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Tool 1 Match2NQF  Biography of Key Competences  

 Instruction for counsellors: Please use this cover sheet to record statements from 

the Match2NQF Biography of Key Competences about the skills that become apparent. To 

do so, proceed by entering the biographical details in the form of keywords in the first 

column of the cover sheet, which suggest the developed and distinctive skills of the 

person. Then assign these to skill groups, whether it is personal, activity-related, 

methodological or socio-communicative skills or even combinations of them.  

 Accordingly tick the columns P-Personal, A-Activity and Decision-making, 

M-Methodological and Professional, S-Social-communicative competences1, which are 

reflected in parts 6-13.  

 These have to be highlighted on the following cover sheet of the tool in order to 

visualize in four columns the main competences of the person. 

 

Cover sheet 

Last name, first name, 
date: 

 

 

 
 
 
 

Competences reflected in 
parts 6-13: 

Skill-related details, which in the opinion of the counsellor, 
are particularly important and distinctive for a person (tick or 

comment) 

P 
Personal 

A 

Activity 
and 

Decision-
making 

M 
Methodological 

and Professional 

S 
Socio-

communicative 

 

 

    

 
 

    

 
 

    

 
 

    

 
 

    

 
 

    

 
 

    

 
 

    

 
 

    

 
 

    

 

The counsellor can also use the KODE®Atlas of Competences and circle the competences 

reflected in the Biography of Key Competences  

                                                           
1 Please refer to the fields of the KODE®Atlas of Competences  
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Figure 1 - The KODE® Atlas of Competences2 

 

 

 

 

Instruction to the interviewee. Please fulfil the following tables of the KøDE-NQF 

Biography of Key Competences. In case of any doubts please ask the interviewer for 

more instructions. 

 

                                                           
2  © 2009 Prof. Dr. Volker Heyse, Prof. Dr. John Erpenbeck ACT SKoM GmbH, Zur Hohen 

Linie 13, D-93055 Regensburg 
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(1) General information  

Name Family name                       | First name (s) 

Gender Female |   |    Male |   | 
 
 

 
 

Address 
 

Street                 | House number| Postal code | City         | State 
 
 
 

Phone  

Mobile  

Fax / E-mail  

Nationality 
(ies): 

 

Date of 
birth 

Day        | Month          | Year 

Marital 
status 

Single |  |   Married |  |    Divorced |   | Widowed  |   | 

Children Number  |  | Age  |  | Gender 

Driving 
Licence 

Yes |   |    No |   | 
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(2) School education and vocational training 

Please mention all the education and trainings in chronological order without gaps. Start 

with the most recent education/ training. Make a separate entry for every education and 

training course that you have completed. 

Dates  
(from-

to) 

Name and 

type of the 
education 

and training 
institutions 
and their 
locations 

Main subjects/ 
acquired vocational 

skills 

Qualification 
acquired (name of 

the degree) 

Additionally 
acquired abilities/ 

key skills 
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(3) Work experience/ professional career  

 

Start with the most recent job. Make a separate entry for every relevant job. 

Dates  
(from - 
to) 

Name and 
address of the 
employer3 

Sector 
Occupation 
or role 

Most important 
tasks and 
responsibilities 

additionally 

required/ used 
abilities/ key 
skills 

      

      

      

      

 

                                                           
3 In case of self-employment write the name of your firm and your address 
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(4) Language skills 4 

Please enter one of the following six levels in the boxes below in order to evaluate your 

different language skills. 5 For further information about the six levels, please consult the 

the website http://www.coe.int/t/dg4/education/elp/elp-

reg/self_assessment_grids_EN.asp  

 

A1/A2  Basic User 

B1/B2  Independent User 

C1            Proficient User: Effective Operational Proficiency or Advanced 

C2            Proficient User: Mastery or Proficiency 

 

1. My native language(s) is/are:        

 

2. Foreign Languages: 

Please fulfil the following table and repeat it for each next language. 

 

LANGUAGE: _____________________ 

Self-assessment of language skills 6 

Understanding Speaking Writing 

Listening Reading 

Spoken 

interaction 

Spoken 

production  

 

  

    

 

 

Certificates 

Date Title of certificate (ex TOEFL) 

  

  

 

 

 

 

 

  

                                                           
4 © Council of Europe: Common European Framework of Reference for Languages (CEF) 

5 Common European Framework of Reference for Languages: Learning, Teaching, Assessment, Annex 2. 
6 Annex 2. Common European Framework of Reference for Languages: Learning, Teaching, Assessment (CEFR) 
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(5) Digital skills  

Self – assessment of the skills (Please tick the respective rating in the box which characterizes your skills) 7 

 Basic user  Independent user  Proficient user  

Information 

processing  

 I can look for information online 

using a search engine. 

I know not all online information is 

reliable. 

I can save or store files or content 

(e.g. text, pictures, music, videos, 

web pages) and retrieve them once 

saved or stored. 

 I can use different search engines to find 

information. I use some filters when 

searching (e.g. searching only images, videos, 

maps). 

I compare different sources to assess the 

reliability of the information I find. 

I classify the information in a methodical way 

using files and folders to locate these easier. I 

do backups of information or files I have 

stored. 

 I can use advanced search strategies (e.g. 

using search operators) to find 

reliable information on the internet. I can 

use web feeds (like RSS) to be 

updated with content I am interested in. 

I can assess the validity and credibility of 

information using a range of criteria. 

I am aware of new advances in information 

search, storage and retrieval. 

Ι can save information found on the internet 

in different formats. I can use cloud 

information storage services. 

Communication   I can communicate with others 

using mobile phone, Voice over IP 

(e.g. Skype) e-mail or chat – using 

basic features (e.g. voice 

messaging, SMS, send and receive 

e-mails, text exchange). 

I can share files and content using 

simple tools. 

I know I can use digital 

technologies to interact with 

services (as governments, banks, 

hospitals). 

I am aware of social networking 

sites and online collaboration tools. 

I am aware that when using digital 

tools, certain communication rules 

apply (e.g. when commenting, 

sharing personal information). 

 I can use advanced features of several 

communication tools (e.g. using Voice 

over IP and sharing files). 

I can use collaboration tools and contribute to 

e.g. shared documents/files 

someone else has created. 

I can use some features of online services (e.g. 

public services, e-banking, 

online shopping). 

I pass on or share knowledge with others 

online (e.g. through social networking tools or 

in online communities). 

I am aware of and use the rules of online 

communication ("netiquette"). 

 I actively use a wide range of 

communication tools (e-mail, chat, SMS, 

instant messaging, blogs, micro-blogs, 

social networks) for online communication. 

I can create and manage content with 

collaboration tools (e.g. electronic 

calendars, project management systems, 

online proofing, online spreadsheets). 

I actively participate in online spaces and 

use several online services (e.g. public 

services, e-banking, online shopping). 

I can use advanced features of 

communication tools (e.g. video 

conferencing, data sharing, application 

sharing). 

                                                           
7 https://europass.cedefop.europa.eu/de/resources/digital-competences 
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Content creation   I actively use a wide range of 

communication tools (e-mail, chat, 

SMS, instant messaging, blogs, 

micro-blogs, social networks) for 

online communication. 

I can create and manage content 

with collaboration tools (e.g. 

electronic calendars, project 

management systems, online 

proofing, online spreadsheets). 

I actively participate in online 

spaces and use several online 

services (e.g. public services, e-

banking, online shopping). 

I can use advanced features of 

communication tools (e.g. video 

conferencing, data sharing, 

application sharing). 

 I can produce complex digital content in 

different formats (e.g. text, tables, images, 

audio files). I can use tools/editors for creating 

web page or blog 

using templates (e.g. WordPress). 

I can apply basic formatting (e.g. insert 

footnotes, charts, tables) to the 

content I or others have produced. 

I know how to reference and reuse content 

covered by copyright. 

I know the basics of one programming 

language. 

 I can produce or modify complex, 

multimedia content in different formats, 

using a variety of digital platforms, tools 

and environments. I can create a website 

using a programming language. 

I can use advanced formatting functions of 

different tools (e.g. mail merge, merging 

documents of different formats, using 

advanced formulas, macros). 

I know how to apply licences and 

copyrights. 

I can use several programming languages. I 

know how to design, create and modify 

databases with a computer tool. 

Safety   I can take basic steps to protect my 

devices (e.g. using anti-viruses and 

passwords). I know that not all 

online information is reliable. 

I am aware that my credentials 

(username and password) can be 

stolen. I know I should not reveal 

private information online. 

I know that using digital technology 

too extensively can affect my 

health. 

I take basic measures to save 

energy. 

 I have installed security programmes on the 

device(s) that I use to access the 

Internet (e.g. antivirus, firewall). I run these 

programmes on a regular basis 

and I update them regularly. 

I use different passwords to access equipment, 

devices and digital services 

and I modify them on a periodic basis. 

I can identify the websites or e-mail messages 

which might be used to scam. I 

can identify a phishing e-mail. 

I can shape my online digital identity and keep 

track of my digital footprint. 

I understand the health risks associated with 

the use of digital technology 

(e.g. ergonomy, risk of addiction). 

I understand the positive and negative impact 

of technology on the 

environment. 

 I frequently check the security 

configuration and systems of my devices 

and/or of the applications I use. 

I know how to react if my computer is 

infected by a virus. 

I can configure or modify the firewall and 

security settings of my digital 

devices. 

I know how to encrypt e-mails or files. 

I can apply filters to spam e-mails. 

To avoid health problems (physical and 

psychological), I make reasonable use of 

information and communication 

technology. 

I have an informed stance on the impact of 

digital technologies on everyday life, online 

consumption, and the environment. 
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Problems solving   I can find support and assistance 

when a technical problem occurs or 

when using a new device, program 

or application. 

I know how to solve some routine 

problems (e.g. close program, re-

start computer, re-install/update 

program, check internet 

connection). 

I know that digital tools can help 

me in solving problems. I am also 

aware that they have their 

limitations. 

When confronted with a 

technological or non-technological 

problem, I can use the digital tools I 

know to solve it. 

I am aware that I need to update my 

digital skills regularly. 

 I can solve most of the more frequent 

problems that arise when using digital 

technologies. 

I can use digital technologies to solve (non-

technical) problems. I can select a 

digital tool that suits my needs and assess its 

effectiveness. 

I can solve technological problems by 

exploring the settings and options of 

programmes or tools. 

I regularly update my digital skills. I am aware 

of my limits and try to fill my 

gaps. 

 I can solve almost all problems that arise 

when using digital technology. 

I can choose the right tool, device, 

application, software or service to solve 

(non-technical) problems. 

I am aware of new technological 

developments. I understand how new tools 

work. 

I frequently update my digital skills. 

 

Certificates  /  Please list the ICT certificates  / Describe your other computer skills  

Date Title of certificate (ex MTA) 

  

  

  

 Describe your other computer skills 
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(6) Personal skills 8  
 

Describe the personal abilities and skills you consider important for the definition of your personality, character and behaviour. Please 

specify where, when and how you have acquired them. 

 Please consider the following examples, but try to write as much as possible about your own skills characterising your personality, 

character and behaviour. 

 

Examples:  

 feeling responsible for something and for others;     

 developing own moral concepts and ethics; 

 behaving credibly and being able to convince others 

 behaving loyally towards organisations and people 

 self-managing (time, work approach, development) 

  

                                                           
8 please refer to the field P of the KODE®Atlas of Competences 
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Individual abilities / key 
skills worth highlighting  

 
Where was it acquired? When was it acquired? 

How and by what was it 
acquired? 

Under what 

circumstances and how is 
it available? 

 

How can it be used also 

outside the profession? 
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(7) Ability to act 9 

 

 Describe your special abilities and skills. Please specify where, when and how you acquired them. 

 Please consider the following examples, but try to write as much as possible about your own skills used to act in a self organised 

manner. 

 

Examples: 

 Ability and willingness to approach new things; 

 Ability to act vigorously; 

 Mobility; 

 Ability to act with the result in mind; 

 Ability to act under stress.  

 

Individual abilities / key 
skills worth highlighting  

 
Where was it acquired? When was it acquired? 

How and by what was it 
acquired? 

Under what 
circumstances and how is 

it available? 

How can it be used also 
outside the profession? 

   

 

 

   

 

 

                                                           
9 Please refer to the field A  of the KODE®Atlas of Competences. 
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(8) Socio-communicative skills 10 

 

 Describe your skills in regards to communicating, living and working with other people in different contexts of your life. Please specify 

where, when and how you acquired them. 

 Please consider the following examples, but try to write as much as possible about your own skills characterising your skills in 

communicating, living and working with other people in different contexts of your life. 

 

Examples: 

 Living and working with other people, in a multicultural environment; 

 Is active while understanding others and while integrating with other people; 

 In all roles where communication is very important; 

 Working together with other people in a multicultural environment; 

 In situations where teamwork is important (job, sport, culture, etc.); 

 Establishing social relationships with others; 

 In dealing with conflicts. 

  

                                                           
10 please refer to the field S of the KODE®Atlas of Competences 
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Individual abilities / key 
skills worth highlighting  

 

Where was it acquired? When was it acquired? 

How and by what was it 
acquired? 

Under what 

circumstances and how is 
it available? 

How can it be used also 
outside the profession? 
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(9) Professional-methodological skills 11 

  

Describe your professional-methodological abilities. Please specify where, when and how you acquired them. 

 Please consider the following examples, but try to write as much as possible about your own skills characterising your professional-

methodological abilities. 

 

Examples: 

 Organising and coordinating projects;  

 Planning the management of personnel, projects or budget resources; 

 Acquiring professional and interdisciplinary knowledge; 

 Acquiring general knowledge; 

 Systematic and methodical approach to work; 

 Professional and methodological approach while working in a charitable organisation/ association and charitable activities (culture, 

sports, etc.); 

 Ability to assess things. 

  

                                                           
11 Please refer to the field M of the KODE®Atlas of Competences 
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Individual abilities / key 

skills worth highlighting  
 

Where was it acquired? When was it acquired? 

How and by what was it 
acquired? 

Under what 
circumstances and how is 

it available? 

How can it be used also 
outside the profession? 
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(10) Technical skills  

 

 Describe your technical skills. Please specify where, when and how you acquired them. 

 Please consider the following examples, but try to write as much as possible about your own technical skills 

 

Examples: 

 Knowledge and experience in dealing with special tools, equipment and machines;  

 Training/ consultation skills in terms of special tools, equipment and machines; 

 Other special knowledge and experience, which could be important 

 

Individual abilities / key 
skills worth highlighting  

 
Where was it acquired? When was it acquired? 

How and by what was it 

acquired? 
Under what 

circumstances and how is 

it available? 

How can it be used also 
outside the profession? 

   

 

 

   

 

 

   

 

 



 

Agreement Number 2014-1-DE02-KA202-001619 18 

 

Co-funded by the European Union 
(11) Artistic and creative skills 

 

 Describe your artistic and creative skills. Please specify where, when and how you acquired them.  

 Please consider the following examples, but try to write as much as possible about your own artistic and creative skills. 

 

Examples: 

 Music, painting, literature, writing; 

 Work with media; 

 Design, architecture; 

 Developing socio-creative relationships, processes, networks; 

 Editing, issue of stylish book; 

 Cooking. 

 

Individual abilities / key 
skills worth highlighting  

 
Where was it acquired? When was it acquired? 

How and by what was it 
acquired? 

Under what 
circumstances and how is 

it available? 

How can it be used also 
outside the profession? 
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(12) Which jobs/professions can or could you take up? 
 

 Please mention the jobs and professions that you can/could take up. Consider these jobs and professions, which could you satisfy at 

work, in the spare time or volunteer activities. 

 Please indicate the proficiency level of the activity or your practical experience related to it. 

 

Jobs 

Level of proficiency Practical experience 
Own key skills and strengths linked with 

this job 

Very 
good 

good 
satisfacto

ry 

Long- 
term 

experien
ce 

short-
term 

experien
ce 

no 
experience 

When and how was it acquired? 
Are there any official 

documents/certificates? 

(a) Current 

 
 
 

 
 

       

        

(b) Recent 
 

 

 
 

       

        

(c) Prior Experience 
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(13) Personal role or other models 
 

 Please reflect on people, books, theatre performances or any other event, which had or has a significant influence on your life. Try to 

provide the motto or leading idea. Who/what was especially influential? Which message or life value still affects you today? 

 

Person/ brief name of the 
relationship (mother, father, teacher, 

authority, etc.); 
Book, theatre performance, movie, 

painting, sculpture, music, etc.; 

Other event  

Time/period Motto/guiding principle/message/value 
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(14) Personal approach, objectives and strategies 

 

 Explain your personal objectives and strategies which are based on and influenced by your environment, society, family, work 

situation and directly by your personal approach. 

 

(A) Personal approach 

1. Who do I want to be professionally? 

 

2. In which domain do I want to achieve something?  

 

3. Who is/will be the recipient of my effort? 

 

4. For what am I thankful in my life? What influence does this have on my 

professional developments and expectations? 

 

 

 
5. What are my core professional values? 

 

6. What is good for me? 
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7. What is bad for me? 

 

8. What am I proud of? 
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(B) My most important professional objectives: long term and medium term 

 

 Please write down your long-term and short-term objectives. After writing down the objectives, please rate them. Give the most 

important objective a rating of 1, the second most important objective the 2, and so on (3, 4 etc. . .).  

 

1. Long-term professional and personal objectives Rating 

 
 

 
 

 

 

2. Short-term professional and personal objectives Rating 
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3. Awareness of professional objective and approach 

 

 You are likely to show commitment towards those objectives in whose formulation you were involved in or those that have defined 

yourself, and you are also more likely to achieve them. Note down the answers to the following five questions. It may be that you define 

your objective more precisely, confirm it, change it or even drop it. In any case, you achieve more realism. 

 

Note down one of your most important professional objective here (in brief): 

 

 

 

 

 

 

 

 

 

 

Question 3.1:  

Do I really want to achieve this objective… really? 
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Is it really my own personal objective or do I simply agree with this objective? 

 

 

 

 

 

 

Question 3.2: 

What do I need to achieve this objective? (Time, patience, happiness, relationships, 
money, language skills, advanced training, change of job, change of location ... ?) 

 

 

 

 

 

 

If, after answering this question, you are still adhering to this objective, then please continue to question 3.3.  

Otherwise, please choose a different objective and restart with question 1. 
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Question 3.3. 

 
Where do I get what I need to achieve my objective? Note down in detail what you 

have to do in order to achieve the objectives.  

For example:  

• attend language course at "X";  

• register for advanced training within the next 3 days; 

• establish contact with "Y", "Z", etc.) 

 

 

 

 

 

 

 

 

 

Do you still want to achieve this objective? Or would you rather stop here? If you want to pursue this objective in spite of everything, 

then please continue to question 3.4., otherwise choose another objective and restart from question 1. 
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Question 3.4:  

 
What does it cost to me to achieve this objective? What should I sacrifice? 

Note down the possible "sacrifices" and rate them from the most difficult 

decision (1) to the least one (2, 3, …) 

 
Ratings 
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(C) Which of your key competences do you want to strengthen in terms of job requirements or develop consciously (further 

education, training, learning by doing, coaching, etc.)? 

 

Key competences How to strengthen and develop them 

 1.  

2.  3.  

4.  5.  

6.  7.  

8.  9.  

10.  11.  

12.  13.  

14.  15.  

 

 

 


