sion, coming up with different options, maybe evaluating them, maybe not. The first person just 

listens quiet-ly. 

• After 10’, the roles change, and one of the two peer consultants becomes the protago-nist, while 

the protagonist becomes a peer consultant.  

• After 15’, the roles change again and the last round starts. 

 

 

10. Reality Check Cards 

45 min. In small groups. Several sets of printed 
reality check cards. 

• Youth undertake a reality check with their dream job and assess if they are ready, 

what their family might think about their career choice and what the market looks like 

for their dream job. 

 

• Print out and prepare enough reality check cards. 

• Enough space is needed to sit in small groups. 

 

Exercise 

Split up the group into smaller group (appr. 5 participants per group).  

Hand them out a set of cards to go through. Now they ready the cards out loud, briefly reflect for them-

selves before dis-cussing them in the group. 

The groups do not have to discuss all the questions but take the ones they consider relevant for them-

selves. 

The facilitator moves between the groups and asks questions where the discussions 

come to a halt. If there are open questions, do a plenary discussion in the end. 
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11. Draw your career plan 

30 min. Individually and in 
pairs. 

Paper and pens to draw career 
pathway, maybe colouring 
pens/pencils, colourful paper, 
etc. 

• The youth reflect on the journey ahead of them to achieve their career goal. 

• Reflect about realistic ways to reach the job you would like to do. 

 

 

• Draw your own pathway to share with participants. 

 

Exercise 

Explain to the youth that it is time to reflect on the profession they have chosen and what they would 

like to achieve. Give them a few minutes to quietly reflect on their future goal (they should sit comforta-

bly, they can close their eyes, relax).  

Once they have a clear goal, let them reflect on how they want to achieve it. Now they have to draw it 

with all the important steps reflected. Ask them to reflect on the following questions:  

• Is my career plan realistic? 

• Did I miss a step? 

Show them an example you have drawn so they have an idea what it could look like. 

 

 

 

This is a great exercise to get parents involved. It may make sense to have parents and 

guardians come to the training once to see what their offspring is doing and to have them 

support their youth in their plans. An exercise could be that youth present their career 

plans in small groups to their parents/guardians. 
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MODULE 2: SELF-AWARENESS 
 

Self-awareness means that you know yourself, your traits, your behaviour, your feelings and aspira-

tions. The better we know ourselves, the better we can work on improving ourselves to be success-

ful in the world of work. This includes knowing how to manage time, which is a big part of this mod-

ule. 

 

1. What are you proud of? What do you regret? 

20 min. Individual, in pairs.  None. 

• Youth experience the link between their qualities and performances that they are 

proud of and the ones they regret. 

• They learn to reflect on their behaviour and think about ways they can do things dif-

ferently in the future. 

 

• Arrange chairs and tables in such way that youth can work individually and in pairs or 

in groups of four.  

 

Exercise 

• Explain: You can learn from your experiences, especially when you reflect on them from a dis-

tance. It will be about positive or negative events. Your achievements tell something about your 

skills, your qualities and your passion. 

• Ask youth to think of a situation where they were proud of themselves. Ask these questions:  

o What exactly did you do in that situation? 

o What does that say about your qualities, your skills and your passion?  

o What exactly did you do, so that you say: ‘Yes, this is something that I am proud of!’?  

o Ask youth to think of a situation and to describe something they regret. Ask the following 

questions:  

o What happened? 

o What did you do?  

o What in this situation makes that you regret it?  

o What would you like to have done differently?  

o Which qualities could you have used better in this situation? 

• Let youth discuss in pairs.  

• Reflect: Ask youth how it is for them to reflect in this way on certain situations? What helps them 

to deal with it next time (in the same way or differently)? Are there some things that they can 

practice tomorrow or next week? 

 

It is important for youth to realize that situations they experience can always be turned into a 

learning process. This exercise is not about ‘solving’ things. But reflecting and talking about 

situations may lead to a solution.  
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2. My motto in life 

45 min. Individual and in plenary. Colourful paper 
and pens. 

• Youth investigate their passion (heart) and experience that passion also needs think-

ing (head) to give direction to the realization of their passion. 

 

• Draw the empty schema on a flipchart or white board: 

• Do the exercise yourself to be prepared for questions. 

• As a trainer, come up with your own motto (and reasons WHY this is your motto). 

 

Exercise 

• Explain: Passion is the core of a human being: it shows 

who you are. It gives us strength to reach our goals. 

Sometimes it gets lost and we must remind ourselves of 

our passion again, so we continue to move forward.’ 

• Let youth chat in pairs about the word ‘passion’: ‘What 

does it mean to you? Does it suit you?’ 

• Ask the participants to copy the schema and fill it in fol-

lowing the questions in the squares. 

• Ask youth to discuss their completed scheme with a classmate. And after that, ask them to an-

swer the following questions on a piece of paper: 

o What does your completed scheme tell you? 

o What are your desires? 

o What would be of help to you tomorrow? 

o What would you like to have? What needs to be left out or what needs to be added?  

o Your wish can be an ultimate dream to do something cool. It could also be a wish to have a 

better-balanced daily life.  

o Your wish could be a research question: ‘I would like to research… how/what/why I…’ 

• Let youth take another look at their answers and encourage them to come up with a motto.  

o A motto (in life) is a short message, quote or statement that expresses what someone values 

in life. 

• Let them write down their motto in pretty letters on an A-4 colored paper in the shape of a tile. Put 

the tiles on the wall and let everybody explain their motto. 

  (When did you feel passion? When 

were your heart and your head connected? This 

is an activity that shows who you are and what 

you are good at.) 

  (When did you do something with 

your head, without your heart? When did you do 

something only because you were obliged to do 

it?) 

  (When did you do something with 

your heart? Something you didn’t really think 

about, acting impulsively, without thinking about 

possible (positive or negative) consequences?) 

  (When did you do something you re-

gret, something you knew that wasn’t good for 

you and didn’t make you feel good either?) 

• Youth might not be used to look at themselves in this way. Give them time to practice 

and make sure they understand that this exercise isn’t meant to solve problems, but that it 

is part of the process to develop themselves. 

• Emphasize for youth that passion isn’t something that is in your heart alone. If you only follow 

your heart, you might end up in unpleasant situations – heart and head need to be balanced!  

Examples for mottos in life:  

• I am my only limit.  

• It does not matter how slow you 

go, as long as you don’t stop. 

• Not every step leading to your 

goal will be fun or easy, but they 

can’t be skipped. 

• The deepest falls are the best 

lessons. 
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3. Energy from work 

40 min. Individual and in pairs. Flipchart or white board. 

• Youth experience that there are several elements in work or in tasks that will strongly 

influence their energy and passion. 

 

• Organize chairs and tables in such a way that youth can work individually and in pairs. 

Copy the table on the whiteboard. Youth can draw the scheme on an A3 sheet or flip-

chart sheet. Make sure you have enough markers and masking tape. 

 

Exercise 

• Explain: When perspective, expectation and passion come together in your work, you will proba-

bly be happy doing your job. Perspective means your work is meaningful, it has a clear and rele-

vant goal. You’ll see that you’ll feel extremely proud when your work is linked to your passion.  

• Let youth individually find out which activities belong to their profession or their internship. What 

does he/she do during a day at work? Let them write down at least 5 activities.  

• Divide youth in pairs, so they can help each other to add missing daily activities.  

• After that they look at all their tasks and ask themselves the following questions for each task and 

write the answers down: 

 

• When youth have completed the task, all schemes can be put up on the wall and during a ‘gallery 

walk’, invite them to reflect on each other’s work and ask questions to each other. 

• Reflect: Ask youth what they notice about themselves and each other. What tasks to they find 

easy, what is hard? What are they passionate about? Do they have tips for each other? How 

can they make activities less challenging? 

 

Do this exercise for parts of your own job. See if it matches with what you know about 

your energy level. Youth can learn from your experience. 

 

Clear goal  or Unclear goal? 

Easy task  or Challenge? 

Duty  or Fun activity? 

Little passion  or A lot of passion? 
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4. Healthy body, healthy mind 

60 min. In groups, in plenary. Flipcharts and 
marker pens. 

• The participants understand the importance of being healthy in order to sustain them-

selves and become aware of measures they can undertake to ensure their (sexual) 

health. 

 

• Ensure you have enough space to form a circle with your chairs (see graph below). 

• Write the questions on flipcharts beforehand. 

• Think about the answers yourself. If you are unsure, google some material and take 

notes. 

 

Explain: What is a fishbowl? A fishbowl is a form of dis-

cussion where a few people sit at the centre and discuss 

(like fishes in a bowl      ) while the other participants sit 

around them and listen. A few rules: 

o Only the people in the inner circle speak. 

o Only one person speaks at once. 

o People can live their places in the fishbowl and give it 

to another person in their group. 

Exercise 

Let the youth discuss these questions in 5 groups. Explain that they should note down their discussion 

points. One person from each group will take part in the fishbowl discussion afterwards. 

• Why is health important? 

o How can a good or bad health influence your life and your work? 

• What are measures can you take to ensure a good health? Discuss: 

o hygiene and cleanliness 

o substance abuse 

o (unwanted) pregnancies 

o sexual relationship and STIs (sexually transmitted diseases) 

o a balanced diet 

 

• Your role as the facilitator is to moderate the discussion. Intervene if one person is tak-

ing too much speaking time, if it is time to move to another topic of if the discussion is 

stuck. 
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5. Women and men working together for a better future 

80 min. In groups and in ple-
nary.  

Poster with diff. scenarios, 
printed A4 or bigger. 

• Youth reflect on internalised gender stereotypes on how it affects their perception of 

others and their actions. 

• Youth discuss who benefits from gender equality and what first steps can be to reach 

it.  

 

• Print out posters. Decide which ones to use.  

• If available: Set up projector/screen to show the anmiated video “The Impossible 

Dream”. 

 

Exercise 

• Begin with a quick brainstorming activity (10-15min). Ask participants: 

o “What are typical jobs or roles for men and women in our community?” 

o “Where do these ideas come from?” 

• Write responses on a flip chart or board. 

 

• Show the selected posters or images (15-20min). Divide participants into small groups and assign 

each group an image. Give them questions to discuss:  

o Discussion Prompts: 

o “What do you see in this image?” 

o “Does this reflect reality in our community? Why or why not?” 

o “What challenges might someone face if they stepped outside this role?” 

• Groups share their thoughts with everyone. 

 

• Role-Playing Exercise (30 minutes): Divide participants into pairs or small groups. 

• Assign roles that swap traditional gender expectations (e.g., a man cooking for his family, a 

woman leading a construction team building a house). 

• Ask each group to act out a short scenario illustrating their assigned role. 

• Afterward, discuss: 

o “How did it feel to play this role?” 

o “What reactions might this evoke in real life?” 

o “What can we learn from this exercise?” 

 

• To finish the session, ask participants to individually reflect on one action they can take to pro-

mote gender equality in their community. 

• Share ideas with the group to create a collective list of "First Steps Toward Equality." 

 

If you have a projectors/screen, you can show this short, animated video “The Impossible 

Dream“ and discuss it afterwards: https://www.youtube.com/watch?v=t2JBPBIFR2Y  

Possible questions to discuss:  

• How does the action of the mother and the father impact the family? The children? 

• Do you recognise a similar pattern at your home? What is the “double burden” of women 

in your community? What can be done to address it?  

https://www.youtube.com/watch?v=t2JBPBIFR2Y
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6. Why do we need to manage our time? 

15 min. In plenary. Thread or ribbon, flipchart pa-
per strip (ca. 80cm), scissors. 

• Youth learn the importance of time management.  

 

 

Exercise 

• Explain the following to the group: 

o Time management means planning on how you spend your time to be more effective. As the 

exercise has shown, having priorities and planning the time available will help you to reach 

your goals.  

o Time management is a skill that can be learned, and it will help you not only in your work life, 

but also to be more effective in your private life. Because in our life, we only have a certain 

amount of time and if we waste it on not important things (mention a few, social media, hang-

ing around, etc.), we have less time to be productive, learn more things that help us reach our 

goals.  

• Take the thread or ribbon and cut it to about 80cm (if it doesn’t have this length yet).  

• Each centimetre represents a year in our life.  

• Trim away the group’s average age to show the time remaining in that lifespan. 

• Cut away time we need to sleep (8h a day, which is one third of our life), family time, etc.  

At the end of the time management activity, you’ll have a short ribbon left. This 
shows how little time there is to work and how important it is to use that time effec-

tively. 

 

 

 

7. Energizer on time management 

45 min. Teams of 5-8. Depends on list of activi-
ties, flipchart. 

• Fun activity to learn about planning and prioritizing tasks.  

 

• Write out the list below on a piece of flip chart paper. Ensure that it stays covered un-

til the end of the activity explanation. 

• If exercises need extra material, make sure it is available. 
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Exercise 

• Divide participants into teams of 5-8.  

• Explain that they will see a list of tasks and that they have 10 minutes to collect as many points 

as possible! 

• Unveil the numbered list of tasks and give them a chance to ask questions of clarifications. 

• Give the start commando and start stopping time.  

• After ten minutes, add up their points using your pre-designed matrix and announce the winner. 

Keep the list of tasks; you may want to tape it to the wall. 

• After the activity, discuss learning points. Possible discussion topics include: 

o How did teams decide what tasks they wanted to do? Most groups will analyze the time the 

task will take and/or the difficulty level, compare it with the number of points possible and then 

prioritize. We do this when managing our time: we often choose the high-yield, low-effort tasks 

over the low-yield, high-effort tasks (and rightly so!). 

o Are any decisions based on task dependencies? For the name card task, for example, teams 

received bonus points if they used team nicknames. Performing these two tasks together 

would triple the points received. This often happens in life, too – batching tasks increases your 

results exponentially. 

o What group dynamics did you notice? If participants knew each other before, they may feel 

more comfortable performing a personally risky activity, like singing a song. This shows when 

prioritizing tasks; we’re more likely to stay within our comfort zone, especially if we’re working 

in a team. 

 

• Ensure that all activities can be executed in the available space. 

 

List of activities 
• Do a lap around the room (whole group) (or to a tree, up the stairs etc.) (5 points) 

• Create something for the instructor to wear, such as a hat or tie (10 points; bonus 5 points if the 

instructor wears it) 

• Find out something unique about each person on the team (5 points) 

• Sing a song together (15 points) 

• Make a paper airplane and throw it from one end of the room to another (10 points) 

• Get everyone in the room to sign a single piece of paper (5 points) 

• Count the overall number of siblings of all your group members (15 points) 

• Assign a nickname to each member of the team (5 points) 

• Create name cards for each team member (5 points; bonus 5 points if you use your team nick-

names) 

• Make a tower out of the materials owned by your group (10 points) 

• Convince a member of another team to join you (20 points) 

• Name your team and come up with a slogan (5 points for the name, 5 points for the slogan) 

• make a short welcome dance choreography (10 points) 

You can customize this list as you wish; just make sure there is a point value (which is com-

pletely up to you) assigned to each item. 
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8. Manage your time 

45 min. Individual, in small groups. Pens, paper, sticky 
notes, etc. 

• Help youth to manage their time effectively to achieve their goals. 

• Youth identify what activities are contributing to their goals and which are distracting 

them. 

 

• Do the exercise for yourself to be able to better support youth. 

• You need enough tables for youth to work on and exhibit schemes. 

 

Exercise 

• Let youth think about activities they do on a regular basis on a day/during a week (incl. weekend). 

Ask them to write 8-10 activities on a piece of paper. Examples could be:  

o going to clubs, 

o helping at home, 

o chatting with friends, 

o downloading and watching funny movies and clips 

o watching news, 

o looking for jobs, 

o listening to music, etc. 

• Youth go through the activities and put them in categories. Remind them of their (career) goal. 

Which tasks are productive? Which are time wasters? Which are distracting them from their over-

all goal? They can also add more activities as they discuss.  

• Let them sit in a group of 3-5 to share the common distractions/intrusions and try to brainstorm 

the solutions for each. 

• Let them list/add tasks that help them reach their goal and number them (1. most important, etc.). 

• Let them discuss the list. 

• Based in this list, let youth do a plan for an ideal day (from getting up to the evening), which will 

get them closer to their goal.  

• Ask youth about the advantages of planning your day/your work/ your week. How can a plan help 

them overcome stress, for example? Share your own experience or ask somebody to share 

theirs. Encourage them to try it for themselves/do a weekly/daily plan (can also be on the phone). 

 

Make it clear that useful activities are the ones that help youth reach their goals.  

Certain activities labelled as time wasters are good to help youth relax. However, allocate 

clear times to these activities and make sure they do not consume most of their days. 
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9. Parkinson’s law 

20 min. Six groups. Depends on the 

tasks. 

• Youth learn that planning their time and having limited time for a task actually helps 

them to reach their set goals faster. 

 

• Write a list of tasks on papers (one paper for each group). You find some examples in 

the exercise description. 

• Prepare the material based on the task list. 

 

Exercise 

Divide your group into six teams and show them the list of tasks to do. Possible tasks (have to be 

done in order): 

1. Do five push-ups (every group member has to do it). 

2. Write all names (incl. middle names) of each group member on a piece of paper. 

3. Fold a paper plane (be creative or google if you don’t know how to do it). 

4. Calculate the sum of your group members’ age. 

5. Make a drawing of the facilitator on a paper.  

Now give instructions:  

• Group 1 and 2 have to finish as soon as they can. 

• Group 3 and 4 have 6 minutes to finish the tasks. 

• Group 5 and 6 have 4 minutes to finish the tasks. 

• Emphasize that they can move to the next task as soon as they complete the first. 

• As soon as they are done, the whole group has to report to you. 

Reflection 

Probably the teams with 4-min time limits will be finished first, followed by the teams with the 6-min 

time limit. Those who had open-ended time frames will take the longest. Explain that this is due to 

Parkinson's Law, which states that if you have more time available, you will take longer. The teams 

with only 4 minutes available were able to do their work in this time because they had no other choice. 

Tell your group that they can incorporate this into their own lives by limiting how much time they spend 

on certain tasks. Let them give examples. 

You can add other activities or change them to fit your group/facilities.  
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10. Role play to wrap up the topic of time management 

30 min. In plenary or small groups. None. 

• Youth reflect on how to effectively manage time in stressful situations. 

 

• Facilitators think well about what they want to say and how they want to act in their 

roles. 

 

 

Exercise 

• One facilitator takes the role of Rehema (can also be a boy’s name, if the facilitator is a guy), who 

is in a very stressful situation.  

• Rehema enters the stage and tells the audience about her challenges: 

• She has to prepare her siblings for school every morning, then help out the mother at the small 

fruit stand they have.  

• Three evenings a week she has school to get her high school degree. 

• Now she has three exams and one assignment coming up from evening school. One of the tests 

she has already failed once, so she has one chance left. The exams are in three weeks.  

• As she is telling that to the audience, her phone rings. She picks up and it’s her best friend, ask-

ing her to come out and chill a bit (played by the other facilitators). Rehema thinks for a moment, 

says to the audience that exams are only in three weeks and she needs some time off now to re-

lax, so she says yes and leaves the stage to meet her friend.  

The facilitators ask the audience, what could Rehema do to be pre-

pared? What would you do if you were in such a stressful situation? 

• If you feel stressed: Sit down, write down your goal, what you have to do and prioritize! Step by 

step you can get there! 

• Together or in small groups, the participants outline Rehema’s goal and plan first the single days 

and then the three weeks until her exams. Break the over-all goal down into activities and priori-

tize them (include daily activities). Can Rehema for example ask her mother to look after her sib-

lings in the last week, so she can focus better? Can she study during her work at the fruit stall 

(even if only for a few minutes here and there)? Discuss how having plans and allocated study 

hours and goal can help Rehema (less stress, more control, better time management).  

• Discuss with the group: Why is time management important? Make sure the following points are 

mentioned:  

o Organization: Staying organized can help you maintain a clear picture of what you need to 

complete and when. 

o Goal setting helps you to stay focused and know WHY you are doing something.  

o Prioritization can help you to reach your goal faster  

o Planning is needed to be organized and not lose sight of your goal.  

o Being in control of your time and activities helps to avoid stress. 
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MODULE 3: FINANCIAL LITERACY 
 

This module helps youth to take control of their personal finances, to differentiate between needs 

and wants, different types of expenses and to develop a budget and realistic saving goals.  

This module is based on the ¨Volunteer Service Overseas (VSO) training material “My World 

of Work” and on the Training Curriculum on Financial Literacy in Bhutan from Helvetas Bhu-

tan.  

 

 

 

1. Energizer and topic introduction 

20 min. In pairs. None. 

• Youth get an understanding of financial literacy and why it is important. 

 

• Make sure you understand what financial literacy is very well and you can also ex-

plain it well. 

 

Energizer “Catch the money” 

• All participants stand in a circle. Tell them they have a Shilling-bill in their right hand. The person 

to the right puts his/her left hand over the hand where the other person holds the shilling. Now 

they have to catch the other person’s shilling, while saving their own: 

• When you shout “pesa” (meaning “money”) , each person has to try grab the hand with the shil-

ling of the person to their left, while protecting their own shilling by pulling their hand away.  

• Play a few rounds. 

 

Introduction to the topic 

• You will make statements about financial literacy. If the statement holds true for them, they stand 

up, if it does not, they sit down/remain seated. Use the first one as an example: 

o I save some money every month. (Ask someone who stood up why they save.) 

o I have never saved money. 

o I have a financial saving goal I want to reach. (Ask someone what they are saving for). 

o I have borrowed money before. (Ask a person: what for?) 

o I have taken a loan from a bank. (Ask a person: what for?) 

o I have borrowed money to someone. (Ask a person: Did you get it back?) 

o I have never used mpesa (mobile money). 

o I don’t have a bank account.  
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o My parents/guardian have talked to me about saving money. (Ask one person: what did they 

say?) 

o I feel confident in handling my money. 

• Discuss the different statements. 

• Explain what financial literacy is: Financial literacy means you are in control of your money, 

and not the other way around. You know how much money you earn and you spend and on 

what and you have enough money on the side for emergencies. You think about how you 

spend your money. You know how to plan for the future, this is called budgeting. This helps 

you to manage your life better and of course your own business. 

 

 

• Financial literacy is not only about numbers and bookkeeping, but very much about atti-

tude towards money. Thus, we have to work on that as trainers! 

• Make sure the youth understand the following terms (you can for ex. write them on a 

flipchart and ask someone to explain them): financial literacy, earning/income, ex-

pense/spending, budgeting, planning, savings, credit, insurance. 
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2. What do I need? What do I want? 

20 min. In plenary, groups of 2 or 3. Cards with different 
words. 

• Youth learn to differentiate between what they really need and what they just want to 

have and learn to prioritize what to spend money on. 

 

• Hang two A4-papers next to each other on the wall, one stating “NEEDS”, the other 

stating “WANTS”. 

 

Exercise 

• Explain: Our needs and especially our wants are unlimited, whereas our resources are limited. 

We want a new phone, we want new fashion clothes or other things to impress our friends. But 

what do we really need? 

• Ask youth to give some examples of things they cannot live without (e.g. water/food). 

• Hand out the cards and let the youth hang them on the wall below the «NEEDS» and «WANTS»-

papers. Let them work in pairs or groups of 3. This is a possible solution: 

NEEDS WANTS 

- school fees; - gas, - electricity, - basic 

food, - doctors’ bills, - medicine, - shel-

ter (rent), - soap, - regular feature 

phone, - water 

Restaurant food, - sweets, - movies, - 

jewellery, - holidays, - going out, - alco-

hol, - makeup, - hairdresser, -new 

clothes, - smartphone, - TV, - soft 

drinks 

 

• Discuss each item on the list. Ask who has put it there and let the person explain. Then discuss. 

Does anyone disagree? Which can be needs and a wants and in what situation? Which list is 

longer? Why? 

• Now let youth think of the last month. What did they (or other household members) spend money 

on? Let them make their own list in their diary/piece of paper.  

• Sometimes money is even short to cover our needs. Therefore, it is very important to prioritize 

on what to spend the money. 

• Ask youth to list their items with the most important on top and the one of lowest importance at 

the bottom. Ask them where they could cut down on costs? How would they do it (e.g. cook food 

at home instead of buying). Which items they bought were unnecessary? 

• Ask 2-3 youth to present their lists and give others a chance to comment. Discuss. 

 

• Some items can be needs and wants. For example, today a phone is crucial to stay 

connected; get opportunities, communicate with relatives far away or communicate in 

emergencies. It can be a need, but a fancy, new phone can also be a want. 
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3. Do I win or do I lose? Calculating income and expenses 

60 min. In plenary and in 
small groups. 

Flipcharts, makers, note-
book for participants. 

• Youth understand to calculate their balance (income-expenses) as a first step to do 

a budget. 

 

• Prepare table on a flipchart. 

 

• Ask youth: Do you write down how much money you 

earn and spend (your income and expenses)?  

o If some say no, explain that it is very difficult to 

know where you can save money or to improve 

your situation. A budget can help with that. But 

how can we make sure we spend our money 

wisely? In case someone says yes, ask how they 

are doing it. 

• Write the following letter on a flipchart and ask youth 

to explain them or explain them yourself: 

o income → all the money you earn/ receive 

(examples?) 

o expenses → all the money you spend (ex-

amples) 

o profit → if you earn more money in a fixed 

period of time (e.g. month) than you spend – this 

is money you have won 

o loss → if you spend more money than you 

earned in a fixed period of time (e.g. a month) – 

now you have no money left or you even owe 

money to somebody 

• But how do we find out whether we won money (= 

made a profit) or lost money (=made a loss)? Let’s do 

the following exercise: 

Exercise 

• Let youth draw a table with three columns. Item – Income – Expense (see table on the right) 

• Tell the following story. Let one youth write the key numbers. 

o Neema works in a small restaurant.  

o For every day she works, she receives 5’000 Shillings. Last month she worked 20 days. How 

much did she earn? (solution: 100’000 Shillings) 

o She received 10’000 Shillings for baking mandazi for a party.  

o For transport to work, she needs 1’200 Shillings per day. She used transport 24 days in the 

last month. How much did she spend on transport? (solution: 28’800 Shillings) 

o On food, Neema spent about 50’000 Shillings in one month. 

o Neema’s mothers also contributes to the household income with 30’000 Shilling per month. 

o 35’000 Shilling rent per month. 

o Soap and hygiene products: 2000 Shilling 

o For phone credits: 10’000 Shilling.  

o daughter needs a new dress: 3000 Shilling. 

o Electricity is 6000 Shillings 

Item Income Expenses 

Income restau-

rant (monthly) 

100’000 

(20x5’000) 

 

Baking man-

dazi 

10’000  

Transport  28’800 

(24x1’200) 

Food  50’000 

Income from 

mother 

30’000  

Rent  35’000 

Soap and hy-

giene products 

 2000 

Phone credit  10’000 

Dress for 

daughter 

 3’000 

Electricity  6’000 

Water  5’000 

Total 140.000 

Sh. 

139’800 

Sh. 
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o Water is 5000 Shillings 

• Ask youth to fill the items in the table like to the right. Give an example. Give them some time and 

then go through each number and discuss it.  

• After filling the table in, let them calculate the income and the expenses. Make sure everybody 

follows.  

• How do we know whether Neema has made profit or loss in this month? Write in big letters of a 

flipchart: INCOME – EXPENSES = BALANCE – let the youth do the calculations themselves. 

• Discuss: What are the problems of having such a small profit? (e.g. what if someone needs med-

icine?) Where could costs be cut, might there be a chance to have additional income? 

Example 2  

• Youth do the examples for themselves without any help. Give the following information:  

o Paul has just finished his training as a fundi pikipiki. He still lives at his parents’ place and 

does not have to pay rent. 

o He earns monthly income of 50’000 TZS. He also gets 1’000 TZS per working day for lunch 

(20 working days a month). (solution: 20x1’000 TZS = 20’000 Shillings) 

o To go to work, he pays 1’000 Shillings per day (20 working days). (solution: 20x1’000 TZS = 

20’000 Shillings) 

o For food, he pays 1’000 TZS per day at work (20 working days). (solution: 20x1’000 TZS = 

20’000 Shillings) 

o 2 days he helped out his uncle and got 5’000 Shillings per day (solution: 10’000 Shillings) 

o For going out: 20’000 Shillings 

o Phone credits: 5’000 Shillings 

o He supports the family with 25’000 Shillings per month. 

o Borrowed money from sister: 10’000 Shillings 

o He doesn’t save any money. 

• Let the youth do the calculations and collect the solutions. Now do they exercise together on a 

flipchart. (the solution should be 90’000 – 90’000 =0 Shillings, AND: 10’000 Shillings indebted, 

therefore actually 10’000 Sh. minus!) 

• Discuss: What does it mean that Paul owes money? What should he do about it? What can he 

do about his situation? (E.g.: Ask for a raise in salary, ask for boss to pay transport fees) 

Example 3 (important!) 

• The youth re-draw the chart.  

• They write down what income and expenses they had last month. Every small expense should be 

written down. Let them fill it in their chart and calculate their balance – did they win or lose 

money? Do they owe money to someone?  

• Let them discuss in pairs or small groups what they came up with. 

 

  

• Challenging exercise! Give enough time to youth to calculate for themselves and make 

sure they all understand well. Encourage youth to use their phones for calculations, if 

they struggle otherwise. 

• Discuss: What can you do if your income hardly covers your needs or not even? What 

can be strategies to fix this? 

Additional exercise: Fixed versus flexible expenses 

• Explain: We have fixed and variable costs. Fixed costs stay always more or less the same, variable costs change. 

Have a look at Neema’s expenses. Which costs are fix, which are variable? 

o Solution: besides rent, all costs are variable (they change every month) 

• Ask what other fixed costs could be. E.g.: loan interests (to a bank, which are paid back monthly, student fees). 

• Ask what other variable costs exist (clothes, gifts, etc.) 

• We also have fixed income, which comes at a defined time (salary) and irregular income (one-time jobs, daily 

jobs, seasonal jobs, one-time income, etc.) → Let youth discuss about Neema’s income. 

• Explain: There can also be unexpected expenses – does anyone have an example? 

o sickness, sudden death of family member (funeral cost), great business opportunity (e.g. to buy a cheap ma-

chine) → that is why it is important to have an emergency savings fund – we’ll come back to that later. 
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4. Make a budget 

60 min. In pairs, individual. Flipcharts from previ-
ous session. 

• Youth learn how to plan their money by budgeting and do their own budget as a practi-

cal example. 

 

• Do your own budget to know what you are talking about. 

• Ideally, youth have tables to work on. 

 

• Explain: A budget helps you to plan your money 

over a certain time period to. It helps you to plan 

what money you will spend so that you don’t spend 

it on unnecessary things.  

• Ask: Why is it important to manage our money? 

Write down suggestions on a flipchart:  

o it helps us to make the best of our money, 

manage risks (sicknesses, other hazards) 

o helps us to save for our goals 

o helps us to not spend money on useless things 

• Let them look in the future. What costs do they ex-

pect for the coming month? What income?  

Example 1 

• Together do a fictional budget for Neema using the 

figures from the last exercise. 

• How can Neema try to have more income? 

o e.g. try to bake more 

o work two more days a week 

o food? 

• Where can she try to spend less? 

o e.g. on phone credit 

o maybe transport? 

Example 2 (optional) 

• If you notice youth face challenges with the budget-

ing, take Paul’s example and repeat the exercise. 

Example 3 (mandatory) 

• Based on their own expenses’ calculations, youth create their own budget for the coming month. 

Emphasize that it is important for the budget to be as realistic as possible! 

 

• Remind youth that a budget does not have to be too detailed. It is more important to be 

accurate and as realistic as possible. Otherwise, we fail and will be demotivated. 

• A budget progress should be checked at least once a week – am I on track? Did I over-

spend somewhere?  

 

1 You can also discuss with the group and raise the working days for Neema, to show how youth can 
plan to make more money: E.g. Neema works for 22 days and earns 10'000 TZS more. 

Budget for Neema 

Item Income Expenses 

Income 

Restaurant 

(monthly) 

100’000 (work-

ing 20 days)1 

 

Baking mandazi 15’000  

Income from 

mother 

30’000  

Living costs 

Rent  35’000 

Electricity  6’000 

Water  5’000 

Food  50’000 

Other expenses 

Transport  28’800 

(24x1’200) 

Phone credit  8’000 

Other expenses 

(hygiene, clothes, 

etc.) 

 5’000 

Total 155’000 Sh. 137’800 

Sh. 

Planned savings 
(income-expenses) 

 17’200 Sh. 
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5. Why saving? 

30 min. In plenary. Ball, flipcharts 
and markers. 

• Youth become aware of importance of saving. 

• Youth learn about the importance of saving and about different saving strategies. 

 

• You need enough free space for youth to form a circle. 

• For the second part of the exercise, form a semi-circle with chairs. 

 

• Ask youth: What is saving? 

o Explanation: money put aside now to use in the future, when it is needed. It is part of the 

income that is not spent on anything unnecessary but accumulated. No money is too little to 

save. You can save in money-form or in kind (e.g. animals, land, jewellery), which can be 

sold when money is needed. Non-money savings are called assets. 

• Game: Ask youth to form a circle. Explain the game: A ball gets thrown around in the circle and 

the person who catches it, has to name one reason why we save. Each person has to get the ball 

once. Ask one person to write down all the reasons named on a flipchart. Examples:  

o helps you to improve standard of living 

o enables you to give your children a better future 

o helps you in hard times or emergencies 

o gives you an option to take advantage of unforeseen opportunities 

• At the end, go through the reasons collected.  

• Explain that it is easier to save when you have a clear goal to save for, e.g. buying a sewing ma-

chine, a pikipiki or a new phone. 

 

• Read the following story (Swahili version below) 

Read out the following story to the youth: 

A and B help out at a carpentry (alternately: hairdresser saloon). They are learners. They did 
a good job finishing a table (alternately: helping out with styling customers), both get 5000 
TZS from the owner.  

They decide to go to a restaurant to celebrate the occasion of the day. A uses all the money 
to buy some drinks and food, whereas B decided to not buy a drink and keep some of the 
money.  

The next day, the carpenter (alternately: saloon owner) calls spontaneously for another job to 
do – as they live far, they need money for transport. This is not a problem for B, as he has 
put some money aside. However, A has a problem. What shall s/he do? 

 He can stay at home. What are the consequences? 
 Ask his friend to borrow him some money. What are the consequences? 
 Ask a family member for some money. What are the consequences? 
 Walk and be very late. What are the consequences (the carpenter knows they should 

have some money, what image does that give of A? 
 Lesson learned for A?  

Some thoughts:  

• Borrowing money certainly is an option. Borrowing can put relationships with people 
to a test. If you fail to pay back it puts a bad light on you. The next money you earn is 
also not yours, as long as you owe to someone. 

• Make sure to have a bit of money on the side for such opportunities. What if someone 
invites you to present yourself to his/her company and you don’t have money for 
transport? 
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• Let the youth discuss the questions first in small groups, then discuss them in plenary.  

• In the last exercise you have made a budget and defined an amount which you can save.  

• But how to save it and for what? Let youth give suggestions and think of their own savings goals 

– discuss what is most important – what could be emergencies expenses that come up unexpect-

edly?  

• Discuss the idea of an emergency fund – what could it be useful for? Why should we have one? 

o Let youth collect ideas. One youth writes all the suggestion on a flipchart. 

• We have quite a clear picture now of why to save – the question now is WHERE do we save 

money? Ask the youth to give examples and write them down. Then, go through the list and dis-

cuss each suggestion (What are advantages? What are disadvantages?) 

o home 

▪ advantages: cash = accessible or in-kind = value might increase over time (animal off-

spring, value of land), low likelihood to sell for cash 

▪ disadvantages: cash = not safe, too easy to spend on non-essential items; in-kind = can 

be stolen, value might decrease (sick animals, might die), can be difficult to liquidate 

(turn into money) when money is needed 

o saving groups (and credits associations) – Vicoba  

▪ important: trust among members, good group leader, good structures and relationship 

between members?) 

▪ Advantage: Easy access; savings often linked to credit; may earn dividends on loans 

made with savings 

▪ Disadvantage: Risky due to failure; safety depends on the group; potential conflicts with 

members; requirements to join 

o Micro Finance Institutes (MFI) 

▪ compulsory saving- you have to save a fixed amount regularly, you cannot withdraw the 

money 

▪ voluntary savings – save depending on your willingness, withdrawable anytime) 

o Banks 

▪ savings account (easy to deposit or withdraw, you earn interest), current/checking ac-

count (can take out money anytime, no interest earned), fixed deposit account (high in-

terest rate, you can withdraw it after a fixed amount of time, cannot use it in this period) 

▪ Advantage: earn interest; access to a wider range of savings product (e.g. mobile bank-

ing) 

▪ Disadvantage: Minimum deposit may be required; less accessible for those who can-

not read/write 

o Mpesa (Airtel money, Tigo pesa, etc.) 

▪ Advantages: easy to deposit 

▪ Disadvantages: easy to withdraw, easy to spend (e.g. buy credits, send to relatives 

etc) 

 

• An emergency fund is crucial! Encourage youth to first fill up an emergency fund. 

• If youth do not pay back money or are serious about saving schemes, people will lose 

trust in them. This can also harm their business if they start one. Once trust is lost, it 

is hard to build it up again! This is called integrity.  
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6. Setting saving goals 

45 min. In plenary, alone. Flipcharts, notebook 
for youth. 

• learn how to set saving goals. 

• learn how to save even small amounts. 

 

 

• Explain the difference between long-term and short-term goals: 

Short-term goals  

 happen in the near future (often within months).  

 May require less money. For ex.: buying fertilizer or seeds for your land or paying for school fees 

or paying for rent. 

Long-term goals  

 Will take longer to achieve often going beyond a year.  

 Planning will require bigger investments and may have higher risks. An example is buying a 

land or building a house, planning for your wedding, starting poultry or any business, etc. 

 

• Ask youth to think about their goals. Do they have long-term and/or short-term financial goals? 

How much money do they need for what? Let them write everything down. 

• Explain the smart goals to them. Write SMART from top-down on a flipchart and explain it:  

SMART goals & key questions 

 

 

 

 

 

 

 

 

• Now each youth think of a goal they want to achieve. 

• Ask them to carefully assess each of their goals according to the SMART criteria. Divide them 

into small groups of about 5 and let them present their goals to each other. Their peers can pro-

vide feedback. 

 

• Make sure that the feedback of the youth to one another is balanced between positive 

and negative feedback. The atmosphere should be in a way that youth feel comfortable 

presenting their goals to one another. 

  

Specific  

Measurable  

Achievable  

Relevant  

Time-bound  

What will I achieve? Who will benefit from the goal? What specific 

thing will I accomplish? 

How much? How many? How will I know when it is done?  

Is this goal something that I can actually reach? Is it not just a wish-

list?  
Is this something that I really want? Is now the right time to do this?  

When will I reach this goal?  
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7. Develop your saving plan! 

30 min. Alone and in pairs. None. 

• Youth define their own saving goals and strategy. 

 

• Prepare your own saving goal and saving plans to present to youth as an example. 

• Ideally, you have tables for youth to work on.  

 

Exercise 

• Time to go back to your life’s goal/dream! Ask youth the following:  

o Are you saving/will you need to have savings for your goal/dream to succeed? 

• Together you will now work out individual saving plans. Present the steps to a savings plan on a 

flipchart:  

o Step 1: Identify the savings goal: What are you saving for? (e.g. buy machine to 

start own business, land, bike, emergency fund, etc.) 

o Step 2: Sum needed: How much money do you need to reach the goal? 

o Step 3: When is the money needed? In weeks? Months? years?  

o Step 4: Saving amount: How much do you want to save and how often? What is the 

minimum needed to reach your goal? 

o Step 5: Where to save the money: In a bank account? Savings group? Mpesa? 

• Give the youth some time to work this out for their own life goals and let them discuss in small 

groups. Let 2-4 present their findings.  

Saving plans example:  

I want to buy a second hand-bicycle to deliver home-cooked food to my customers.  

Costs of the bicycle: 140’000 Shilling 

The money is not needed at a specific date, as soon as possible. 

Monday to Friday I am at saving 2000 Shilling a day, which is 10’000 Shilling a week. Thus, I should 

reach my goal after 14 weeks, which is 3.5 months. 

I will put the money on my mobile money (mpesa)-account and write down exactly how much is for the 

bicycle, so I don’t use it for other things.  

 

 

NO MONEY IS TOO SMALL TO SAVE! (e.g. 1000 TZS a week is 4000 TZS in a month, 

after 6 months 24’000 TZS, after one year 48000 TZS).  

To be successful, you have to be… 

…disciplined and committed 

… regularly adjust saving goals 

… have clear saving targets 
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8. I am indebted! What now? 

30 min. In plenary.. Flipcharts and marker 
pens-. 

• Youth learn about the risks of taking out loans and how to handle debts. 

 

 

• Discuss:  

o Who has ever borrowed money from someone? For what? How and when did you pay it back? 

o In one or both scenario – did you face any challenges or problems? 

o Why do people borrow money? Let one youth write reasons mentioned on a flipchart. Include 

the ones already discussed. Possible reasons:  

▪ To invest (in business: purchasing materials, equipment, land etc.)  

▪ To respond to an unexpected event or emergency (invitation to a wedding or to other tradi-

tional and social ceremonies, sickness, theft or loss) 

▪ To meet basic family needs, to purchase an item for which they presently do not have 

enough money 

• What are the advantages and disadvantages of taking a loan or using your own savings? Draw 

the following chart on a flipchart and fill it together:  

 

 Taking out loan Using own savings 

Advantage  Access to more money; access is 

quickly when money is needed 

Avoid costs of borrowing; you are flexi-

ble to use it; avoid obligation of future 

loan repayments 

Disadvantage Costs of borrowing (interests, fees 

within a certain time); repaying loan in 

time 

Limited access to needed capital; possi-

bly slow business growth; limited ability 

to respond to opportunities 

 

• Biggest danger of taking a loan: Indebtedness, meaning money is owed to another person/insti-

tution. Debts have to be paid back, sometimes in scheduled payments.  

• Having debts can put a lot of pressure on you and your family. It is best, to avoid them by not 

borrowing money. 

• If you think about taking a loan, what do you have to consider beforehand? Discuss in plenary. 

o Is there really no other way to secure the money? 

o What do I need the money for (goals of the loan), how urgent is it? 

o How high are the interest rate (money to pay in addition to the loan) and in what time do I 

have to pay it back? 

o How much do I have to pay back in each rate (should not be more than 20% of your ex-

pected income) 

o DON’T borrow for your personal consumption  

• But how to manage debt, if you have them? Make a loan repayment plan:  

Step 1: Make a list of all loans, repayment amounts and repayment dates. This  

Step 2: Pay the minimum amount due on each loan. 

Step 3: Look into the possibility of putting all loans into one loan. 

Step 4: Use any extra cash to pay off the most expensive loan first. 

Step 5: Set aside money for loan payments regularly (e.g. every day or every week) 

Step 6: Find to cut down unnecessary expenses to free up a little more money to pay off your debts. 
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MODULE 4: INTERPERSONAL COMMUNICATION 
 

This module helps youth to improve their way of communication in the professional world, as well as 

in general. The importance of listening skills is highlighted and the exercises on networking give 

youth an idea of how they can use their network to find employment and/or advance their careers. 

This will help youth to navigate difficult situations they may encounter in their work life and increase 

their confidence when interacting with colleagues, potential customers and business partners. 

This module is based on the Volunteer Service Overseas (VSO) training material “My World 

of Work” and training material from other organizations. 

 

 

 

1. Telephone game 

15 min. Circle with chairs. None. 

• Fun energizer to showcase the importance of clear & straightforward communication. 

• Give an overview over aim of the module and importance of communication. 

 

• Think about a sentence you want to say, prepare flipchart.  

 

Exercise 

• Make the group sit in a circle with their chairs (alternatively, they can also build a circle stand-

ing).  

• Now you whisper a short sentence into the ear of the person to your left. Make sure nobody 

else can hear it. This can be a funny sentence, or something related to the training. Once the 

sentence has been whispered to the neighbour, repeating it is not allowed.  

• Now the person whispers the sentence into the ear of the one to his/her left. This continues 

until the sentence has reached the last person. Ask the last person to say the sentence out 

loud. 

• Discussion: Most probably, some words or even the whole sentence has changed by now. 

Try to find out where the misunderstanding has happened. Discuss in the group what this 

means for communication in general.  

• Points to discuss: Ask questions if something is not clear, communicate clearly and making 

sure the counterpart has understood, etc. 
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2. How to be a good listener 

60 min. Plenary and in pairs. None. 

• Youth understand the importance of listening and identify non-listening behaviour. 

• Youth know good listening behaviours and become better listeners. 

 

• Make some space/some kind of stage for the role play. 

 

Exercise 

Ask the participants if they ever have been in a situation when they really wanted to tell a story, and 

somebody was not listening to them. 

• How did they feel in this situation? 

• How did the other person react, how did they know they were not paying attention? 

Role play 1:  

Now you will do a role play (it can be done by the two facilitators or a facilitator and a participant).  

Ask the participants to watch very carefully and observe how well Person B is listening to Person A.  

Person A: You have a problem at work. One of the co-workers is talking badly behind your back about 

things you didn’t do. Now you want to ask your friend for advice, so you tell him/her the story. 

Person B: You demonstrate non-listening behaviour, for example:  

• you ignore Person A, play with your phone or something else (e.g. pen), 

• you interrupt Person A, change the topic, speak about yourself, 

• you yawn, walk away or make a phone call, 

• don’t look at Person A and show impatience and disinterest.  

Ask participants to rate Person B’s listening skills? Was s/he a good listener? Why (not)? Ask Person 

A how they felt.  

Explain the importance of being a good listener. It makes people feeling 

• understood,  

• cared about,  

• supported,  

• less alone.  

Role play 2:  

Now the role play will be repeated, this time Person B will demonstrate active listening. Ask partici-

pants to observe carefully. Examples of active listening skills:  

• Look at Person A. 

• Give time to Person A to narrate, do not interrupt and try not to think about other things. 

• Try to understand Person A, ask questions of clarification. 

• Make encouraging remarks, like “aha”, “tell me more”. 

Ask participants to rate listening skills and discuss briefly. 

• Encourage participants to practice active listening skills at home with family, with 

friends and especially at their training/place of internship.  

• Point out the importance of body language, how you sit, what you do with your hands, 

etc. can influence a lot how others perceive you! 
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3. What is a network? 

20 min. Plenary and in small 
groups. 

Sticky notes or small papers 
and tape, wall to stick them 
on. 

• Youth develop an understanding of what a network is and analyse their own net-

work through different activities. 

 

• Look up the definition of “networking” and make it clear what you understand under 

this term. 

• Facilities needed: Blackboard/wall which all can see. 

 

Exercise 

• Explain: Networking means creating and maintaining connections with people we know or meet. 

Everybody has a network and it can help us to get a job and reach our goals. Now we are going to 

explore together how ‘networking’ actually works.’ 

• Hand out sticky notes or small papers where youth can write on what they understand as “network-

ing”. They should write down any words that come to their mind (no whole sentences).  

• Collect them and go through them.  

• Pin them to a wall and group the words (same words going together). Which one belong together? 

• Make groups of 3 or 3, according how the participants are seated. In the group they should come 

up with a definition of «networking». 

 

• This exercise is about giving positive feedback. Youth are supposed to give each other 

positive feedback, as they discover their own talents through the eyes of their partner. 

 

 

! 

 

 

 

4. My network 

80 min. Individual, in 
small groups. 

Cord or a wool (in a ball to throw 

around). 

Paper or flipchart, masking tape. 

• Youth get an understanding of their own network and how big it is. 

• Youth analyse their network; their connections and what professions there are in the 

network. 

 

• Do the exercise yourself so you can use your own mind map as an example. 

• Make space so you can hang all sheets on the wall or present them on tables and 

that everybody can walk around and have a look. 
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Exercise  

Warm-up: By throwing a ball - made 

of wool or a cord - participants create 

a network. It helps them to under-

stand how they can map a profes-

sional network. 

Part 1: 

• Participants get two A3-sheets 

taped together (or 4 A4 sheets 

taped together or half of a flip-

chart). 

• Participants write their name in 

the middle of a sheet. 

• Around their name they write down all the categories of people they can think of: family, profes-

sional associations/groups, colleagues, friends, mosque, church, sports club, neighbourhood, etc.  

• For every category, they come up with at least 5 names of people that belong to that group.  

• Let the youth form groups of three or four then present their networks to groupmates.  

• Ask them if they want to add someone to their own network, after seeing each other’s network.  

Part 2: 

• Explain to youth that they will find out how strong their connection is with people in their network. 

How well do they know the people? Do they know what function or job they have? 

• Ask youth about the difference between strong and weak connections (see explanations below) 

• Next to each name on their mind map, they write down the connection, (++) for very strong con-

nection, (+) for strong connection, (-) for weak connection, (--) for very weak connection.  

o If there are unclarities, give examples, e.g.: a weak connection is somebody you know from 

big gatherings, you greet them on the street or in a shop, but you wouldn’t meet just to spend 

time. 

• Next to each name, they write down the profession of the person. 

• Are there some professions they don’t know? What stands out? Is a profession showing up of-

ten? Can they be grouped? 

• Youth choose two people they think have interesting professions and they formulate questions to 

them they could ask in a conversation. Let them compare and discuss these questions in pairs. 

Reflection: Ask the youth to explain how their network can be important for their future career. It 

is important, because they can use the people as a resource. For example, someone in their network 

may know which company is looking for employees or they know a place for an internship. You can 

also ask people in your network to learn from them. 

 

Strong connections are close contacts or 

friends- They give you full attention and take you 

as you are. They are always willing to help you. It 

takes time and trust to build up such a relation-

ship. This goes best with people with whom you 

have a lot in common. Strong connections are es-

pecially useful when you want to be introduced to 

someone.  

Weak connections are distant contacts. They 

know little about you. When you support that 

person, you expect something in return in the 

near future. Also those far contacts are very im-

portant for your career development. They give 

you access to companies you cannot get in con-

tact with on your own and they know things you 

do not know. 
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5. Breaking the ice 

60 min. In plenary. 
Small pieces of paper (one for 
each participant), bag to put 
them in. 

• Youth learn how to start a conversation with somebody with a good opening sen-

tence. 

• Youth gain confidence in initiating a conversation. 

 

• Think of some situations in which the youth really need to handle a good introduction 

to open the conversation. 

 

Exercise 

Part 1: 

• Sometimes we end up in difficult situations that are not easy, where we don’t know anyone, for 

example at a new job. Then it helps to think about what you want to say to start a conversation.  

• Think together about situations in which participants may feel uncomfortable because they do not 

know anyone yet. Choose one situation for the next step. 

• Let everyone write down an opening sentence on a piece of paper; work in silence. 

• Let them fold the piece of paper, so the participants cannot read each other opening sentences. 

Collect all papers and put them in a bag or bowl.  

• Let someone at random pick a paper, open it and read it aloud.  

• After every opening sentence, youth give feedback why it is a good or a bad sentence. Repeat 

this until all papers are opened and read aloud. 

• Someone writes down all the good opening sentences on a flipchart. In the end, youth copy them. 

Part 2: 

• Ask two participants to act out the situation from above with a sentence of their choice.  

• Ask the rest of the group to observe carefully. Let them write down in keywords what were the 

good points in making the first contact and starting the conversation. Tips for improvement can 

also be noted. 

• After the exercise, you ask the actors first to give a short reaction how it went. Let them calm 

down, as it can be quite scary to do the exercise in front of the whole group.  

• Then ask the observers what they have seen and what went well according to them. Are there 

any suggestions for improvement? Add some positive feedback if needed. 

• Finally, ask the pair that did the exercise for a reaction on the feedback they received. Thank 

them for their contribution.  

• If time allows. invite another pair to do the exercise in front of the whole group as well and repeat 

the last steps.  

• Practice in groups of 3. One participant is the observer and writes down his/her observations. 

When ready, the 3 participants discuss the feedback. After they change roles, so the next partici-

pant gets the opportunity to practice. Make sure everyone has played the three different roles. 

• Compile a ‘to do’ and ‘not to do’ list during the debriefing and reflection. Let youth make a copy of 

the lists on their worksheet or notebook.  

 

• Let youth decide as quickly as possible whether a sentence is good or not, to keep up 

the speed. The opening sentences that are rated as ‘good’ are noted down at the end. 

• Make sure there is a safe and positive atmosphere in the group when you are doing 

this role play. You can realize this by introducing the role play as a useful exercise from 

which the youth can learn.  
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6. Professional behaviour 

40 min. In plenary, in small 
groups. 

Flipcharts or black 
board, 20 small papers 
and marker pens 

• Youth know the difference between professional and non-professional behaviour. 

• Youth understand the importance of professional behaviour. 

 

• Write the five examples on small papers (which you can hang on the wall later). 

 

• Explain: At the place of work you are expected to demonstrate professional behaviour. This is 

different from how you behave at home and with friends. Professional behaviour means your be-

haviour is respectful and polite. Being conscious of how you treat colleagues and customers, and 

when displaying a positive attitude at the workplace will help you to be successful in your job. 

• Make 6 groups and let them sit together. 

• Hand out the following words written on small papers (one word for each group): 

1. Appearance (the way you look and come across - being neat, clean and wear a work out-

fit/uniform/t-shirt) 

2. Honesty (you can be trusted) 

3. Commitment (you are determined to get the job done) 

4. Accountability (your colleagues and friends can always count on you in case of a problem) 

5. Loyalty (you will always support others) 

6. Empathy (you are good at understanding the issue from the other person’s perspective)  

 

• Let them discuss what the word means and write down one or more examples for professional 

behaviour and one or more for non-professional behaviour. 

• Now each group presents their word by hanging it on the wall, as well as hanging the examples 

on the wall. They explain it and present the positive and negative examples.  

• Encourage the rest of the participants to give other examples, ask questions and discuss.  

 

• Leave the notes on the wall hanging. You will need them for the next exercise. 
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7. The minefield: Born to be a leader? 

40 min. Groups of 2, plenary. 
Blindfolds (e.g. piece of 

clothing), chairs, tables, 

backpacks, etc. 

• Fun exercise to discuss what skills are important to be a successful leader. 

 

• Make sure you have enough chairs, tables and other things you can use as obstacles 

(«mines») for the game. Arrange them in a chaotic order all over the classroom. 

• As an alternative, hold this activity at a park or playground for a nice out-of-office ex-

perience. 

 

Exercise 

• Make teams of two. Ask one member of the group to be blindfolded (e.g. with a piece of clothing). 

Now all teams are put on one side of the room.  

• Ask the not-blindfolded member to guide the “blind” person through the minefield of obstacles us-

ing only the words “right, left, forward, and backward”.  

• Afterwards, change the roles for a second round. 

• Discuss in pair or small groups: 

o What worked well? What didn’t? 

o What leadership skills are useful? 

▪ e.g. communication, listening and trust. 

• Discuss in plenary: What other skills and personal traits does a good leader have? Encourage 

them to think of the exercises done earlier on. Write them down on a flipchart. 

• Let youth think quietly for a bit what leadership skills they have and which ones they need to im-

prove. Let them write it down nicely in their notebooks in simple, clear words. 

 

A leader has ... 

...a vision – a clear and exciting idea of what s/he wants to achieve. 

...courage – willing to take calculated risks. 

...integrity – strong moral principles and will stay true to them (honesty). 

...humility – aware of the roles and importance of others in a team. 

...strategic planning skills – ability to look ahead and anticipate trends and mitigate risks. 

...empathy – can view things from a different perspective and relate to other people. 

...cooperation skills – can work with different individuals. 
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8. Dealing with problematic behaviour (at work) 

60 min. In small groups and ple-
nary. 

Flipcharts and 

marker pens 

• Youth discuss what accepted and unaccepted behaviour (in the workplace) is. 

• They develop strategies to avoid harassment and deal with it.  

 

• Set up the classroom in a way that it is easy for youth to discuss in groups, but also 

to quickly discuss in plenary. 

• Encourage youth to take notes in their notebook, especially during the group discus-

sions. 

 

Exercise 

• Make groups of 4, max. 5 people. Explain: During the following exercise, they will first discuss in 

groups and then each group explains their viewpoints in plenary. For each statement/discussion 

point, another person of the group will speak. 

Statements and questions for discussion:  

• What is mobbing? 

o Give examples. 

o How can it be avoided or addressed? 

• What is sexual harassment? 

o Give examples. 

o How can it be avoided or addressed? 

• It is normal for humans to touch each other all the time. We can differentiate between good, bad 

and confusing touches.  

o What are good touches, what are bad and confusing touches? Give examples. 

o Which touches are ok in a workplace setting? Examples. 

o How can unwanted touches be avoided? 

• Maria just started a new job as an intern. Now her married boss, who is 15 years her senior, is 

texting her asking whether she wants to go to have a drink at a bar on Saturday night. 

o Assess the behaviour of the boss. 

o What should she do? 

• A sexual relationship at the place of work is never ok. True or not? 

o What is the work relationship between the two people? Is one superior to the other? Why 

could this be a problem? How does the relationship affect the work (e.g. if it is over)? 

• How can you know whether you have overstepped a line?  

• How can sexual harassment, rape and gender-based violence be avoided, especially at the work-

place? 

o What can you do if you are in a position of power? 

o What can you do if you are a witness (observer)? 

o What can you if you are a victim? 

• If time allows, discuss the statements in the box below around sexual harassment. 

 

Definitions: 
Bullying: Also called mobbing means a group of people (e.g. co-workers) targeting one individual with 

verbal or even physical abuse, isolation and humiliation systematically, meaning over and over again 

over a certain period of time. 

Sexual harassment: Any unwelcome sexual advances, requests for sexual favours and other verbal 

and physical conduct of a sexual nature. For example unwelcoming touches and clear verbal ad-

vances. Sexual harassment is prohibited by law in Tanzania. 
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Rape: Sexual contact of any kind force on one person by another. This can include physical (force) or 

psychological (threats, persuasion) threat or taking advantage of someone who is unable to give their 

consent including use of alcohol or drugs. 

 

Myths around sexual harassment and abuse 
Let participants discuss if the following statements are true and give reasons for each suggestion. 

• Being drunk and ‘out of control’ is an excuse for rape. 

• A husband can never rape his wife, since they are married, and that gives him the right to have 

sex anytime he wants. 

• If a girl refuses to have sex with her partner and they have had sex before, it is not rape be-

cause they have already had sex. 

• You can tell a girl really wants to have sex, even if she says no, by the way she dresses and 

walks. 

• Women are most likely to be raped when they are out alone in a dangerous place, e.g. at night. 

• Rape is a crime caused by violence, not sexual attraction. 

• A prostitute cannot be raped. 

• Most victims are to blame if you think about where they were, or what they were doing, at the 

time of the rape. 

 

Explain that most harassment, exploitation and rape happen because gender differences, where men 

wrongly thing women are for their pleasure.  

It is important to read body language. How does a person react? If someone is uncomfortable, 

it means a boundary has been overstepped. 

It is not true that most rapists and harassers are strangers. Often, the victim knows them well and may 

even trust them. It is important that men also discuss with their friends when they speak about this 

kind of stories in men circles. 

 

The discussion can also take place in form of a fishbowl (see Exercise 4 in Module 

2). During the fishbowl-discussion, make sure all topics mentioned above are cov-

ered.  
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9. The customer is king 

60 min. In pairs and in ple-
nary. 

Flipcharts, several copies of 
the role play in the attach-
ment. 

• Youth learn about the importance of customer care and how to handle different cus-

tomers. 

 

• Write the keywords for the observers on a flipchart: - How is the seller’s tone of voice 

(calming? Angry? Friendly? Too fast? Too slow?)? – How is the choice of words`- 

How is the sellers body language (the face? How s/he stands? The gestures?)? 

• Arrange chair in a circle with a stage area where the role play can take place. 

 

• Explain: Customers are the people who buy or want to buy a product or service from you. Cus-

tomer service is what you give them before, during and after the purchase. A successful entrepre-

neur can adapt him- or herself to the customer. 

• Ask youth to discuss and give examples: What are the effects if the service delivered to the cus-

tomers is not good? What if you give good service? Let one youth write notes of a flipchart or pa-

per.  

• Bad service: customers don’t buy (or not again), they speak badly about your service and you 

might lose existing or potential customers, they do not trust you. 

• Good service: people come back, they recommend you to others, they buy more, also other 

products/services from you, they come back often because they like you/your service. 

• Make groups of 2 and hand out the role plays. Each group gets 2-3 role plays. Give them time to 

prepare. 

• Let each role play be presented by one group. Make sure beforehand they know what they do. 

Encourage the rest of the group (the observers), to pay special attention to the points on the flip-

chart. 

• After, give applause to the presenters and discuss in the whole group: What did they notice about 

the seller (points on flipchart? What did s/he do well? What could have been done differently? 

• Make sure the youth note down all do’s and don’ts and wrap up with a few key takeaways: 

 

Do’s and don’ts: make sure they are all mentioned! 

1. You don’t know the answer 

Do’s: Be friendly, let the customer know you don’t know, but you want to help him find out. Put em-
phasise that you won’t to help, don’t just say «I don’t know».  

Don’ts: Lie or invent a story just to say something 

 
2. An item isn’t available 

Do’s: Apologise that you don’t have it. You can suggest another product if you have it, let the cus-
tomer know you will order it again or suggest another store close by who might have it. You can even 
offer to find out for the customer.  

Don’ts: Don’t just say «I don’t have it». 

 
3. You have to tell the customer no 

Do’s: stay friendly, explain exactly what the problem is and why you cannot do it. Suggest alternative 
phones, if the customer insists, send him to another phone repairer to get a second opinion 

Don’ts: Give false hopes if you know most probably it won’t work, become rude or impatient. 

https://www.helpscout.com/blog/customer-service-scenarios/#unknown
https://www.helpscout.com/blog/customer-service-scenarios/#unavailable
https://www.helpscout.com/blog/customer-service-scenarios/#no
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4. The customer wants you to bend the rules 

Do’s: remain friendly and acknowledge the customer’s request. Stay calm and say why you cannot 
bend the rule.  

Don’ts: feel provoked by the customers response. 

 
5. The customer received a broken product 

Do’s: apologize for the inconvenience, check whether it can be fixed, whether you can replace it, ex-
plain to the customer what you are going to do (check points under «remember») 

Don’ts: send the customer away, ignore his problem, tell him he has already bought it, so it is his 
problem now, also raise your voice or get angry. 

 
6. You’re in the wrong 

Do’s: apologize as soon as you notice your mistake. Take responsibility, if you can, promise you will 
do the new colour and give a discount. You can also say you will speak to your boss first (to avoid run-
ning in problems). 

Don’ts: insist that you are right or try to blame the customer for the mistake. 

 
7. The customer asks for a «family-discount» 

Do’s: be friendly, but firm. Explain that you are here as a seller, not a relative.  

Don’ts: give in, become rude/in any way, be unprofessional 

 
8. The customer does not respect you due to your age and gender 

 

Important to remember: (especially when the customer is angry) 

• Make sure you do not keep customers waiting, be courteous, friendly, helpful 

and honest. 

• Mention the advantages of the products before the price and know your prod-

ucts well (technical information, how can the product be used). 

• Inquire about the customer’s needs and wants, so you can direct him/her to 

the right product. 

If a problem occurs: 

• Let your customer know they are being heard. Be patient, and don’t cut them 

off. 

• Show understanding and empathy when speaking to the customers when s/he 

complains. 

• Even if it is not your mistake, apologize. Nobody likes being troubled; try to un-

derstand that. 

• Ask the customer how you can help. Find a way to make things right, whether 

this means you give them a discount on future purchases or a free product. 

• Last but not least: DON’T TAKE IT PERSONAL! 

You can also show the following video on customer care: 

https://www.youtube.com/watch?v=xUV22bNKzlQ 

 

  

https://www.helpscout.com/blog/customer-service-scenarios/#rules
https://www.helpscout.com/blog/customer-service-scenarios/#defective
https://www.helpscout.com/blog/customer-service-scenarios/#wrong
https://www.youtube.com/watch?v=xUV22bNKzlQ


Helvetas Soft Skills Manual  Module 4: Interpersonal Communication 

56 

10. How to sell a product – let’s test your skills! 

60 min.  Teams of 4-6 youth. 
Newspaper (3 double pages per 
team) and 30cm of masking 
tape per team. 

• Youth practice how to work together (teamwork) and negotiate by making and selling 

a paper bag. 

 

• Prepare well for your role as a shopkeeper. You don’t want to make it too easy for 

the teams! 

• You need enough space to work in team and make a bag out of newspaper. 

 

• Explain: If you start a business or work for somebody, you will have to collaborate with others; 

partners, employees, distributors, customers. When the cooperation is good, the work will be done 

better. To get a good cooperation, everybody has a responsibility about the product and the pro-

cess.  

• Explain the exercise: You work in groups. You will get newspapers and you will design a bag of 

any shape/size or style with it. Then you sell it to a shopkeeper (the trainer). You have to negoti-

ate the price, the quality of the product, the number of articles to buy, the date of delivery, etc. It 

costs TZS 1,000 to produce 1 bag. You have to set a price and convince the shopkeeper to buy 

your bag. The process of negotiation is satisfactory when the deal makes the seller and the buyer 

happy. BUT: The team who makes the most profit is the winner.  

• Hand out the material and clarify questions, if there are any. 

• Give each team 10 minutes to make the bag.  

• After finishing the bag, let participants discuss how they worked together as a team. What was the 

role of every person? Who acted as a leader? How was the cooperation? How can the cooperation 

be improved? 

• Ask teams to prepare their strategy how to present and sell their bag to the shopkeeper and to ne-

gotiate about the price. Let them come up with good arguments why people should buy their bag. 

Let them think what to do when the shopkeeper is not willing to pay the asking price. 

• Each team decides which two group members will show, sell and negotiate with the shopkeeper. 

The other participants will observe the process and write down their observations.  

• Then the selling and negotiation starts in front of the group- The trainer plays the shopkeeper. 

• Evaluate the process. Ask the ‘sellers’ about their experience: How did it go? What did the observ-

ers see? Did it go as they as prepared? What about the arguments? Results? Did they sell? For 

which price? How many? Give your feedback as the shopkeeper and explain your arguments. 

• Repeat step 5 and 7 till all the teams have got a turn.  

• Evaluate: How was it to find arguments to persuade the shopkeeper to buy the bag? What conclu-

sions can be drawn after having tried out the process of selling and negotiating a couple of times? 

What is helpful to have this process of negotiation run more smoothly? Why? 

• Ask the group which team has got the best results. Let them give their arguments why. When there 

are two teams with equally good arguments, you can vote for the winner.  

The teams should think about the qualities of the bag: attractiveness, strength, fashion, use, etc. Let 

them discuss how they will negotiate and persuade: what to do or say when the shopkeeper is not 

willing to give in? Give them hints about questions the shopkeeper might ask: ‘Why should I buy this 

bag? Why is there only one strap? The bag is too big; can you make a smaller bag? I have no need 

of only one bag, can you make 100 of them?  
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MODULE 5: ENTREPRENEURSHIP 
 

This module gives an understanding of what is needed to run a small business – from the right “en-

trepreneurial spirit to treating customers with care and marketing your product or services. In the 

end, each group will have their own business plan. 

This module is based on the ¨Volunteer Service Overseas (VSO) training material “My World 

of Work” and the Business Development Skills Manual from the Opportunity for Youth Em-

ployment (OYE)-project, funded by SNV. 

 

 

1. Brain activators to energize the group 

ca. 15 min. per riddle. Individual and in pairs. 
Flipcharts and paper 
(writing) material for 
youth. 

• Fun exercises to practice “thinking outside the box”, to be creative to find a solution 

to an existing problem – all things entrepreneurs have to do. 

 

• Draw riddles on flipcharts or on an available board (for both riddles). 

 

Exercise 

Riddle 1 – Join the dots! 

1. Let youth copy the dots on a piece of paper.  

2. Explain: ‘Your task is to connect all the dots with as few straight lines 

as possible. You can pass each dot with a straight line only (the lines 

should never meet an angle of 90° or make a curve) and you can use 

each dot only once.’ 

3. Highlight the following rules (you can also write them on a board/flipchart):  

• Connect all the dots with as few straight lines as possible: 

• Pass through each dot on the grid with straight lines. 

• Pass through each dot only once. 

• All straight lines must be connected. 

• The lines should never meet an angle of 90° or make a curve.  

 

4. Let them compare their drawings.  

5. Ask them what they did to find the solution. 

6. Reflection: How many straight lines did the youth draw? What is needed to solve this problem? 

What do they learn from this exercise? What does this exercise tell them about problem solving? 

 

Riddle 2 – Cross the river! 

1. You can let youth work individually or in small groups. Either way, make sure they do not disturb 

one another while working. 
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2. Explain: ‘A woman has a lion, a goat and vegetables. She needs to cross the river with a boat but 

can only carry one thing at a time. All three items need to be taken to the other side. When she 

leaves the lion and the goat alone, the lion will eat 

the goat. When she leaves the goat and the vegeta-

bles alone, the goat will eat the vegetables. How 

can she successfully get these three items across 

the river without losing one of them?’ 

3. The groups get 10-15 minutes to solve this problem. 

Tip: Emphasize that it is important to think out 

loud and to discuss the various options with 

each other. Do not participate in the discussions 

but be a facilitator! 

4. The groups present their strategy to the other 

groups. 

 

5. Reflection: Ask the youth how they came up with a solution. What was helpful? Have they ever 

solved a problem by thinking outside the box? Do they have an example of this in their own lives? 

How can this experience be useful for their own career or business?  
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2. Who is a successful entrepreneur? 

20 min. Small groups, in plenary.  Flipcharts and two pens 
in different colours 

• Youth get to understand what an entrepreneur is. 

• Youth understand what is needed to be a successful entrepreneur (qualities, etc.). 

 

• Make sure you understand the difference between “entrepreneur” and “business per-

son”  

• Make sure you have the right Kiswahili translation prepared.  

 

• Take a flipchart/board and write “entrepreneur” in the middle of it. 

• Ask the group to throw in any words they can think of that relate to entrepreneur (e.g. business, 

market, customers, names of entrepreneurs, etc) and write it down with one colour. 

• Add some words yourself you think are missing. The aim is to have as many words as possible. 

• Start a discussion around a word. How would you describe an entrepreneur? Who is an entrepre-

neur and why? Can you come up with a common definition? What is the difference between an en-

trepreneur and a businessperson?  

• Let them discuss with their neighbours (in pairs): What makes an entrepreneur successful? Write 

down the words with the other colour on the flipchart. If the discussions slow down, write a few 

words on the flipchart and ask them if they know what the words mean. 

• Ask whether they know a successful entrepreneur. What makes this person successful? Make sure 

all points below are mentioned and discussed.  

 

Possible definition of an entrepreneur 

‘An entrepreneur is someone who starts or operates a business/trade and who takes the final respon-

sibility. He or she provides goods or services - for payment - to individuals or businesses. There are 

various personal qualities entrepreneurs need to have. Not every entrepreneur will have all these qual-

ities, but many of these qualities are hidden within us and we may not even be aware of it.’ 

 

What does it need to be a successful entrepreneur? 

1. Passion: ‘Passion’ is key for entrepreneurs. Passionate entrepreneurs show motivation in what 

they do, and they do not give up until they have achieved what they wanted. If you have passion for 

something, it is easier to continue when things get hard. 

 

2. Risk taking: Entrepreneurs have to be risk takers. However, this does not mean that you don’t 

have to be careful. An entrepreneur calculates how much risk is worth taking.  

 

3. Belief in yourself, hard work & discipline: Entrepreneurs enjoy what they do. They believe in 

themselves, have confidence in wat they do and are dedicated to their project. Sometimes they may 

be a bit stubborn and focus almost too much on their goals. They show discipline and dedication. 
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4. Adaptability & flexibility: Entrepreneurs are flexible in their reactions on needs and questions of 

clients. They can adapt themselves to changing demands of the market and to unexpected situations. 

The market is dynamic and changes are common. Successful entrepreneurs welcome all suggestions 

for improvements. 

 

5. Understand your product – and its market: Entrepreneurs know their product from all sides. They 

also know the ins and outs of the market and its dynamics. They know it is important to keep an eye 

on the changes in the market and to check permanently what other entrepreneurs are doing.  

 

6. Financial management: It takes time to make profit. Before that, the finances are limited and 

money needs to be spent wisely. Successful entrepreneurs have good financial management to cover 

current and future costs. Even when the business makes good profit, successful entrepreneurs pay 

attention to their cash flow. 

 

7. Planning (but not over done): Entrepreneurship – in the beginning - is about managing a business 

with limited resources (including time, money and personal relationships). It is a long-term commit-

ment to achieve your goals. Try to plan as much as possible is important. However, too much planning 

and overthinking can stop you from taking the first step. 

 

8. Networking abilities: Successful entrepreneurs approach mentors with more experience and they 

consult people from their networks. Having networking skills is important for successful entrepreneurs. 

 

9. Being prepared to take the exit: Not every attempt will result into success. The failure rate of en-

trepreneurial businesses is very high. At times, it is fine to take stop one idea and try something new, 

instead of continuing to make a lot of losses. There are many famous entrepreneurs who weren't suc-

cessful the first time. 

 

10. Entrepreneurs have doubts about themselves – but not too many: You may ask yourself, am I 

an entrepreneur? If you have the courage to ask yourself serious and personal questions – Can I do 

this? Do I want to do this? How do you look at your qualities? Can you acknowledge your weak and 

your strong points? 
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3. Find YOUR Business Idea! 

90 min. 

In small groups (1-5) – if some-
one already has a business idea 
and/or wants to work by him-/her-
self. 

Flipcharts, paper, writ-
ing material for youth. 

• Youth understand the concept of a business idea and why it is important to have a 

clear goal from the beginning. 

• Each participant – in a group or alone – has a business idea to work with. 

 

• Make sure you are well familiarized with the process. 

• Arrange room in a way to youth can work in small groups. 

 

Introduction 

• Explain: A business idea is used for making money through selling a product or service. Good 

business ideas have to be innovative and unique: “A business idea is a starting point for any 

entrepreneur. It is essential because it is the beginning of a new life – a life of a business 

and a life as an entrepreneur”. 

• Draw the following chart on a flipchart. Explain each point (see explanations below) and give them 

time to answer the questions. Youth will work alone. In the end, their ideas are matched and they 

can form groups.  

 

Problem 

Your business idea has to provide a solution to a problem of the market/your future customers. “A 

problem is an issue or obstacle which makes it difficult to achieve a desired goal, objective or purpose. 

It refers to a situation or issue that is yet unresolved. In a broad sense, a problem exists when an indi-

vidual becomes aware of a significant difference between what actually is and what is desired”. 

Ask the following questions and give youth time to think about their answers and write them 

on a paper. They work alone:  

• What is the type of problem that exists on the market?  

• How many people have the same problem? Only men? Women? Old and young? 

 

Desire to solve the problem 

As an entrepreneur, you need to think about problems for which exist a big desire to be solved on the 

market. If your potential customers are starving for the solutions that your business will give them, 

there is a big probability for success of the business. 

Desire is an emotional situation of the person that represents the level of wanting something. In your 

case it is the level of wanting to find the solution for the problem. The more the person wants to find a 

solution for the problem, the bigger will be their desire. When they have a bigger desire, they will also 

be more willing to pay for the solution. Desire as the element of a business idea is important also 

 Business 

Idea 

Problem 

Chance to solve the problem 

Desire to solve the problem 
 Solu-

tion 
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because of the price of the solution. If the desire is greater, the solution will be more expensive and 

will bring more profit for your small business. 

Ask the youth to think about the following questions and note down the answers for them-

selves:  

• Are potential customers in big need for a solution? 

o How are they seeking possible solutions? 

• How many competitors sell the same or similar products or services on your target market? If there 

are too many competitors, you will have a big battle with them. 

 

Chance to solve the problem 

This is important for success of business ideas, and it is all about the competition in the market for that 

problem. If the market doesn’t have big competition for the problem your business idea solves, then 

chances for success are bigger. 

Ask youth to think about the following questions:  

• How you can take the position that will differentiate your business from competitions? Differentia-

tion is very important for every business. 

• Why should exactly YOU solve the problem? Do you have the right skills? Which ones? 

• Can you offer the best solution(s) for those problems? 

 

Finally, each youth should answer the following question on their paper: 

• What possible solution(s) do you suggest to solve the problem?  

 

Exercise 

Now it is time to make groups. Each youth puts their idea on the wall/floor or table and then they 

walk around to discuss each other’s ideas and find people with similar ideas.  

• Let youth form small group based on shared interests, ideas. If someone already has a small busi-

ness or an idea S/he wants to work on, this is also fine.  

• If a person wishes, s/he can also work by her- himself. 

• Give youth some time to align their idea, discuss and present a short answer to all parts of the 

business idea (problem – desire – chance – solution). 

• Each group will present their idea in max. 5 minutes. It should be convincing and based on 

the process. They can use any material available (flipcharts, etc.) to support their presenta-

tions. Let them know that in the end, they can vote for their two favourite presentations. 

• After each presentation, leave some time for questions of clarification and one thing that was good 

and one thing that could have done better (select each time another youth to give a short feed-

back). 

• In the end, each person writes down the two names of the presentations they thought were best. 

They cannot write the same name twice, otherwise the paper will be removed. The one who gets 

the most votes, is declared winner. 

 

 

• You don’t need to invent something to start a business. If you are trying to find some-

thing exceptionally unique you may never find it and stay dreaming about your business 

forever. The business idea is only the starting point of the business. The success de-

pends a lot also on the setup of your business. 
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4. Overview over the business plan 

20 min.  In plenary. Flipchart and marker 
pens. 

• Youth understand the overall aim of the module to develop the business plan. 

 

Explain: In this module, we will discuss entrepreneurship, develop a business idea and a business 

plan. A business plan will help you to plan and grow your business and look for funding. What do you 

think goes into a business plan? 

Let youth give you examples of what needs to go in, then write it on a flipchart. Make sure, all the fol-

lowing sections are mentioned.  

1. Executive Summary: This gives an overview over your business idea. Written in the very 

end. 

2. Business Profile: This includes name of your business, registration number, address and 

contact details, what you will provide and to whom. 

3. Business Idea: The product or service you want to sell. 

4. Market Analysis: Who are your customers? Who are your competitors? 

5. Marketing and Promotion Strategy (how do you promote your product/service to 

customers?) 

6. Product pricing (how do you calculate a realistic price?) 

7. Operation: Location, distribution, work process (where will it be, what work has to be done, 

what materials are needed?) 

8. Management Plan: Organizational Chart (who has what role?) 

9. Financial Plan: Cash flow & profit calculations (what will we earn? What costs will we have?) 

10. Record keeping (what records have to be kept? What system will be used?) 

Tell the youth that you will also look into business registration and ways of getting funding. Keep these 

words up on the wall and refer to them when you move the next session during the module. 
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5. Mapping out the business plan 

40 min. In the business-idea-
groups. 

Each group needs 8 pa-
pers, pens and tape. 

• Youth start filling in their business plan sections for their business idea.  

• They learn about all aspects relevant for their business idea. 

 

• You need enough space for youth to work in groups. Each groups needs a free wall 

to hang up their business plan sheets. 

• Hang up the 7 example papers on the wall beforehand. 

 

 

Exercise 

• Explain the business plan sections step-by-step: Explain that this will help the group to think about 

all aspects of their business idea. 

• Instruct youth to hang up (or put on a desk) their 7 papers in the same order as yours. 

• Let them draw a line between the middle sheets (as seen on the example to the right). 

• Together, write the labels on the top of each paper. Explain each box (see the next page for further 

guiding questions): 

o Key partners: Who will help you? Who can you work with? This can be persons, businesses, 

organisations, etc.  

o Activities: How do you do it? What do you need to do to run your business? 

o Resources: What do you need to get your business running? Material? Space? Skills? 

o Business idea: What do you do to satisfy your customers’ needs and make money? 

o Customer relationships: How do you interact with your customers? Do they come to your 

shop? Do you go to them?  

o Channels: How do you reach your customers to tell them about your business? 

o Customers: Who do you help? Who will pay your products or services? 

o Costs: What costs will you have when running the business? Materials? Electricity? Salaries? 

o Revenue streams: How much will you make and HOW will you make it? 

• Encourage youth to ask questions if they have any.  

• Give them time to fill in the sections. 20 minutes is enough, they will continue working on it in the 

coming exercises.  

 

• The business plan sheets will stick with the training from now on. The groups will con-

tinue to work on it, therefor make sure they are hung up or somewhere visible for each 

group. You can also do the steps together in plenary: You explain each step and give 

the groups some time to do it before going to the next one.  

 

Costs Revenue streams 

Customers Key partners Activities 

 

 

 

Resources 

Business idea Customer 

relationship 

 

 

Channels  
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Key partners 

Who will help you? Who 

can you work with? 

This can be persons, busi-

nesses, organisations, etc. 

Key activities 

How do you do it? 

What do you need to do to 

run your business? 

Business idea 

What do you do to satisfy 

your customers’ needs and 

make money? 

What product or service 

are you going to sell? 

 

Customer relationships 

How do you interact with 

your customers? Do they 

come to your shop? Do 

you go to them?  

  

Customer segments 

Who do you help?  

Who will pay your products 

or services? 

Key resources 

What do you need to get 

your business running? 

Material? Space? Skills? 

Channels  

How do you reach your 

customers to tell them 

about your business? 

Cost structure 

What costs will you have while running your business?  

Materials? Electricity? Rent? Salaries? 

Cost of production? 

Initial costs (equipment, machines, etc.) 

 

Revenue streams 

How do you make money? 

How much money will you make? 

 

Start 

here! 
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6. Short Market Analysis 

Preparation: 60 min, 
homework: min. 1 day. 

In the same groups built 
during the business idea 
exercise. 

Handouts – one for 
each group. 

• Youth think about who will buy their products and service. 

• Youth learn how market research can help them build a successful business. 

 

• Draw an example map on a flipchart.  

• Arrange the room in a way to youth can work in small groups. 

 

• Explain: We have identified our business ideas and are organised in groups. It is time to validate 

the idea. This exercise will help you to decide whether it is worth continuing with your business idea 

or whether you have to reconsider your choice. 

• Discuss the meaning of market research (on the handout): 

o Market research is the process collecting information to know what your customers want so 

that you can produce the right products at the right time and place. Market research will ena-

ble you to get to know whether there is a demand for your product or service.  

o It helps to identify existing market opportunities and challenges. 

• Organise the youth in their business-groups. 

• Give them time to go through the handout. Now discuss the different steps with them and help with 

preparations:  

1. Youth will think about where they will set up their business, who lives in that area, what the in-

habitants do for a living and what kind of businesses can be found in that area. To find out 

more, they can look at so-called secondary data, statistics and numbers from municipalities, 

cities or ministries. This information can be found online, or they can go visit the municipalities’ 

or WEO’s offices. 

2. They start interviewing potential customers. This can be people on the streets, friends or fam-

ily members. Before they go out, let them write down questions they would like to ask. 

3. After speaking to potential customers and getting the idea, they now go for a walk to observe 

other business selling similar products/services. They note down how many they can find, 

where they are located, how many customers they have, etc. There are guiding questions on 

the handout. It is important that youth note down their observations, e.g. in form of a map. 

There is an example on the handout. 

4. Youth go out to speak to a successful entrepreneur. They can learn from their experience. 

Help youth prepare their set of questions. You can find some examples on the handout. Come 

together in the plenary as part of the preparation and let each group share their questions. 

Write them on a flipchart. Ask each group to give you the name of at least one entrepreneur 

they will speak to. Encourage them to speak to as many as possible to get as much infor-

mation about other businesses as possible.  

5. In the end, youth will analyse the information they have collected and draw a conclusion. The 

table on the handout can help them. Do they still think their business idea is good? Why (not)? 

Do they have to change something for the idea to be successful? What? What is the biggest 

lesson they learned? Do they need more information/support? 

 

• In the next exercise the youth will present their findings. Give them the questions to prepare for the 

short presentation. 

•  Before wrapping the exercise up, give youth time to adapt their business sections 

based on their findings. What can they add? What do they have to change? 
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6.1. Present your findings 

60 min. In the same groups as before. Flipchart to do a 
poster with findings. 

• Youth practice their presentation skills by presenting the findings of their market as-

sessments. 

• They can compare the different findings and reflect on success factors for starting your 

own business. 

 

• Do an example presentation with a creative poster yourself. 

• For presentations make a nice setup with a small stage for presentations and a semi-

circle with chairs for listeners. 

 

• As an introduction to the topic, ask youth in plenary about their market assessments. What went 

well? Did they experience challenges? 

• Explain that the aim of the presentations is to learn more about other entrepreneurs and business 

ideas, but also to practice how to present short and convincing.  

• Start with giving a presentation you have prepared about your interview to showcase how a 

presentation could look like. 

• Now give the group time to discuss their findings and prepare the presentation (only if needed). 

Handout a flipchart to each group, where they can make a poster with their findings. The presenta-

tion time is 5 minutes exactly! It should cover the following aspects (let the group decide who will 

say what) 

o present the mapping (the overview over other businesses, the competitors) 

o outcomes of the interview with business owners:  

▪ What are the services offered? How are the customers? 

▪ When was the business established? 

▪ The answers of the (max. 3) questions you found most interesting (biggest challenges, 

etc.) 

▪ What you have learned from the interview for your own future business. 

o Answer the question: Is there a demand/ a market for my/our dream business in my/our se-

lected area? Why (not)? 

• Before the presentation, you may want to do the Tarzan scream (from module 2) to build self-confi-

dence in the youth. The audience will write down the differences and similarities to their own find-

ings. 

• Start the presentations. Stop after exactly 5 min. Give the audience a minute to ask clarification 

questions. 

• After all the presentations, invite the youth to share what they have learned what might be useful 

for their future businesses.  

 

In the end, let the different groups exchange their outcomes: Where are similarities/differences 

between their different analysis?  

 

• Remind the youth to speak loud and clear and face the audience. The first group to vol-

unteer to start deserves a round of applause. It is never easy to start! 

• Take the time and make sure the groups stick to it. 
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7. What is marketing? 

15 min. In plenary and in 
groups of 3. 

A4, Stripes of paper (min. 3 
per participant), masking tape. 

• Youth get an understanding of marketing. 

 

• Think about how you would define marketing and look up a common definition in the 

internet. 

• Arrange chairs in a circle with a clear view on the flipchart/blackboard. 

 

• Explain: Marketing is very important for a business. But what is marketing? 

• Give every participant a quarter of an A-4 paper and a marker. Ask them to write in big letters a 

word or definition that comes to their mind. 

• After that, ask them to pass on their paper to the person sitting on their right. Every participant now 

has their neighbour’s paper. 

• Let them use their neighbour’s thought as an inspiration to come up with a new thought them-

selves. Give every participant an empty piece of paper on which they can write that a new thought. 

Ask them to hand in their neighbour’s paper to you. For the second time they pass on their paper 

with their new thought to the person sitting on their right. 

• Make groups of 3 and hand 9 papers out to each group (ideally with as many different words as 

possible) 

• Ask them to discuss the thoughts on the papers and to formulate together a definition of ‘Market-

ing’. They write the definition of marketing on an A4-paper as big as possible. 

• Collect the definitions, hang them on the wall and start a discussion. Are there similarities? Under-

line the words or phrases that are found in more than one definition. Do they see (big) differences? 

What are the most important elements of ‘marketing’ that show up in the definitions? 

• Finally, the whole group decides which elements should be included in the final definition. Write 

down the final version on a new sheet. Ask participants to copy this definition in their notebook.  

 

• While the youth are busy writing down words, you can already have a look at the ones 

collected and form groups with as many different words as possible, which you can later 

hand out to the groups of 3. 
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7.1. Product pricing: Do the math! 

40 min. In small groups. Flipchart and markers 
pens. 

• Youth use exercises to understand how to calculate prices. 

• Youth define realistic prices for their example products/services. 

 

• Draw the graph on how to decide on the price on a flipchart. 

• Do the price calculations examples so you know the answers. 

 

Exercise 

• Make groups of 3.  

• Read out the stories below and have youth write down the numbers. Let the youth dis-

cuss with each other whether those businesses are profitable or loss-making. Ask them why 

they think this is? What could be the strong side of the business that makes profit, or what 

could be the weak side of the business that makes losses? 

• After each story, collect the possible answers (e.g. on a flipchart) and discuss in plenary. 

 

Case Study 1: 

Maude is a young woman who got TZS 80,000 from a cousin. She decides to take 

the opportunity to create her own business in trading fabrics. In January, she buys 

fabrics for TZS 70,000. She spends TZS 10,000 for transport to the capital to buy 

the materials. She sold the fabrics for TZS 100,000.  

• Is her business profitable? How much profit or loss does she make?  

• What new selling price do you propose? 

 

Case Study 2:  

Mohammed is a carpenter. He makes 4 tables. The cost for the first table is TZS 

35,000, for the next three tables, the costs are TZS 15,000 each. The selling price of 

one table is: TZS 20,000. 

• Is his business profitable? How much profit or loss does he make? 

• What new selling price do you propose? 

 

Case Study 3: 

A small commercial enterprise for trading sunflower oil starts its activities on January 

1st with TZS 100,000 in its cashbox. The selling price of one bottle of sunflower oil is 

TZS 5,000. 

• At the end of January, the enterprise pays TZS 70,000 for salaries and other ex-

penses. It receives TZS 130,000 from 26 customers. 

• During February, the enterprise pays TZS 130,000 for salaries and other expenses. It receives TZS 

80,000 from 16 customers.  

• During March, the enterprise pays TZS 150,000, - for salaries and other expenses and it receives 

TZS 30,000 from 6 customers.  

• Is this enterprise profitable? How much profit or loss do they make?  

• What new selling price do you propose? 
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Case Study 4: 

Irene runs a tailoring workshop and makes 10 dresses per month. She has the follow-

ing costs fix monthly: TZS 10,000 per month for transport to sell the dresses, TZS 

2,000 per month for their sewing machine, TZS 1,000 per month for stationery. 

• What other costs are there and how high could they be (e.g. materials)? 

• What are the production costs for a dress? 

• Based on this, what would be a reasonable selling price for a dress? 

 

• Based on the graph, explain how a price of a product or service is best defined.  

• Now the youth get together in their business groups and define the price of their product or service. 
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7.2. The 4 P’s of marketing 

30 min. In pairs. Flipcharts, paper, writing 
material. 

• Youth get familiarized with the 4 P’s of marketing and understand their importance. 

• Youth apply the 4 P’s of marketing to their own business idea and think about mar-

keting strategies tailored to potential customers. 

 

• Prepare the answers on the 4 P’s on a product or service you can offer yourself. 

• Arrange the chairs in a circle with a clear view on the flipchart/blackboard. 

 

• Introduce the four P’s in the way of ‘questions and answers’. Put one big P on the whiteboard or 

sheet and write ‘roduct’ next to it (Product). Continue with the other 3 Ps: 

P roduct 

The product should function properly (good quality) and it should be what customers 

need or want to buy. It has to be attractive (clean, nice, etc.), it needs to be distin-

guishable from your competitors. It needs to have a UNIQUE SELLING POINT! 

Questions: What makes your product different from your competitors? Describe your 

product/service as good as possible. 

P lace 

The product should be available where it is easy for customers to find it. Maybe on 

the market, in a big shopping centre; in a shop around the corner, in another vil-

lage/town or on the internet. 

Questions: Where is the best location for your business? 

P rice 

The price should be in balance with the production costs, the quality, the need and 

the fashion trends. A fair price should not necessarily mean that the item is at the 

cheapest price available. Customers are usually happy to pay a little more for a prod-

uct or service that works well in their view, that is attractive or has a good status. 

Questions: How do you set the best price for your product? (Do the calculation exer-

cise below.) 

P romotion  

Advertising and promotion attract customers to buy the product or services. Make 

sure information about the business will reach the right customers in the right place. 

Using your network is an important to promote your article.  

Questions: What are good examples of promotion? Brainstorm in plenary. 

• Next, the youth apply the 4 P’s of marketing to their own business ideas. Let them get together in 

their groups and apply the four P’s to their business idea. They should have solutions for each 

P. Let them write it on their business plan papers. 

• If time allows, let each group present quickly their ideas or select one or two groups (in max. 5 

minutes). 
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8. Operation and Management Plan 

60 min. In business idea groups. None. 

• Youth think about the more practical implementation of their business idea. 

• The group will set up a structure how they will be organised (role distribution). 

 

Operations Plan 

• Explain: The operations plan describes how you will make your product or carry out the service. 

It provides details on the business location, facilities, and equipment that is needed. It presents 

how the business will ensure product or service quality, productivity and safety of the operations. 

• Ask the youth to draw the following table:  

Equipment/Facility Description How will the group acquire it 

   

• Ask the following questions to help the youth fill it in. Do one or two examples together to ensure 

it is understood: 

o What physical resources are needed? This can be land buildings and other structures, ma-

chinery and equipment (down to a scissor or cooking pot). 

▪ What are the requirements for these resources? E.g. open area, electricity. 

o Where will the business be located?  

▪ What has to be considered? For ex.: Water, electricity, access to buyers/distributors, 

suppliers, special laws. 

▪ What are the advantages and disadvantages of different locations? 

• Let youth discuss the following questions and write down the answers (for the business plan): 

o What does the work process look like? Describe it. 

o How do you ensure that the quality of your service or product is good? Are there laws and 

regulations you have to consider?  

o What are the key inputs/raw materials needed for the product/service? How many do you 

need monthly? 

o From whom will you source these inputs/raw materials? 

o How will you ensure that you will have an adequate supply of raw materials? 

o How do you ensure the health and safety of your customers and workers? What safety 

measures will you take that nobody gets harmed? E.g. protective gear, checking quality of 

goods regularly, etc. 

 

Management Plan 

• Explain: The Management Plan section describes how the group business will be structured. It 

also identifies the human resources and skills that the business will need to meet the demands of 

customers. 

• Now the groups will prepare their organizational charts. Draw an example of a flipchart. 
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• The organization chart is a diagram showing the structure of the business. It is drawn using boxes 

for the job titles or functions and lines to demonstrate the relationship between the different posi-

tions.  

• For now, let’s focus on the people who are directly involved in the daily operations of the busi-

ness. 

• Tell the groups to draw together the organization chart of their own group. A review of your pro-

duction plan can help you identify the people that you need.  

• After completing the organization chart, the group describes the specific duties of each of the po-

sitions and the required skills, experience, and other qualifications. They can put the information 

in a table like the following: 

Position Job descripton Qualifications and skills 

   

 

 

• Make sure the groups take detailed notes. This will go into their business plan (let them 

check their handout for an overview). 

• Tell youth to update their business plan papers with new ideas and inputs. 
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9. Financial Plan 

120 min. In business idea groups. Handouts, Flipcharts, 
notebooks for youth. 

• Youth prepare the financial plan part for their business plan. 

• Through practical exercises they learn to calculate income, expenses and the bal-

ance. 

 

• Prepare yourself well for the exercise by going through it an doing the calculations for 

yourself.  

• Prepare the charts for the exercises on flipcharts. 

 

• Explain: The financial plan section of the business plan shows how much money you expect to 

make through your business. You will need to provide projections that would show that the busi-

ness will survive on the start-up capital until it makes a profit. In short, you have to demonstrate in 

this section that the proposed business is a good investment. Here you also present the money 

that is needed to start the business and how you will raise the required funding.  

• Explain the cash flow projection (revenue streams on the business plan sheets):  

o A cash flow projection is a plan that shows how much money a business expects to receive 

in, and pay out, over a given period of time. It is NOT the revenue.  

o It is important that a business always has enough money to remain functional; that means it 

must have enough money to pay bills, buy new raw materials or staff salaries. 

o Ask youth: How does money come into your business? How does money go out of your 

business? 

Together fill in the graph below on a flipchart (give examples for each): 

CASH IN: How does money come into your 

business? 

 

 

 

 

 

 

 

 

 

 

 

CASH OUT: How does money go out of your 

business? 

 

 

 

 

  

 

o Ask youth to differentiate between fixed and variable costs and what that means for their 

planning. (Answer: They should always have money put aside to cover the fixed costs).  

• Before starting with the cash flow predictions, we will do some calculations exercises. 

 

By producing and 

selling goods 

By giving 

a service 

By getting 

a loan 
By getting 

a grant 

By purchasing 

raw materials 
By paying 

wages and 

salaries 

By paying rent 

and electricity 

and other bills 

By paying for 

transport and 

other utilities 

By paying back 

loans and interests 
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Exercise 1: Calculating income 

• Draw the chart below on a flipchart with the labels of the head column. Tell youth that they will 

now calculate the income with an example.  

• Read out the following text to the youth and give them time to fill the table in:  

You and your friend have a small agro-business. You have 2 cows that produce together 5 litres of 

milk per day. You sell this milk for 650 TSH per litre to the Milk Collection Centre. The tomatoes in 

your vegetable garden are sold once a week for 4000 TSH at the local market. You also have 6 chick-

ens, each chicken lays 1 egg per day. You sell 5 trays for 7000 each per month to the neighbouring 

school. The remaining eggs, you use yourselves. How much money do you get for your milk, toma-

toes and eggs in April (=30 days)? 

• After giving the groups some time to fill it in, fill it in in plenary and discuss the answers. 

Item Quantity Income per item Quantity per month Income of item per month 

Milk 5 litres per 

day 

650 TSH per litre 5 litres * 30 days = 

150 litres 

150 litres * 650 TSH =  

97.500,00 TSH 

Toma-

toes 

1 bag per 

week 

4000 TSH per bag 1 bag * 4 weeks = 4 

bags 

4 bags * 4000 TSH = 

Eggs 5 trays per 

month 

7000 TSH per tray 5 trays 5 trays * 7000 TSH = 

Total income per month in April: 

 

Exercise 2: Total expenditures 

• Draw the same chart on a flipchart with slightly different labels in the head column. Tell youth that 

they will now calculate the expenses. Read out the following and tell them to fill the table in:  

You have not only made an income from your business, you also spent money to produce these 

items, this is called ‘cost of production’. Now we are calculating the total expenditures for April. 

You bought dairy meal of 12.000 TSH and dewormers 1000 TSH/each for the cows for the whole 

month. To fertilize the soil that month, you bought one bottle of fertilizer of 4500 TSH and two bot-

tles of pesticide of 3500 TSH each. 1500 TSH was spent on chicken feeds per week and you paid 

another 3000 TSH per week to the pikipiki to carry you and the tomatoes to the market. 

• After giving some time to fill it in, fill in your table in plenary with the solutions from the youth. Dis-

cuss the answers. 

Item Cost per item Quantity per month Costs item per month 

Dairy meal 12.000 TSH 1 bag 1 * 12,000 TSH = 

De-wormer 2000 TSH 2 de-wormers 2 * 2000 TSH = 4000 TSH 

Fertilizer 4500 TSH 1 bottle 1 * 4500 TSH = 

Pesticide 3500 TSH 2 bottles .. * 3500 TSH = 

Chicken Feeds 1500 TSH 4 bags 4 * ……….. TSH = 

Piki-Piki 3000 TSH 4 times .. * ………… TSH = 

Total expenditures in April: 
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Exercise 3: Profit or loss? 

• Explain: You know how much was generated from the farm in April and how much you have 

spent to produce and sell the milk, tomatoes and eggs. With this information, we can calculate 

how much we actually generated. The money that remains after the production costs are de-

ducted from the income is called profit. Ask youth to do the calculations for themselves.  

Income from production – Costs of production = Profit  

Income of production Cost of production Profit 

TZS ……………………………. TZS ………………………….. TZS …………………. 

 

 

Exercise 4: Preparing the income statement for your business 

• Explain: An income statement for a new business shows how much it will earn or lose during a 

given period of time. It shows the estimated amount of sales, cost of goods or services sold, ex-

penses required to run the business and the profits earned for a given period. 

• Draw the following example on a flipchart and let the youth copy it and fill it in:  

Income Statement of (Name of your group/business):  

For the Period (One year): 

Particular Unit No. of 

Units 

Unit 

Price 

Amount 

(TZS) 

TOTAL INCOME 

Income: money paid for your services or products 

    

Example: Sales from milk litre 100 2’000 200’000 

…      

TOTAL EXPENSES 

Expenses: money spent or cost incurred to generate 

income 

    

Example: Medicine for cows Dose 10 1’500 15’000 

…     

GROSS INCOME 

Profit: Total Income – Total Expenses 

    

Taxes 

(If you do not know tax rates, leave blank and include 

in your action plan) 

    

PROFIT/NET INCOME 

Gross Income – Taxes 
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Exercise 5: Preparing your balance sheet 

• Explain: A balance sheet is a statement that gives an overview over the financial situation of the 

business. It shows how much the overall business is worth. It adds everything the business 

owns and subtracts everything the business owes.  

• As the name says, a balance sheet has to be balanced (for that, draw a balance on a flipchart): 

 

• A balance sheet always has two parts and the amounts of these have to be the same! 

• Assets: Everything the business owns. This can be money in the bank, in the cash box, equip-

ment and facilities and stock and raw materials. This also includes accounts receivable, which 

means payments you still have to receive (open bills). 

• Liability: This is everything the company owes to someone else. This can be bank loans that ha-

ven’t been paid back yet, but also open bills. 

• Equity: This is everything the stakeholders’ (meaning the business owners or group member) 

have invested. This is what they would get if they business was closed (=liquidated). This in-

cludes the beginning capital that the members contributed, the net profit (which has been won 

through the business). Basically, it can be calculated as follows: Equity = Assets – liabilities 

 

• In plenary, fill in the following table. You can take the presented example, or you take an example 

for one of the groups: 

ASSETS 

All the things the business will own (their value) 

by 31 Dec.  

LIABILITIES + EQUITY 

Liabilities 

All estimated debts the company will have by 31 

Dec. 

Cash on hand 96,000 Sh. Debt (from loan) 150,000 

Sh. 

Raw material 90,000 Sh. Owners’ equity 

All the capital the business will have by 31 Dec. 

Equipment (machine) 100,000 

Sh. 

Beginning capital (contribution 

from members, 20,000 Sh.) 

120,000 

Sh. 

Open payment for delivery to cus-

tomer 

25,000 Sh. Retained earnings 31,000 Sh. 

Total assets 301,000 

Sh. 

Total liabilities’ and owners’ eq-

uities 

301,000 

Sh. 

 

• Let youth fill in their own table with an expected balance sheet of their own group. 

 

• Remind youth to update their business plan sheets, especially under “Cost structure” 

and “Revenue streams”.    

https://www.thebalancesmb.com/how-to-prepare-a-balance-sheet-393581


Helvetas Soft Skills Manual  Module 5: Entrepreneurship 

78 

10. Bringing it together: The business plan 

90 min. In business groups. Enough paper for youth, 
flipcharts. 

• Youth bring together the different sections they have prepared to make one, logical 

business plan. 

• Youth understand the criteria when preparing a business plan (You should have a 

business idea before developing a business plan). 

 

• Write the outline of the business plan with the different sub-chapters on a flipchart (you 

may still have the old one from the beginning of this module, hang it up visibily for eve-

ryone). 

 

• Explain: When you start your own business, you need to make a plan first. The business plan is 

a roadmap to help you define your goal how make a plan how to get there. This will help your 

business owner /group minimize risks of failure. A business plan can also be used by the busi-

ness in applying for support from banks, MFI, donors and local government. 

• In this exercise, you will put all information collected in the exercises and on the business sec-

tions into a business plan. Tell youth to split up the work in their group, in the end they 

should have a nice draft on paper – handwritten or even typed on a computer (this can also 

happen at a later stage).  

• Together revise the different sections of the business plan (they are also on the handout or on 

page 63 of this manual). Here are short descriptions:  

 

Executive Summary 

Although the executive summary is the first section of the business plan, it is written after all the other 

sections have been prepared. The reason for this is that it will draw from and synthesize all the im-

portant information from the other sections. This will be done in the next exercise. 

Business Profile 

Provides an overview of your business and business plan. It includes the following details: 

o Name 

o Address  

o Contact Details and Person 

o Number and type of members 

o Objectives of the business 

o What product/service is the business going to provide? 

o Who will be your customers? 

Marketing Plan 

This section provides the description of the products/services (your business idea) with emphasis on 

the value that you would be providing to your customers. It also presents a summary your market 

analysis with a focus on the market opportunities. You will then describe your strategies on how you 

will reach your customers and differentiate your business from competitors. 

Description of your product 

a) What is the product or service of your group? 

b) What are the key features of your product or service? 

c) How much do you target to produce in a month or year? 

d) What are the main uses of your product or service? 
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e) What makes your product/service better than what is already on the market? (unique selling 

point) 

Market description 

a) Who are possible customers?  

• Which group will you focus on? Why do you focus on this group? 

b) Why do your target customers need your product or service? 

c) What specific need in your target market will the product or service address? What problem 

will it solve? 

d) Who are your competitors? 

e) How can you compete with your competitors? 

f) What is the estimated demand for your product or service? 

g) How can you increase your market share over time? 

h) Is your market likely to grow? How much? 

Promotion and marketing strategy 

a) How will your target customers know about your product or service? 

b) How will you inform your target customers about your product or service and group? 

Distribution strategy 

a) How you will get your product to your target customers? 

b) What will be the main message(s) that you will communicate in your promotional activities? 

Pricing strategy 

a) How will you set the price of your product or service? 

Operations Plan 

a) What are the key inputs/ raw materials needed to produce the product or service? How many 

do you need per month? 

b) From whom will you source these inputs? 

c) How will you ensure that you will have an adequate supply of raw materials? 

d) What will be the key activities in your business? 

e) Where will your business be located? What are the requirements for the location? 

Management Plan 

Here comes your organisational chart and the different positions including required skills and experi-

ences. 

Financial Plan 

This section shows how profitable your business will be, how much you will need to start with and how 

you plan to manage your money. It includes the income statement/cost calculations for the first 

months or year and the costs and income you expect.  

The last module of record keeping will go into more detail. 
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11. Writing the Executive Summary 

30 min.  In business idea groups. None. 

• Trainee understand what executive summary is about and prepare it for their busi-

ness plan. 

 

• List parts on a flipchart (see table below). 

 

• Explain: The executive summary is the first section of the business plan. It is only completed after 

all the sections have been completed. It should provide a short, concise and optimistic overview 

over the business. It should capture the readers’ attention and makes them curious to learn more. 

• Now that youth have compiled their business plan, they will prepare the executive summary. Show 

them the outline on the flipchart. They will now fill each section with max 2-3 sentences. All the in-

formation they will get from their final business plan. 

• To save them, tell the group to split up the work. 

  

Executive Summary 

Name of Group 

 

Location 

 

Members 

 

Product/service and uses 

 

Production capacity 

 

Production Process 

 

Customers 

 

Human Resources/Management 

 

Financial Projection 
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12. The perfect pitch 

60 min. preparation 
time in class, more 
at home. 

In the same small groups 
in which they have pre-
pared their business 
plan. 

Flipcharts, paper, writ-
ing material, camera to 
record presentations. 

• Youth practice to pitch their business to real entrepreneurs and get feedback from 

them. 

 

• In case you are responsible for the event:  

o Set up a joyful and well-organized event. Consider inviting different entrepreneurs or 

small business people in line with the different business pitches. 

o Make sure the room has the right setting for a pitch: so only chairs, no tables. If pos-

sible, bring a camera to record the pitches. 

 

1. Let the youth prepare their 5 minutes-presentation in class. The aim is to convince the judges of 

their idea and business plan. They can use all the materials they have collected during this mod-

ule. 

2. Tell them to think of unique selling points. Use the following questions to help them prepare:  

• What is the goal of your business? 

• What is your mission? 

• Why is your business unique? 

• Why is your business different from other businesses? 

• Why do people want to buy your product? 

• Why are people looking forward to your product? 

• Why should people choose your business? 

• What are the advantages of your business? 

3. Let them think about the way they present their business. Let them divide parts of the pitch. Ask 

them to do some try-outs at home.  

4. Explain before the actual event the order in which the pitches will be presented and why this or-

der.  

5. At the event, start off with a pitch, one by one. Give the audience of entrepreneurs, small busi-

ness people and other subgroups time to write down their comments on the pitch. Hold a brief 

round of comments based on the notes taken by the entrepreneurs and start the next pitch. 

6. When all the pitches have been held, organize a final round of reflection during which the entre-

preneurs can inform the participants what they have observed; they give participants feedback, 

tips and tricks to work on. 

 

  

• The videos at the end will help youth to evaluate their own presentations. Make clear 

that the pitches are for their own use only and should not be distributed or published.  

• Manage the time very strictly: the pitches must not exceed 5 minutes. Set an alarm. 
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MODULE 6: ENVIRONMENTAL AWARENESS 
 

This module helps youth to better understand concepts of environmental conservation, climate 

change, and sustainability and their importance.  

Beyond raising awareness of climate change, the module aims to inspire youth to explore innovative 

green business ideas that drive economic growth while promoting environmental sustainability.  

This module is based on the Boosting Green Employment and Enterprise Opportunities in 

Ghana (GrEEn) project training materials “Social Skills and Business Development Curricu-

lum” and training materials from other organizations. 

 

 

1. Green Team 

45 min. In small groups and in 
plenary. 

Gloves (old cloth/paper to 
pick up trash), bag to put 
trash. 

• Youth learn more about waste and waste management. 

• Youth learn the different types of waste and how to manage them. 

 

• Familiarise yourself with the concepts of waste and waste management, including 

examples of degradable and non-degradable waste. 

• Identify a safe area for youth to collect waste. 

 

 Exercise 
 

• Start by asking participants: 

o “What is waste?” 

o “What is waste management?” 

• Record their responses on a flip chart or board.  

• Briefly explain: 

o Waste: Unwanted materials that are discarded after use. 

o Waste Management: The processes involved in handling waste from its creation to 

its disposal or recycling. 

• Divide youths into groups of 3-5. 

• Give instructions: "Go outside and collect different types of trash in the surrounding area for 15 

minutes. Be careful and avoid collecting anything that may be dangerous." 

• After collection, each group presents the waste they have gathered, and they categorise the 

waste as degradable and non-degradable waste. 

• Discuss in plenary, and each group explains why they think the waste they sampled belongs to 

that type of waste. 

• Reflect: Ask youth to relate to their home/working environment: 

o How is waste managed?  

o Why is it problematic to just throw trash/waste into the environment?  

o Problems of trash can be: It can pollute ground water/earth, it can damage ani-

mals and humans (a child can step on broken glass, goats can eat plastic), a 

lot of trash can block sewage and leas to flooding during heavy rainfall, etc.. 
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o How can you contribute to a better waste management? 

• End the discussion with a short brainstorming on how all waste can be managed. 

 

It is important that each youth can later distinguish the types of waste, and how they can 

manage them. Your role as a facilitator is to moderate the discussion and intervene when 

something is unclear, or the group is quiet. 

 

 

 

 

! 

 

 

2. Climate Change: The Problem Tree  

40 min. In pairs and in ple-
nary. 

Flipcharts, sticky notes/small 
cards, markers. 

• Youth will be able to explain climate change, its causes, effects, and potential oppor-

tunities associated with addressing climate change. 

 

• Draw a problem tree on a flipchart. Make sure that the participants recognize that the 

illustration is a tree!        

• Make sure you are familiar with climate change, causes, and effects of climate 

change. This video can help you: https://www.youtube.com/watch?v=G4H1N_yXBiA  

 

Exercise 
 

• Show participants the problem tree. Ask them what role the roots play in a tree (they feed it and 

make the tree grow bigger) and ensure they can recognize the branches. 

• Write or draw the name of the problem on the trunk of the tree – ‘Climate Change”. 

• The next step is to identify the causes of the problem. Ask participants to place the written cards 

on the bottom and justify their answers. 

• After completing the causes, now identify the effects and let youth place the cards on the top on 

the branches and justify their answers. 

• Make sure you ask them specific questions (Why do you think that? Who has a different opin-

ion? 

• Once the diagram is ready, ask them to explain the whole thing. Also ask the participants to start 

exploring possible solutions to deal with the causes and effects of the problem. Make it clear 

that they can be responsible for many of these solutions. And that some of these solutions could 

also mean potential economic activity that could help them as well. 

  

 

How you use this Problem Tree exercise will depend on how knowledgeable your group is 

about climate change. If you find that they are already familiar with the key facts about cli-

mate change, run through the exercise with them as a recap. If, however, you perceive 

that the participants are not as knowledgeable about climate change, take more time over 

the exercise and use the prompts more carefully.  

https://www.youtube.com/watch?v=G4H1N_yXBiA
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The Problem Tree (including examples/solutions):  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Problem:  

Climate Change 

Causes 

Effects 

Deforestation 

Cutting down of trees 

for firewood 

Pollution of environ-

ment 

Greenhouse gases  

Burning fossil fuels (gas) 

Less rain/droughts 

Land degradation  

Extreme weather events 

(Lots of rainfall in a short time) 

Higher temperatures 
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3. Green business challenge 

95 min. In pairs and in ple-
nary. 

Information slips, flipcharts, 
cards, pen/paper. 

• To help participates identify and apply green business concepts to local contexts, 

fostering creativity, teamwork, and understanding of sustainable practices. 

 

• Inform yourself about businesses in the areas, that are sustainable or have a green 

component that you can use as examples (see some examples below).  

 

Exercise 

1) Introduction (10 minutes) 

a) Begin with a short icebreaker. “If you could solve one environmental problem in your com-

munity, what would it be?” Let a few participants share their ideas. 

b) Briefly explain what green businesses are and why they matter, referencing challenges like 

deforestation, waste management, and extreme weather events. 

2) Team formation & Scenario Assignment (20 Minutes) 

a) Form teams: Divide participants into 4-5 small groups each representing a business type 

(e.g., farming, retail, manufacturing, food service, or transportation). 

b) Assign Scenarios: Provide each team with a local business scenario. Example: 

i) Team 1: A tailoring shop in Dodoma 

ii) Team 2: A restaurant in Chamwino 

iii) Team 3: A ginnery in Singida 

3) Green Business Brainstorm (30 minutes) 

a) Task: Teams brainstorm ways to make their assigned business more sustainable. 

b) Guiding Questions (on flipchart) 

i) What environmental challenge does this business face? 

ii) How can this business reduce waste or energy use? 

iii) What local resources or green technologies could help? 

iv) How will these ideas save costs or create new income opportunities? 

4) Pitch & Feedback (20 minutes) 

a) Presentation: Each team gives a 2-minute pitch explaining their green ideas and their po-

tential impact. 

b) Feedback: Other teams and the facilitator give constructive feedback using prompts like; 

i) “What’s the most innovative part of their plan?” 

ii) “What challenges might they face and how can they overcome them?” 

5) Reflection & Takeaway (15 minutes) 

a) Discuss as a group: 

i) What did you learn about making businesses more sustainable? 

ii) How can these ideas be applied in your community or personal ventures? 
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A green business idea prioritises environmental sustainability, minimises negative ef-

fects on the environment, and uses natural resources responsibly while generating a 

revenue (income). Here are some examples:  

 

• Eco-Friendly Briquettes: Produce briquettes from agricultural waste, sawdust, or charcoal 

dust as a sustainable alternative to firewood. 

• Tree Planting and Nursery Business: Grow and sell seedlings for reforestation and agro-

forestry. 

• Composting Services: Collect organic waste to create and sell compost for sustainable 

farming. 

• Rainwater Harvesting Systems: Design and sell systems to collect and store rainwater for 

households and farms. 

• Upcycling and Recycling: Transform plastic, glass, or metal waste into useful products 

such as furniture or crafts. 

• Beekeeping: Establish bee hives for honey production and byproducts like wax and propo-

lis. 

• Natural Dye Production: Create eco-friendly dyes from plants and sell to local artisans or 

textile businesses. 

 

 

What is a circular economy?  

Instead of constantly producing new things and throwing away things we don’t use any-

more (this is called a linear economy), in a circular economy broken things are re-

paired, and waste is reused or repurposed to create new value. Generally, the circular 

economy is all about rethinking how we use and reuse things. Instead of just making, using, and 

throwing stuff away, we focus on designing products that can be reused, repaired, or recy-

cled. It’s like turning waste into new resources, keeping materials in a loop so we don’t keep taking 

more from nature. This helps reduce pollution, save resources, and build a more sustainable future. 

Explanatory video: https://www.youtube.com/watch?v=zCRKvDyyHmI or 

https://www.youtube.com/watch?v=sQwHC7V6sJY or https://kids.earth.org/life-on-land/the-circular-

economy-explained-to-kids/#:~:text=A%20circular%20econ-

omy%20is%20a,does%20not%20harm%20the%20environment. 

 

 

 

https://www.youtube.com/watch?v=zCRKvDyyHmI
https://www.youtube.com/watch?v=sQwHC7V6sJY
https://kids.earth.org/life-on-land/the-circular-economy-explained-to-kids/#:~:text=A%20circular%20economy%20is%20a,does%20not%20harm%20the%20environment
https://kids.earth.org/life-on-land/the-circular-economy-explained-to-kids/#:~:text=A%20circular%20economy%20is%20a,does%20not%20harm%20the%20environment
https://kids.earth.org/life-on-land/the-circular-economy-explained-to-kids/#:~:text=A%20circular%20economy%20is%20a,does%20not%20harm%20the%20environment
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MODULE 7: ADMINISTRATION & RECORD KEEPING 
 

This is a dry, but very important module! To get funding and run a successful business, having an 

overview over your finances is key. Therefore, recording keeping is crucial. Further, this module 

goes into business registration and capital acquisition.  

 

 

4. An introduction to bookkeeping 

20 min. In pairs and in plenary. Printouts for exercise. 

• Youth understand the key words of bookkeeping and are prepared for the following 

exercises. 

 

• You need an empty wall. 

• Prepare the material needed for the exercise. 

 

• Explain: To be successful with your business, you need to 

keep track of your money: How much you spend on your 

business and how much you earn from it. It means you 

keep all your documents in a book or on a computer. 

Keeping track of the money that comes in and goes out is 

important to understand how your business is doing and to 

plan ahead.  

• Handout the printouts to groups of 2 (1 paper each). Some 

papers have terms on them, other explanations. Youth 

have to find the matching pair and stick it together to a 

wall/or lie it on the floor. 

• Discuss the solutions in the whole group. 

• Ask the following questions and discuss in small 

groups or in plenary: 

a) Who keeps records from his/her farm/business or 

household? 

b) How often should you keep records? And where do 

you store them? 

a)  In your farm/business/household, who should be the 

one to keep the records? 

b) What is the purpose for keeping records? Do you think 

it is important? 

• Reasons for keeping records:  

i. It helps to keep memory of the sales and expenditure. 

ii. It can be used to know whether you are making profit or loss. 

iii. It enables you to keep track of your business progress. 

iv. It can enable you to get loan /grants. 

v.  It helps you to get fair tax estimates.  

Record keeping To keep all your documents 
stored in a book or computer 

Sales/Income Total amount of money earned 
from selling a product/service 

Cost/Expendi-
ture 

Money used to pay salaries, raw 
material, equipment, rent, elec-
tricity and other relevant costs 

Profit Sales are higher than costs 

Loss Sales are lower than costs 

Daily records No. of items produced/sold 
(mandazi, milk, etc.), money re-
ceived through sales, other ex-
penses, e.g. for transport. 

Weekly/monthly 
records 

Salaries, electricity bills, rent & 
other weekly or monthly bills 

Other records employment contracts, com-
pany registration, certificates, 
TIN number, etc. 
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5. How to keep records 

60 min. Alone. Flipcharts, marker pens, 
writing material for youth. 

• Youth get a clear understanding on how they can do a simple bookkeeping and 

recordkeeping. Youth will: 

o learn how to do simple daily bookkeeping 

o how to records credits (debtors) and orders 

o how do write contracts 

 

• Do the calculations yourself to make sure you fully understand them. 

• Write the chart for the exercises on a white or blackboard (or flipchart). 

• You will need to draw/write a lot in this exercise, a blackboard is great to have. 

 

Exercise 

Bookkeeping 

• Everybody knows now how to calculate profit and loss. But how do we keep books? Draw the 

following table on a white/blackboard or flipchart. 

 

• Tell the youth they have a business and they have the following income and expenses. Make 

sure they can follow and fill the information in their tables:  

Day 1:  

• Starting capital: 1000 

TZS 

• Sales: three kg sugar ( 

3000 TZS each) 

• Sales: 5 kg wheat flour 

(1400 TZS each) 

• Sale of 1 liter of cooking 

oil 3000 TZS 

• Daily salary for 1 person 

6000 TZS 

Day 2 

• Buying of raw materials 

4000 TZS 

• Sales of maize flour 3000 

TZS 

• Sales of 1 kg of wheat 

flour for 1400 TZS 

• Transport of raw materi-

als 500 TZS 

• Daily salary for 1 person 

6000 TZS 

Day 3 

• Sales maize flour 3000 

TZS  

• Sale of 2 kg sugar for 

3000 TZS each 

• Sale: 3 liter of cooking oil 

3000 TZS each 

• Daily salary for 1 person 

6000 TZS  

• Pay rent: 10’000 TZS 

 

 

• Give youth time to fill in their table. Then, discuss the solution together.  

o What is the profit or loss for each day? 

o What is the overall profit/loss in these three days? 

Date Description Income Expenses Balance 

1/5    1000 

Date Description Income Expense Balance 
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1/5 3 kg sugar for 3000 TZS each 9000  10’000 

1/5 5 kg of wheat flour for (1400TZS each) 7000  17’000 

1/5 Sale of 1 liter of cooking oil 3000 TZS 3000  20’000 

1/5 Daily salary for 1 person  6000 14’000 

1/5 Balance 14’000 

2/5 Buying of raw materials (4000 TZS)  4000 10’000 

2/5 Sales of maize flour 3000 TZS 3000  13’000 

2/5 1 kg of wheat flour (1400 TZS) 1400  14’400 

2/5 Transport of raw materials 500 TZS  500 13’900 

2/5 Daily salary for 1 person  6000 7’900 

2/5 Balance 7’900 

3/5 Sales of maize flour 3000 TZS 3000  10’900 

3/5 2 kg sugar for 3000 TZS 6000  16’900 

3/5 3 liter of cooking oil (3000 each) 9000  25’900 

3/5 Pay rent (10'000 TZS)  10’000 15’900 

3/5 Daily salary for 1 person  6000 9’900 

3/5 Balance 9’900 

 

• Profit and loss Calculation: Ask participants what the profit is made in these three days (In-

come - expenses) overall (minus balanced in the beginning) (solution: 8'900 TZS (balance minus 

start capital) 

• What is the profit of each day? (solution: Day 1: 13'000 TZS profit, day 2: 6'100 TZS loss, day 3: 

2'000 TZS profit) 

 

Record management  

• Explain: Selling on credits bears a big risk. However, if you decide to sell on credit, make sure 

to write it down and let the customer sign. Then you know how much your clients owe you and 

you can keep it as evidence in case they don’t pay. This is an example of a customer debtor rec-

ord (write this on a sheet/board for everyone to see): 

Name of the customer: Mr. Mchele 

Address: box xxx tel. xxx, email: xxx Iringa 

Credit limit: 75000 

Date Details Credit amount Amount paid Balance Signature 

1/5 I bag of rice 60,000  60000  
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 Repayment  10000 50000  

 Repayment  10000 40000  

 

• Ask the youth to copy the example neatly in their workbook. Check their tables.  

 

• If your customers place an order, it is best to fill an order form to avoid misunderstandings about 

the price, amount or type of order. Here is an example:  

ORDER 

Name: Ann Chikware 

Address: Box 284 Lindi 

Date : 20/4/2018 

Type of product catering service 

Type of food ordered 

Amount of plates 2000 

Delivery Date: 25/4/2018 

Price per plate : 5000 

Total amount to be paid: 1, 000, 000 

Down payment: shs 400000 

 

• Ask the youth to copy the example neatly in their workbook. Check their tables.  

 

Contract management 

• Contract management is the way of dealing and recording agreements with customers, vendors, 

partners or employees. Contract Management provides stability for your enterprise, especially if 

involved in agriculture or poultry farming and it is advised that both parties involved sign an 

agreement form (either have an example printed or draw it on a flipchart). 

CONTRACT FOR SALE OF CASHEW NUTS 

 

I, Ann Kimbe of P.O. Box 345, Dodoma 

 

this day of 20th April 2020, have entered into contract with  

Mr. Abdallah Juma of Box 111, Nyerere street, Dodoma 

to sell to him two (2) tons of grade B cashew nuts on 15th August 2020. The price agreed is 

200,000 TZS per ton in total 400,000/ TZS 

The two parties have signed here as seen below: 
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Mrs Ann Kimbe Mr Abdallah Juma 

_____________________ _____________________ 

Date_________________ Date_________________ 

 

• Ask the youth to copy the example neatly in their workbook. Check their tables.  

• As the youth: What are the benefits of signing a contract? Suggestions:  

o You are assured of business since you have a commitment from the partner. 

o It ensures the farmer on the sale of his/her products because s/he already knows the buyer. 

o It helps to prove that you are a trustworthy person and cannot cheat or betray the customer. 

o In case of any breach of contract either party can sue one another through the court. 

 

• It is boring to copy all these forms, but it may help youth to understand them and if they 

need them later, they already have a starting point. 

• Encourage groups to make forms specifically for their business. 
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6. Registration of your business 

30 min. In plenary. Flipcharts and markers, 
notebook for youth. 

• Youth learn about the advantages of being registered and how to go about that. 

 

• Bring yourself up to date – what are the latest requirements for registering a 

business? You can also invite an expert (e.g. from city council or a successful 

entrepreneur). 

 

• If you want to do serious business, you should register your business. You can register at district 

level through the trade department with the Business Registration and Licensing Agency 

(BRELA) an agency empowered by the government under for business registration. 

Registering your business. 

There are many reasons why it makes sense to register your company: 

a) To be in good standing: It is in your best interest to ensure that if you are operating that you 

have a registered business. Registration of a business can be done at different levels from Local 

Government Licensing to registering with Business Registration and Licence Authority (BRELA). 

b) You can attract funding: If you are registered, it is easier to get funding, e.g. a loan from your 

bank. E.g., if you register your company and you get an order from a customer. You can show the 

order to them. This gives them confidence that the money they are giving you will be recovered.  

c) Your business looks more professional: Once you have registered your business, you can 

open a business account and give your bank details to all your customers. This will let them know 

that their money is safe with you. 

d) Secure your brand. Registering your business name gives you the safety of exclusively because 

nobody will be allowed to use such business name. 

 

Paying taxes 

A tax is a compulsory contribution from a person or a company to the state. It is used to cover ex-

penses which are in the interest of the whole society, such as the construction and maintenance of 

roads and infrastructure (also water pipes and electricity infrastructure), schools (education) and 

health facilities (hospital, etc.) The Tanzania Revenue Authority (TRA) is charged with the responsibil-

ity of managing the assessment, collection and accounting of all central government revenues. 

On most products and services sold there is a tax, so every person who buys things also buy taxes, 

especially, when the products are imported from other countries.  

Most petty traders and entrepreneurs are not registered as taxpayers because to be a taxpayer you 

have to be registered with the (TRA) and obtain a TIN (Taxpayer Identification Number). Therefore, 

most small businesses pay levy known as ‘Development Levy’ and receive a receipt for every pay-

ment made to Tax collectors at District level.  

Types of Taxes include those that are collected at the marketplace on daily basis from the market 

traders, Transportation tax which is collected from public transport owners, an individual consumer 

pays value added tax on each consumer product/good for example cigarettes, beer, airtime on mobile 

phones services. 

Get an entrepreneur ID-card (costs: 20’000 TZS) for one year. 

if you grow bigger, you can register as a business with the city council. You will have to pay taxes, but 

your credibility as a business will grow.  

If you continue to grow, you can register as a company to attract investment.   
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7. How to secure capital 

60 min. In plenary and in busi-
ness groups.. 

Small papers for 
brainstorming. 

• Youth think about ways to get starting capital for their business idea. 

 

• Try to find an external person to speak about loans. 

 

Exercise 

• Explain that to start a business, investment is often needed to buy equipment for production (e.g. 

sewing machine, drying machine for fruits, etc.). 

• Hand out the small papers to the youth and let them write down ideas how to get money to start a 

business. Then let them hand you the papers, write the idea on a flipchart and discuss their ad-

vantages (+) and their disadvantages (-). 

• Ways to get funding for starting a business:  

o Personal savings (saving little amounts from side activities and putting them aside to invest 

them in your dream business later) 

o (+) you don’t owe the money to anyone and cannot become indebted 

o (-) needs commitment and may take a long time to save 

o This topic has been discussed already – what could be ways of saving for your business? 

Let youth give examples they remember. 

o Borrow money from (This is called a loan - You will get a certain amount of money, which you 

have to pay back in a given time period). This can be: 

o from relatives/friends 

o from saving groups 

o from banks 

o from Micro-finance institutes 

o (+) Bigger amount, helps your business to grow faster 

o (-) Danger of becoming indebted, needs a clear business plan what the money is used 

for and how and when it will be paid back, may need collaterals (can be land, or equip-

ment bought, e.g. pikipiki), sewing machine) 

Budgeting 

• Before taking a loan, it is important to be very clear WHY you need it, for WHAT and whether 

there is no other possibility to get capital. For this, it is important to make a financial plan/budget. 

• Budgeting means preparing detailed financial statements to show what expenses and income are 

expected in the future (over a specific time period). Creating a spending plan helps you to deter-

mine whether you will have enough money for your plans (or to pay back a loan). 

Getting loans 

To choose which kind of loan suitable for your business it is important to consider different criteria: 

o Amount of loan needed  

o Interest rate of the loan 

o Goals of the loan  

o Time of loan payment 

o Possibility of getting another loan after restoring  

Things to consider before taking a loan 



Helvetas Soft Skills Manual  Module 7: Administration and Record Keeping 

94 

o The amount of loan repayment, including principal, interest and fees (you will have to repay more 

than you borrowed) 

o The sources of income or savings to make those repayments (repayments should not be more 

than 20% of your monthly income) 

o If the asset bought with a loan will outlive the loan and will continue earning income 

o Borrow the amount of money you can afford: Will the income from selling your products/services 

be high enough to repay the loan AND make profit?  

o Keep record of the amount of loan payment cycle 

o DON’T borrow for your personal consumption  

o If you cannot pay, be honest to the lenders about your problems 

o Get advice about how to pay debt from lenders, friends and family  

Opening bank account 

Often, to get a loan you need a bank account. Usually this process takes one day. To open an account 

visit the customer service desk of your desired bank. Most banks require two identification documents 

(e.g. voter’s ID card, driver's license, national ID card, passport or birth certificate). You will also need 

other documents, such as groups minutes signed by all group members agreeing to open a bank ac-

count, etc. The bank will inform you on that. They will also give you a form to fill, which you need to 

take to the mtaa/village government to endorse it. You will also need an introduction letter from the 

mtaa/local government.  

Collaterals: For many loans, you will need collaterals. These are material things which will be taken 

by the creditor (the person giving the loan) in case you fail to pay back the loan. This can be land, 

house, motorcycle, etc.  

Interests: Interests have to be paid when lending money. It is a certain percentage of the overall 

amount. You also get interest on a savings account in a bank.  

o Solve the following exercise as an example:  

 

Calculating your interest rate 

You take a loan of 200’000 TZS from a Micro-Finance Institute. You have to pay an interest of 8% and 

you have to pay it back after two years. You will do monthly payments.  

- How high is the interest you will pay? (solution: 16’000 TZ = 200’000 TZS*0.08) 

- How much will you pay overall? (solution: 200’000 TZS + 16’000 TZS = 216’000 TZS) 

- How much will you pay monthly? (solution: 2 years is 24 months = 24 payments: 216’000        

  TZS / 24 = 9’000 TZS) 

 

Where to take a loan 

• VICOBA (interest: 5%), no collateral  

• VSLA (interest: 10%) 

• Youth Development Fund (more information below) 

• Microfinance Institutes (interest: 15% and upwards) 

• FINCA 

• If you have a bank account, enquire with your bank. Most probably, you will need collaterals. 

Bank interests are high, up to 25% 

• Majembe auctions 

Youth Development fund from the District Council 

- Funds are provided to qualified Youth groups. 

- The funds are requested by the team itself in writing the project document, filling out the form and 

signing with the District and Regional Youth Officer and then sent to the Ministry. 
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- They must be 15-35 years old this is according to the Youth Policy of 2007. 

- The relevant youth must be enrolled in the group and registered with the Council. 

- The relevant group must have and open a bank account. 

- The relevant group should have written a letter of credit application accompanying the project brief 

that outlines the cost of the project, summarizing their loan application session and attach a copy of 

the registration certificate. 

- The application is sent to the relevant Ward where all the parties' applications are collected, 

passed to the WDC and forwarded to the Council. 

- Councils / Department of Social Development gathers all applications and goes to review the 

groups. 

- After the review the application is sent to the District Credit Committee which after approval groups 

are deposited into their accounts. 

- For a group to be registered it must have a Request for Registration, a Constitution and a Sum-

mary of the session that decided the group to be registered. 

- The group should have a maximum of 10 Youths onwards. 

- It should pay a registration fee of Shs.20,000/= 

- For registration to be completed the group will receive a registration certificate from the Dodoma 

City Council. 

- After registration it should open a bank account. 

 

• Give youth time to discuss where they could get money from for their business idea.  

 

• If you can get a businessperson or somebody from the local government to speak 

about how to get finances – great! Make sure the views are balanced and all angles 

(pros and cons) are considered. 
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ATTACHMENTS 
  



Module 1: Know yourself! 

Exercise 1: Golden Moments  
 

What has touched 

you deeply in the 

past? 

What is the nicest 
thing somebody 
ever did for you? 

Of whom do you 

have a nice 

memory? 

What is your most 
beautiful or happiest 
memory of a trip or 

holiday? 

Let a memory of a 
miracle or a wonder-
ful event come up. 

Do you have a 
memory of which 
you doubt the cor-
rectness, but that 
you cherish any-

way? 

Think of a favourite 
object/piece of 

clothing/house/spot/ 
picture and evoke 
the story that is at-

tached to it. 

What is the best 
you ever tasted, 

smelled or 
sensed? 

Look back at a mo-
ment in which you 

made a decision that 
afterwards has 

proven to be very im-
portant. 

What has made you 
intensely happy? 

 

What is your soft-
est/smallest/ 
dearest/most 

pleasant 
memory? 

Have you ever 
been helped exactly 

at the right mo-
ment? 

 

Can you remember 
a beautiful conver-

sation? 

What was the most 
beautiful moment to-

day? 

Can you recall a mo-
ment in which you 
realized you had a 
certain power or 

strength? 

Can you remem-
ber a moment in 
which you could 

feel that you were 
on the right track? 

 

Think of a moment 
in which you shared 
in the happiness of 

someone else. 
 

What fear did you 
overcome glori-

ously? 
 

Do you have a secret 
only you know? 

 

Can you recall a mo-
ment in which you 
were overwhelmed 

by nature, or felt one 
with nature? 

Can you recall mo-
ments in which 
you were very 

proud of yourself? 

What was a clarify-

ing and healing in-

sight or an im-

portant discovery for 

you? 

Think of some-
thing that hap-

pened to you and 
that only you 
know about. 

What is your most 
beautiful memory of 
giving something to 
someone or doing 

something for some-
one? 

Which memory 
would you never 

want to lose? 

Think of a future 
memory you could 
create right now. 

Think back to a 

wonderful time that 

gave you pleasure 

What is the most 
beautiful thing or 

sight you ever 
saw? 

Mention a moment in 
which you were ex-

tremely lucky. 

Make up a memory 
you would have 

liked to have had or 
which you cherish. 

Have you ever 
been exceptionally 
happy in the past? 

Did you ever have 

the experience of an 

amazing finding or 

invention? 

Let a beautiful 
memory come to 
the surface, one 
you have never 
shared with any-
one else before. 

Let a memory of 
love, intimacy or 
peace come up. 

Think back to a mo-
ment of forgiveness. 
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Module 1: Know yourself! 

 

Exercise 7: Career Value Cards 
 

 
Social interac-

tion 
Socializing at 

work 

 

 
Cooperation 
Working to-

gether to 
achieve the 
same goals 

 

 
Money 

Earn a good in-
come, now and 

in the future 

 

 
Certainty 

A steady job 
that I can rely 

on 

 

 
Creativity 

Being able to be 
creative or in-

ventive 

 

 
Competition 

Having the op-
portunity to 

show I am bet-
ter at something 
than someone 

else 
 

 
Appreciation 
Noticing that 

people appreci-
ate what I do at 
work and how I 

do my work 
 

 
Open air 

Having the op-
portunity to 
work in the 

open air 
 

 
Variation 

Having variation 
at work 

 

 
Enjoyable 
Having nice 

coworkers and 
a great atmos-
phere at work 

 

 
Tangible re-

sults 
Creating things, 

being able to 
show my work 
by producing a 
concrete result 

 
 

 
Regularity 

Working regu-
larly on the 

same subjects 
 

 
Societal im-

portance 
Working for a 
better world 

 

 
Physical effort 
Doing work that 

is physically 
challenging 

 

 
Clarity 

Working in an 
environment 

that has clearly 
described rules 

and goals 
 

 

 

 
Independence 
Being able to 
organize my 

work the way I 
prefer 

 

 
Work-Home 

balance 
A job that can 
be combined 

with care for a 
family 

 

 
Status 

Holding a posi-
tion that evokes 
respect in soci-

ety 
 

 
Friendship 

Having many 
friends at work 

 

 
Travelling 

Travelling a lot 

for my work 

 
Location 

Working in a 
specific region 

 

 
Risk 

Having an excit-
ing job in which 
I have no idea 
what to expect 

 

 
Helping other 

people 
To be of use to 
people, to help 

them 
 

 
Challenge 

Doing a job that 
asks a lot of ef-
fort and chal-

lenges my qual-
ities 

 

 
Peace 

Low pressure 
and no annoy-

ance 
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Module 4: Interpersonal Communication 

Module 4 
Exercise 8: Role Play Customer Service 
 

1. You don’t know the answer 

Customer: You come into the small duka to buy nuts. You want to know whether there is 

only salt on the cashew nuts or also spices because you don’t like spices.  

Seller: You don’t know whether the nuts have spices on them or not. How do you react?  

 

 

2. An item isn’t available. 

Customer: You go into an electrical store and you would like to buy a plastic kettle. You are 

not happy that the product is not available.  

Seller: You don’t have the kettle your customer wants anymore. How do you react? 

 

 

3. You have to tell the customer no 

Customer: The screen on your phone is broken and you are convinced it can be fixed. A 

friend had a similar case and it was fixed in this store. You are not happy. 

Seller: You have one look at the phone and you know this cannot be repaired, the customer 

has to buy a new phone. You could try repairing it, but the chances are very high it won’t 

work, you don’t want to take the risk. How can you say «no» to this customer? 

 

 

4. The customer wants you to bend the rules 

Customer: You know the grocery store sells on credit. You have done it before. Sometimes 

you don’t pay in time, but now you only need a very cheap item on credit, which you ask the 

seller to give you. You try to convince him by saying otherwise your family will go hungry to-

night. 

Seller: Once a customer has failed to pay the credit within a certain period, you don’t sell on 

credit again. You feel sorry for your customer, but you know you cannot give the credit (your 

job can also be at risk). How do you react?  
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5. The customer received a broken product 

Customer: You bought a solar lamp at this store a week back and after using it twice, it 

doesn’t work anymore. You are sure you haven’t done anything wrong and you are veeery 

angry and act a bit rude.  

Seller: You know that there are sometimes issues with this lamp. What are you going to do 

with the situation? How do you calm your customer down? 

 

 

6. You’re in the wrong 

Customer: You brought your motorcycle to get a new, red colour. Now it is blue. You are 

sure you wanted a red one.  

Seller: You know you have messed up, because you didn’t remember the colour. Your boss 

won’t be happy. What do you do now?  

 

 

7. The customer asks for a «family-discount» 

Customer: The seller is your younger cousin, you are his/her senior by a few years and 

s/he should listen to you. You only want to buy some bread and ask for a discount. You 

know this is the price they buy it in for and try to convince him/her.  

Seller: This is your first month on the job and you have clear instructions not to give dis-

counts. How do you deal with the situation? 

 

 

8. The customer does not respect you due to your age and gender 

Customer (old, respected man): You are a respected elder in the community and know 

the seller, a daughter of one of your friends well. You deliver milk to her and last week she 

was telling you the quality was not good and how to make it better. You never had any prob-

lems before and have always been delivering milk there. You are convinced there is no 

problem with your milk. 

Seller (young woman): You buy milk from farmers which you re-sell. A respected older 

customer has been bringing milk of bad quality and has not improved even after you have 

told him. Further, he is a good friend of your father and very respected in the village. What 

do you do? 
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MARKET ANALYSIS AND BUSINESS PLAN PREPARATION 
 

When you start your own business, you need to make a plan first. You need to know whether there is 

an interest to buy your product or service (=market) and how you want to do it (=business plan).  

The following pages will help you to answer these questions as a group. 

 

Short Market Analysis 

What is a market research? 

Market research is the process collecting information to know what your customers want so that you can pro-

duce the right products at the right time and place. Market research will enable you to get to know whether 

there is a demand for your product or service.  

Market research helps to identify existing market opportunities and challenges. 

Your task: You will now speak to customers, as well as with other businesses. You can learn from 

them. Answer the following questions (check your business canvas):  

 

 Where is your market? Who buys your products? 
• First, think about where you want to set up your business.  

• You want to find out more about the area, to check whether it is suitable for your business. You can 

find information on the internet, in reports (e.g. annual reports) or from the municipalities’ or WEO’s 

offices. Your first task is to find out where to get this information. 

• Then answer the following questions in your notebook: 

o What kind of people live in your area? How many? 

o What type of businesses and companies can be found there? How many? 

o What is the main income for most people? Agricul-

ture? Are they employed? Do they have their own 

businesses?  

• Next, think about the people in relation to your business: 

o Would all of the people need your services/prod-

ucts? Who would? How often will they need it? 

o Is the service/product something people use daily or 

is it for special occasions? 

o Who would be your customers? Where are they? 

How could you reach them? 

o How often and how many products do they buy? 

o When do they buy them?  

o How much are they willing to pay for the products? 

 

If youth have a smartphone (at least one 

per group), ask them to check whether the 

businesses are on google maps or on Fa-

cebook/Instagram/LinkedIn.  

Are there pictures? 

How do businesses present themselves? 

 

Questions to discuss your business idea: 

• What is the type of problem that exists on the market?  

• How many people have the same problem? Only men? Women? Old and young? 

• What are possible solutions to those problems?  

• Can we offer the best solution(s) for those problems? 

• How many competitors sell the same or similar products or services on your target market? 

If there are too many competitors, you will have a big battle with them. 

• How you can take the position that will differentiate your business from competitions? 
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 Speak to potential customers 

• Now it is time to go to speak to potential customers. You can start with your family or friends. Think 

about questions you would like to ask them and write them down. Some examples:  

o Do you ever need these products/services (mention your product idea)?  

▪ If so, where do you get them from?  

▪ How much do you pay for it?  

▪ Why do you buy from this specific company (prices? Quality? Competent owner?)?  

▪ Is it easy to get? Why? Why not?  

▪ What would you wish to be improved/changed? 

▪ What is your wish to me as a potential customer? What do you like/ don’t like? 

 

 Who is your competition?  

Let’s do a brainstorming exercise. Answer the following question and write the answers down on a pa-

per: 

o How many businesses similar to your dream business/job can you think of in your area? 

o Which one do you like the most/the least? Why? 

 

Time to go out and observe! Go for a walk through the area and note down all the businesses you 

can find. A good starting point is to use the ones you already identified. Try to find out the following de-

tails (in case you don’t have them yet) by observing the businesses for a short while: 

• name of the business 

• location (indicate it on your map) 

o How is the location of the business? 

o Is in in the centre?  

o Are there many passers-by? 

o How do they advertise it? Does it look attrac-

tive? 

• contact details of owner 

• frequency of customers 

o Are there many customers? 

o Who are the customers? Typical age? Gen-

der? Other characteristics? 

• number of employees 

• other things that grab your attention 

 

 

 Learn from a successful entrepreneur 

All entrepreneurs have faced challenges and failures. You can learn from their experiences by speaking 

to them. We will now prepare the interview with a successful entrepreneur. 

• Select an entrepreneur to speak to. Maybe you know a business owner, this is a great opportunity to 

get in touch. Otherwise, choose a business you liked or where you could imagine working (they 

might even be your future employers or a place where you can do an internship). Speak to at least 

two different businesses – the more, the better! 

Example map 
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• You can just go by and ask them whether they have time, or you contact them beforehand with a 

phone call or message. Prepare yourself well and explain what you would like to know and espe-

cially why you would like to get this information. For example: 

• Ask yourself what you would like to find out from the successful entrepreneur. Write down the ques-

tions on a paper. 

• Here is a list of questions to help you: 

• How does a typical day of work look like? What tasks do you do? 

• Where do you get material from you need? 

• What kind of customers do you have? How do they find out about your business? 

• How is your business organised? Who is doing what? 

• How did you end up where you are now? What was your career path?  

• What were the challenges you faced? How did you overcome them? 

• What advice would you give a younger self?  

• What skills do you consider very important for your job? 

o Technical skills?  

o Soft skills (for ex. being able to work in teams, being punctual, etc.) 

• What do you like about your job? What don’t you like about your job? 

• Does the business train young people or might be interested in training young people? (poten-

tial mentor?) 

 

• Prepare the interview well and write down the answers you received.  

• You can interview other entrepreneurs if you wish. The more information you get, the better you will 

be prepared for your future work.   

 

 Draw a conclusion 

• You have collected a range of information by now. The last step is to reflect on it and come to a con-

clusion. Based on your research, answer the following questions:  

Name of service/product: ________________ ________________ ________________ 

How is the customer de-
mand for goods/services in 
this sector on a daily ba-
sis? 

☐ High 

☐ Medium  

☐ Low  

☐ High 

☐ Medium  

☐ Low 

☐ High 

☐ Medium  

☐ Low 

How is the customer de-
mand for goods/services in 
this sector on a weekly ba-
sis? 

☐ High 

☐ Medium  

☐ Low 

☐ High 

☐ Medium  

☐ Low 

☐ High 

☐ Medium  

☐ Low 

How is the customer de-
mand for goods/services in 
this sector on special occa-
sions? 

☐ High 

☐ Medium  

☐ Low 

☐ High 

☐ Medium  

☐ Low 

☐ High 

☐ Medium  

☐ Low 

Is the demand of 
goods/services being 
served by the local market? 

☐ Fully    

☐ Partially  

☐ No 

☐ Fully    

☐ Partially  

☐ No 

☐ Fully    

☐ Partially  

☐ No 

 

• After visiting different businesses and companies, do you see a demand for your business idea?  

o What do you like about it? What not?  

o Do you see differences between the different businesses? 

Hi, my name is XY and I am currently doing a vocational skills training. Before 

going into a business, I would like to learn from an experienced entrepreneur 

like you. Could I ask you a few questions about your job? 
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o Why might they have more/less customers?  

o Which one was your favourite business? Why? Could you see yourself as the business man-

ager? Or an employee?  

o Are there differences in quality/prices of a service or product? Why do you think this is the 

case? 

• What soft skills (and technical skills) do you have to work on to be fit for self-employment? 

• What could be the challenges you may face? 

• What is the most important lesson you learned from the interviews? 

• Do you have to adapt your business idea? What do you have to change/improve? 

• Do you need more support/information? Where can you get it? 

 Present your findings  

You will now have five short minutes presentation of your market research. The presentation cannot 

be any longer than 5 minutes!  

You will receive one flipchart from the facilitator for your presentation. Distribute your roles in the group: 

Who will say what? 

The presentation should cover the following topics: 

o present the mapping (the overview over other businesses, the competitors) 

o outcomes of the interview with business owners:  

▪ What are the services offered? How are the customers? 

▪ When was the business established? 

▪ The answers of the (max. 3) questions you found most interesting (biggest challenges, etc.) 

▪ What you have learned from the interview for your own future business. 

o Answer the question: Is there a demand/ a market for my/our dream business in my/our selected 

area? Why (not)? 

 

 

Content of a business plan 

A business plan should be reviewed and updated regularly to reflect changes in the business environ-

ment and status of the group and business. 

The following information should be in a business plan:  

Executive Summary 

Although the executive summary is the first section of the business plan, it is written after all the other 

sections have been prepared. 

Business Profile 

Provides an overview of your business and business plan. It includes the following details: 

o Name 

o Address  

o Contact Details and Person 

o Number and type of members 

o Objectives of the business 

o What product/service is the business going to provide? 

o Who will be your customers? 

Marketing Plan 

Here you describe your products/services (your business idea) and the value that you will provide to 

your customers. You also present a summary your market analysis and market opportunities. You de-

scribe how you will reach your customers and how you will differ from competitors. 
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Product or service description  

a) What is the product or service of your group? 

b) What are the key features of your product or service? 

c) How much do you target to produce in a month or year? 

d) What makes your product/service better than what is already on the market? (unique selling point) 

Market description 

a) Who are possible customers?  

• Which group will you focus on? Why do you focus on this group? 

b) Why do your target customers need your product or service? 

c) What need in your target market will the product/service address? What problem will it solve? 

d) Who are your competitors? How can you compete with them? 

e) What is the estimated demand for your product or service? 

f) Is your market likely to grow? How much? 

Promotion and marketing strategy 

a) How will your target customers know about your product or service? 

b) How will you inform your target customers about your product or service and group? 

Distribution strategy 

a) How you will get your product to your target customers? 

b) What will be the main message(s) that you will communicate in your promotional activities? 

Pricing strategy 

a) How will you set the price of your product or service? 

Operations Plan 

a) What are the key inputs/ raw materials needed to produce the product or service? How many do 

you need per month? 

b) From whom will you source these inputs? 

c) How will you ensure that you will have an adequate supply of raw materials? 

d) What will be the key activities in your business? 

e) Where will your business be located? What are the requirements for the location? 

Management Plan 

Here comes your organisational chart and the different positions incl. required skills and experiences. 

Financial Plan 

This section shows how profitable your business will be, how much start capital you need and how you 

plan to manage your money. It includes the income statement/cost calculations for the first months or 

year and the costs and income you expect. 

Marketing: Ideas for promotion and advertising 

• Adjust prices to make them sound a little lower e.g. 950 instead of 1000. 

• Offer special discounts during holidays, e.g. Christmas season, Eid el fitr, Nane Nane, etc.  

• Do special sales days, especially when your business is new to attract customers.  

• Give discounts on certain products from time to time and advertise it. When customers come for one 

special offer, they often buy other products as well. 

• Give discounts eg. when a customer buys large amounts. 

• Sell products that go together (e.g. a shoemaker can sell shoes + socks or shoe polish, a carpenter can 

sell polish + furniture). 

• Give a service with your product, eg transportation, of furniture to the house of a customer. 

• You can advertise through the media, social media (Facebook, Instagram) or Whats App-groups. You 

can place a short advert on radio or in newspapers or hang up posters (check if allowed). 

• Word of mouth means that people tell others what they think about your business. If it is positive, it gives 

credit to your business. Good customer care attracts customers. 
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M6, Ex. 1: Introduction to bookkeeping

To keep all your 
documents 

stored in a book 
or computer

M6, Ex. 1: Introduction to bookkeeping



SALES/
INCOME
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Total amount of 
money earned 
from selling a 

product/service

M6, Ex. 1: Introduction to bookkeeping



COST/
EXPEND-

ITURE

M6, Ex. 1: Introduction to bookkeeping

Money used to 
pay salaries, raw 

material, 
equipment, rent, 
electricity, etc.

M6, Ex. 1: Introduction to bookkeeping



PROFIT
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When sales are 
higher than your 

costs
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When sales are 
lower than costs

M6, Ex. 1: Introduction to bookkeeping



DAILY 
RECORDS
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Number of items 
produced and/or sold 
(mandazi, milk, etc.), 

money received 
through sales, other 

expenses, e.g. for 
transport.

M6, Ex. 1: Introduction to bookkeeping
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RECORDS
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Salaries, 
electricity bills, 
rent and other 

weekly or 
monthly bills

M6, Ex. 1: Introduction to bookkeeping
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OTHER 
RECORDS
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employment 
contracts, 
company 

registration, 
certificates and TIN 

number, etc.

M6, Ex. 1: Introduction to bookkeeping
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Muacheee! Muacheee! Kumpiga mwanamke 
hairuhusiwi na ni kinyume cha sheria za 

Nchi. Tutakuchukukulia hatua stahiki.
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Hizi mbogamboga na matunda ni 
muhimu sana kwako na mtoto aliye 
tumboni. Na lishe bora itakusaidia 

kuzaa mtoto mwenye afya bora tena 
asiepate maradhi mara kwa mara.

Ndio ni kweli! tena lishe bora 
itamsaidia kuwa na maziwa mengi na 

ataweza kumuonyesha mtoto wake 
kwa muda wa miezi sita bila kumpatia 

chakula kingine. Muhimu pia apate 
muda wa kutosha wa kupumzika
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Kweli kumshirikisha 
mwenza wako kwenye 

maamuzi ya familia 
kuna faida. Mwenzetu 
Kayanza mambo yake 

yanamyookea.

Maamuzi ya pamoja
katika familia

“Chapisho hili linawakilisha maudhui ya Mradi wa KIBOWAVI na siyo ya Umoja wa Ulaya (European Union)”
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Jamani jamani tuta�ka 
kweli? kwa mwendo huu 

wanawake wataweza 
kushiriki kwenye miradi ya 

maendeleo kama 
KIBOWAVI? Wanaume 

tushiriki katika kusaidia 
kupunguza mzigo wa kazi 

kwa wanawake.

“Chapisho hili linawakilisha maudhui ya Mradi wa KIBOWAVI na siyo ya Umoja wa Ulaya (European Union)”
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Ehee, leo tupe siri, unawezaje kupanga
pamoja mambo yote hayo? Acha

washangae,
tuta�ka tu

Siri gani hiyo. Wakati 

mke wangu ndio 
mshirika wangu 
mkuu nyumbani! 

“Chapisho hili linawakilisha maudhui ya Mradi wa KIBOWAVI na siyo ya Umoja wa Ulaya (European Union)”
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Nimebahatika kuwa na mume 
kama huyu. Sijui ningewezaje 

haya yote mwenyewe.

“Chapisho hili linawakilisha maudhui ya Mradi wa KIBOWAVI na siyo ya Umoja wa Ulaya (European Union)”



Leave her alone! Leave her alone! Beating a 
woman is not allowed and is against country  laws. 

We will take necessary measures against you.
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and do not necessarily re�ect the views of the European Union.”
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These vegetables and fruits are very 
important for you and the baby you are 

carrying. Good nutrition will enable 
you to deliver a healthy baby free of 

diseases from time-to-time.

It is indeed true! Good nutrition will
also enable her to breastfeed the baby 

for six months after delivery without 
supplementing with other foods. It is also 

important she gets enough rest during 
pregnancy and after delivery.

“This publication was produced with the �nancial support of the European Union. Its contents are the sole responsibility of Helvetas, 
and do not necessarily re�ect the views of the European Union.”
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Indeed, engaging your 
partner in making family 

decisions pays o�. Our 
colleague Kayanza is 

living a wonderful life.

Participatory
Decision Making.

“This publication was produced with the �nancial support of the European Union. Its contents are the sole responsibility of Helvetas, 
and do not necessarily re�ect the views of the European Union.”
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Ooh! Ooh! Will we arrive to 
equity!  In this situation can 
women be able to actively 

participate in development 
projects such as KIBOWAVI? 
Men lets participate to help 

reduce house and family care 
responsibilities for women.

“This publication was produced with the �nancial support of the European Union. Its contents are the sole responsibility of Helvetas, 
and do not necessarily re�ect the views of the European Union.”

Home chores
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Ehee, today give us the secret, how are you
able to perfectly plan all those things? Let them

be surprised,
we will

get there.What secret? It is just 
that my wife is my 

main partner in 
planning.

“This publication was produced with the �nancial support of the European Union. Its contents are the sole responsibility of Helvetas, 
and do not necessarily re�ect the views of the European Union.”
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I am very lucky to have a 
husband like him, I don’t know 
how I would have managed all 

this without him.

“This publication was produced with the �nancial support of the European Union. Its contents are the sole responsibility of Helvetas, 
and do not necessarily re�ect the views of the European Union.”


