
N A M E  O F  T H E  A C T I V I T Y :



1)  Special  education  type, class  (age),  
teachers  (emp loyab i l i t y  &  special needs)

B E G I N N I N G

2) Duration,  tools ( instruments)  used,
security measures ( if  any) ,  resources

3) Basic activity concepts and symbols
(both art  & SNE)

4)  Teaching-learning methods and
techniques 

5) Aims that may be obtained (Preliminary checking of the Taxonomy, the objectives,  verbs and
domains that may be obtained in the taxonomy taken the target learners into consideration)



1) Methods of attracting the attention 
(employability & SNE teachers will develop)

D U R I N G  T H E  A C T I V I T Y

2) Providing the motivation,  notifying the
target group

3) Transit ion to the explanation of basic
concepts and acts of the activity
(Prerequisite information) 

4)  The teaching methods and techniques
to be applied are explained in detail .

5)   Continuous observation of the learners by checking the Taxonomy, the objectives,  verbs and
domains of the taxonomy. 



1)  Obtained Quantif ication and
consideration

A T  T H E  E N D  O F  T H E
A C T I V I T Y

2) Results after the observation of the
learners by checking the Taxonomy, the
objectives,  verbs and domains of the
taxonomy

3) Gainings of the learners ( in both 
employability f ield and special education 

f ield)

4)  Notes  for  success  or  betterment  of 
the  activity  with  a  vision  of  
emp loyab i l i t y  &  SNE amalgamation  

5)   Recommendations for further works/studies for employability & SNE amalgamation 



Other comments or observations

This  Act iv i ty  was  produced  as  result  of  the  project  "E-ducat ion  platform  and  pract ices  for 
special ly  arts-abled  schools  and  famil ies"  number  2021-1-ES01-KA220-SCH-00027905  and  the 
European  Comission,  and  Spanish  National  Agency,  are  not  responsible  of  the  contents  and

opinions of  authors


	Name: Designing my presentation letter
	1: 
	1: - Special education type: Multiple disabilities
- Age: 18 - 25 years old
- Teachers: Special needs teacher and educators
	2: - Duration: 90 minutes
- Tools: Paper, pencil, colors
- Group of 5 pupils
	3: The presentation letter, also called a motivation letter, accompanies the CV in a job application. For some recruiters, the presentation letter is even more important than the CV, since its content is a reflection of what the applicant can bring to the company and how he/she would fit in. It is about giving a more personal and close approach away from the rigidity that usually characterizes a curriculum. The objective is to attract the attention of the person who reads it so that he/she considers, in a first impression, that the background presented may be the ideal one to fill the job offered.
	4: This activity will be based on two fundamental work methodologies for career guidance processes. The first is coaching and the second is the CAR Challenge-Action-Results, both applied to the preparation of the presentation letter. The hybridization of these techniques will make it possible to enhance the applicant's abilities and skills in the job search process. They will also make it possible to outline a personalized approach tailored to the needs of people with disabilities.
	5: Within Bloom's Taxonomy, this activity aims to work on two domains: Psychomotor and Cognitive. In the case of the Psychomotor domain, the Origination category will be worked on, where young people will have the opportunity to design a personalized presentation letter adapted to a specific job offer. On the other hand, in the Cognitive Domain, the Analyzing and Evaluating categories will allow participants to identify and distinguish from a critical perspective their skills and aptitudes for the specific job offer. They will learn how to evaluate and summarize the relevant information that should appear on their presentation letter in order to enhance their employability.

	2: 
	1: A good example of a presentation letter not only fulfills the function of accompanying the CV, it also complements a candidate's resume, tells the company the type of job they are looking for, motivates the human resources manager to read the CV carefully, briefly demonstrates knowledge about the business sector for which the candidate is applying and allows them to adapt their knowledge, training and skills to the job offer, without having to rewrite the CV again. All this makes the cover letter an indispensable tool to be mastered for the successful development of the job search for people with disabilities.
	2: To motivate participants during the workshop, they will be informed that the student who has prepared the most complete presentation letter will have a mentoring session to write a presentation letter for a job offer that interests him or her or to prepare a self-application.
	4: Coaching is a methodology that aims to bring out the maximum potential of each individual, through the accompaniment, training and training of a coach. The main objective of the coach is to help the person to achieve their goals, in any area of their life. The coach in the workplace is increasingly widespread and in this case we do not refer to coaching as a process, as a methodology in general terms, and particularly focused on the world of job search.Among the many methods recommended by coaching experts for those who are in the process of active job search, is the CAR (Challenge-Action-Results). This technique consists of identifying in the applicant's work history, the success stories where the skills he/she possesses are demonstrated. Under this perspective, the resume would no longer state that the applicant is organized, creative and decisive, but would express it with concrete examples in which he/she had to use these skills to solve a conflict.
- Challenge: What was the challenge? Here you will have to identify the problems you had to solve in the position you held.
- Action: What did you do to solve it? Here you will need to identify what strategies you used to solve the challenge or problem in question and what skills were brought into play.
- Outcome: what was the result obtained? At this point you should identify the impact generated by the action taken. Once identified, this information can appear in te presentation letter and can also be used later during an interview. Basically, the method helps to translate skills into tangible results and goals achieved.
	5: It is important to continue working with the two previously established domains of Blom's Taxonomy: Psychomotor and Cognitive. In the case of the Psychomotor domain, attention should be paid to the Origination category. For this, it is essential that there is a personalized accompaniment of each of the participants and the coaching work that will allow finding the best formulas for the design of the presentation letter. In the case of the Cognitive Domain, it is important to highlight the Analyzing and Evaluating category, so that participants can identify and distinguish from a critical perspective their skills and aptitudes toward an specific job offer. It is essential that participants receive tools that allow them to evaluate and summarize the relevant information that should appear on their presentation letter. As this is a practical exercise, the emphasis should be on participants acquiring the skills and tools to prepare a cover letter adapted to each offer for which they wish to apply.
	3: During the development of the workshop, students will be distributed in the rooms and as a first activity, they will read several job offers (they can be fictitious or real), linked to their professional profile, which have been previously prepared by teachers and educators. Once this is done, participants will be asked to choose a job offer to which they would like to apply.Next, the counselor will explain the essential characteristics of a presentation letter and with this information the participants will begin to write a presentation letter for a job offer. It is important that the job offers used are diverse in order to share and generate more ideas about what can be included in this tool.Once they have finished preparing a draft, each participant will read his or her presentation letter idea and the arguments presented will be commented on by the other participants, highlighting the positive and negative aspects. As this is a tool that prioritizes written discourse as a means of communication, it is important to correctly write the most interesting arguments on a whiteboard.At the end each participant will be able to obtain a series of recommendations to improve the prepared presentation letter and that can be implemented in future presentation letters.

	3: 
	1: At the end of the activity the following variables are expected to be positively favored (high scores): 
- Autonomy
- Self-esteem
- Self-knowledge
- Employability
- Assertive communication
	2: It is essential during the activity to integrate the idea that at the time of writing a presentation letter, in the case of an applicant with a disability, the disability itself is not the only element that defines the candidate. Both in the CV and in the presentation letter, the qualities and reasons that justify why the person is the ideal choice to fill a vacancy in a company should be highlighted. The preparation of a presentation letter for people with disabilities meets practically the same requirements as a conventional presentation letter, in terms of personal and contact data, academic data,  experience, languages, skills, and other data of interest.
	3: Through this workshop, participants will learn how to prepare a presentation letter to apply for a job offer, which will allow them to benefit from all the positive elements that this tool can bring during the active job search. 
A successful cover letter becomes an ideal opportunity for the candidate to stand out from the competition, attract attention and thus be called for an interview.As well as spelling and grammar, style and tone of communication are important in a presentation letter. Therefore, this workshop will also help participants acquire communication and written speech skills that will be very useful for future interviews as well. Similarly, the development of the activity will have an impact on the work with self-esteem and self-evaluation of the participants with all the positive effects that this can generate in the active search for employment.
	4: This document must be well structured, and it must be specific to the position and the company to which the application is being sent. Therefore, it is crucial not to send the same presentation letter to several job offers at the same time. By writing a letter tailored to each position, the candidate demonstrates that he or she is well prepared, knows exactly what qualities and skills are important for that job, and at the same time demonstrates motivation and ambition.
A presentation letter must be legible. Recruiters do not forgive inconsistency and sloppiness in a letter. It will have to be well written and its content should be aimed at explaining that the candidate meets the requirements of the position, highlighting and directing attention to the skills, abilities and knowledge demonstrated by the candidate. Under these assumptions, during the activity it is essential to insist on the importance of the content of the letter and the way it should be presented, in order to maximize its impact.
	5: It is important that future workshops work on the different presentation letters that can be prepared in order to enhance the chances of success in the job search, especially for people with disabilities who face more obstacles during the process of professional insertion. This step becomes a vital element for both targeted and spontaneous applications, hence the existence of two main types of presentation letters: self-candidacy and job application letters. Self-candidature presentation letters are those that are sent to apply to a company without the need for a job vacancy. The aim is to make a good impression so that, when there is a vacancy, the candidate will be called upon to fill it. Those that have the purpose of applying for a specific position, have their origin in the publication of a vacancy, and the candidate must explain to the company his motivation to apply for it.

	4: The ability to communicate effectively is essential in any industry or job. Even the choice of words clearly expresses the candidate's interest in working for the company, and his or her determination to prove that he or she is the best candidate. In some cases the presentation letter becomes more important than the CV for a recruiter, so it is important to insist on the care that must be taken when writing this document and how it can function as a key to open or close opportunities.


