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INTRODUCTION 

1.1 SkillsMatch: The project 

The SkillsMatch project is co-financed by the European Union’s DG CONNECT, Unit for 
Interactive Technologies, Digital for Culture and Education. The project is coordinated by 
Stockholm University (SU) and partnered with Fundació Eurecat (EUT), DMCMETRIX Limited 
(DMC), Universidad de Alcalá (UAH), Trinity College Dublin (TCD), Fondazione Politecnico di 
Milano (FPM) and Everis Spain SL (Everis).  

The project aims to develop and demonstrate a Europe-wide guiding technology for 
assessment and learning, helping users to adapt their skills to the demands of the labour 
market, with a focus on the support of Non-Cognitive Skills (NC). SkillsMatch supports the 
development of NC skills by enabling the assessment of these skills and recommending actions 
to bridge the gap between a user’s current skills profile and the recommended profile for their 
target occupations. The solution also provides options for measuring NC skills development 
linked to Open Badges for new NC skills.  

The platform includes the following modules and services:  

● NC skills self-assessment module with easily understandable, visual reporting, 
showing strong and weak points in relation to a user’s current skills profile and that of 
a target occupation;  

● Recommender module which suggests a personalized training itinerary for each user 
through different training channels, including OER (Open Education Resources) and 
MOOCS (Massive Open Online Courses), to bridge the possible NC skills gaps for specific 
occupations detected in their skills assessment;  

● Portfolio module which enables the user to register evidence of the development of 
their NC skills (as well as other users’ merits) mapped to the NC skills framework and 
accredited with Open Badges;  

● Complementary tools for periodic update and integration of information from the 
training providers for NC skills, as well as for sustainable periodic analysis of the 
relevance and weight of the different training opportunities available.  

The SkillsMatch platform focuses on the key NC skills that are needed for successful 
participation in the economy, society and that are required in specific job roles (identified by 
industry and occupation). The platform may allow a user to:  

● Analyse information about the NC skills in an occupation within that industry  
● Provide information about their current NC skills and competences  
● Identify possible learning roadmaps (educational services - formal, and/or non-formal) 

that can help them acquire the necessary NC skills for a chosen occupation  

The project also offers a system of Open Badges to recognise any achievements using certified 
OERs and MOOCs. 

The project implements a social innovation process to engage people in learning and skill 
acquisition activities. In this regard, the consortium devoted significant effort in outreach and 
engagement activities, consulting with key EU stakeholders. 
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2 INTRODUCTION TO THE HANDBOOK FOR THE 
SKILLSMATCH PLATFORM 

Hello and welcome to the SkillsMatch platform! 

This platform was created under a project co-funded by European Commission Directorate 
General for Communications Networks, Content & Technology (DG CONNECT), Unit for 
Interactive Technologies, Digital for Culture and Education, under the grant agreement no. LC-
00822001 (OKT2017). It is a web-based platform which aims to create awareness of soft skills, 
provide an assessment method to assess soft skills and help you to find online courses specific 
to those soft skills. The ambition of the SkillsMatch solution is to provide the means to its users 
to meet the demands of the contemporary job market.  

This Handbook (user guide) was designed to explain the functioning and features of each 
section that is included in the platform. It provides a step-by-step explanation accompanied by 
screenshots from the SkillsMatch platform. As such, it helps to overcome the potential barriers 
that could prevent individuals from exploring and interacting with the platform to its full 
potential.  

The SkillsMatch platform provides a learning experience of soft skills, and in order to guide you 
and support you, we have created a learning path that we recommend is applied according to 
your learning style. However, you are free to explore and interact with the platform in the way 
you believe it is best for you. 

The main steps of the recommended SkillsMatch learning path are presented briefly below: 

● Step 1 - Dashboard 
o Introduction to the learning path 
o Introduction to the project 
o Check-out point for actions taken by the user 
o Timeline of progress 

● Step 2 - Awareness 
o What are soft skills? 
o The importance of soft skills in employability  
o Games which help you to learn the soft skills definitions 
o Supporting information about our research 

● Step 3 - Assessment 
o Locate and select occupation(s) that interest you 
o See which soft skills belong to your selected occupation(s)  
o Gateway to the soft skills assessment 

● Step 4 – Results 
o Discover your level on your assessed soft skills 
o The relationship between your assessed skills 
o Compare your occupations 
o Recommended online courses according to your soft skills assessment results 

● Step 5 – Training: 
o Browse the available online courses  
o Filter by soft skills for better results 
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● Step 6 - ePortfolio:  
o Add your experience and education on the timeline 
o Link your soft skills to your added education and experience 
o Ask for validation and recommendations from your peers 
o Share your ePortfolio 

 

We hope that this document will be helpful and will assist you in comprehending all functions 
of our platform. However, if this guide cannot answer your query you can contact the 
SkillsMatch team.  

The SkillsMatch Consortium 
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3 INTRODUCING SKILLSMATCH & INTERFACE 

3.1 Homepage 

The platform is hosted under the url: https://www.beta.skillsmatch.eu.  The Homepage is your 
starting point for learning about soft skills and what the platform is offering. It provides both 
access points to main features and informative text and links, figure 1. 

Access points 

● Registration/login 
● Soft skills awareness games – available to both registered and unregistered users 
● Buttons with a brief description about the four main sections of the platform: The 

Awareness, the Assessment, the Results, and the ePortfolio.  

Informative text 

● Importance of soft skills 
● Intended target audience 
● About the consortium 

 

 

Figure 1: Access and informative points 

https://www.beta.skillsmatch.eu/
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3.2 Main menu 

For navigating to the different sections of the platform, you can use the menu i.e. main menu, 
on the top where all the available options are provided. Unregistered visitors are limited to two 
options, i) the ‘Awareness’ section and ii) to switch between the English or Spanish language. 
The logo icon, as per the global standard, will always return you to the homepage. Once you 
have successfully registered on the SkillsMatch platform, more options will become available 
from the main menu. The red line beneath each menu item is to indicate the section you are 
currently browsing. Please look at figure 2. 

 

Figure 2: Main menu and footer 

3.3 Footer 

The top part of the footer section, figure 2, serves the purpose of providing an assisting 
secondary menu. It provides links to the project’s social media, Facebook, LinkedIn, Twitter and 
YouTube, links to read more about the project and the consortium and most importantly, the 
Help & FAQ submenu. Those sections will be described in detail in chapter 13. 

The bottom part of the footer page provides access to the project’s privacy policy, the 
disclaimer and the project’s funding acknowledgment information. 
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4 BECOMING A USER AND DATA PROTECTION 

4.1 Registration 

To gain access to the SkillsMatch platform tools you will have to register as a user. After 
pressing the button ‘Sign in’ or ‘Join us’ from the homepage, you will land on the registration 
page. Two ways are offered for registration:  

1. Register directly to the platform 
Fill in the form with the required information. All fields are mandatory to be 
completed and you must read and accept the project’s privacy policy. Press the 
‘Create Account’ button.  

2. Authenticating yourself through a social media account 
At this time, we offer authentication either through LinkedIn or through Facebook.  

4.2 Sign in and logout 

4.2.1 Sign in 

As a returning user you will need to sign in to access the platform. Click on the ‘Sign in’ link 
from the main menu and add your email and password in the fields provided.  Alternatively, 
you can authenticate yourself via your social media accounts. At this time, we offer 
authentication either through LinkedIn or through Facebook.  

In case you have forgotten your password, you can click on the link ‘Forgot your password?’. 
An email will be sent to you with instructions on how to reset your password. 
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Figure 3: Register and login screens 

4.2.2 Logout 

To logout, place your mouse over the user icon on the right of the main menu, select the 
‘Logout’ option from the drop-down menu. 

4.3 Data protection 

The consortium and the project consider your data protection as a crucial part of this digital 
solution and have dealt with it responsibly, in full compliance with the GDPR regulations.  

4.3.1 Find the privacy policy 

Access to the project’s privacy policy (Appendix 1) is provided by clicking on the according link 
located in the footer section of the platform. 

4.3.2 Cookies 

The cookies notification will initially appear as soon as you will enter the homepage. As it is 
explained in the cookie’s notification, SkillsMatch is a collaborative research project and no 
data is stored for commercial purposes. You are kindly asked to accept the cookies usage in 
order for the project to be able to analyze the statistics about the use of the platform and help 
us improve. You can either accept or decline the cookie policy.  
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4.3.3 User profile settings 

To access your profile settings click on the round user icon next to the language selection on 
the top right of the main menu. From this section (Figure 4) you are able to:: 

● Edit the information you have provided during your registration 
● Upload your profile photo, (see Chapter 5.3.4 User profile photo) 
● Download your personal data. This includes all data input you have entered in the 

system, for example, assessment results, ePortfolio, registration information etc. 
● Delete your account 

 

Figure 4: User profile settings 
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4.3.4 User profile photo 

Your profile photo can be managed in the ‘Manage Account’ section. To upload or change a 
profile photo click on the round photo placeholder on the left. Browse for your photo in your 
computer and click on the upload button (Figure 4). 

Your uploaded photo will be shown in your ePortfolio and it will replace the user icon on the 
top right of the main menu. 
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5 DASHBOARD 

The dashboard is the starting point of the registered user. It gives an overall view of the users’ 
interactions with the platform with features that will help them to follow the suggested 
learning path and follow up on their interactions. 

5.1 First time user 

As a first-time user (Figure 5), in this section you are introduced to the learning path and the 
main steps you need to take in order to gain the full benefit of our learning experience. The 
five main steps are presented in a linear path manner where each item corresponds to the main 
menu items. 

 

Figure 5: Dashboard for first-time user 
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Two videos that explain the SkillsMatch concept are presented below. We recommend that 
you watch them now, if you missed them in the landing page, to get a better understanding of 
the benefits of the platform and how you can use it. 

The latest courses that have been added in the platform are placed at the bottom of this 
section.  

5.2 Returning user 

5.2.1 Your progress 

Once you have interacted with the platform and  return to the dashboard, you will notice that 
the sections you have visited and interacted with are highlighted in your learning path (Figure 
6). For example, if you have visited the ‘Awareness’ and the ‘Assessment’ sections, their 
corresponding boxes will have a different background colour. In the way it will be easy for you 
to see where you left off and where you can pick up your learning again. 

 

Figure 6: Dashboard for returning user 
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5.2.2 Check out 

A further breakdown of your learning path is presented to you towards the end of this page. 

Each main step of your learning path has check boxes with the main actions you can perform. 
If you have performed those actions you will have a check mark against it. For example,; if you 
have visited the ‘Awareness’ section and have tried the drag ‘n’ drop, you will see the 
corresponding checkboxes checked.  

The tips that are presented on the right-hand side of each check-out item are there to 
emphasise and give you hints on important parts on each section which you shouldn’t miss. 

5.2.3 Timeline 

The last added feature is the timeline. The timeline helps you understand the frequency of your 
learning path experience and your interactions with the platform. Whenever you take an 
assessment or add an item to your ePortfolio, you get a stamp in the timeline. 
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6 FAMILIARISE YOURSELF WITH THE 
SKILLSMATCH CONCEPT 

The awareness section can be accessed by both unregistered and registered users. This section 
is considered to be your gateway to basic but yet crucial information on the definition of the 
36 soft skills. Furthermore, it provides information on the research done behind the soft skills 
framework and the assessment. 

6.1 Awareness 

Step 1: Read the introduction text provided to get an understanding about what soft skills are. 

Step 2: There are two easy games that can help you to discover and learn in a smart way the 
definitions of the 36 soft skills. We suggest playing and exploring both games. To do this you 
can click either on the buttons provided in the main content section of the page or select the 
games from the submenu at the top of the page below the main menu. 

Step 3: At the bottom of this page three more links are provided where you can learn more 
about the research done behind the framework and the assessment.  

● Analysis of sources information: If you wish to understand how our team of researchers 
selected 36 soft skills out of 2.570 concluded to 36 discovered in the research phase 

● Assessment research: If you wish to understand how the assessment of the soft skill is 
structured 

● Country culture in Skills Match using Hofstede indicators: To get a general overview of 
how culture and soft skills are related 

6.1.1 Flip the card 

Each soft skill is presented on a card. Click on the flip icon at the bottom of the card to reveal 
its definition. To move to the next card, either click on the card directly or use the left and right 
arrows provided. Keep flipping cards to familiarize yourself with the definitions and prepare 
yourself for the next game. (Figure 7). 
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Figure 7: Awareness game - Flip the card 

6.1.2 Drag ‘n’ drop 

Simply try and match the soft skills title and icon to the correct definition given below it. To do 
this follow the steps below and look at Figure 8. 

1. Choose a set of cards  
Simply clicking on a number in the line, a set of 3 cards appear.  

2. Soft skill title box 
This is the drag and drop unit consisting of the name of the soft skill, where moving 
the box to the correct position in the drop section will complete the match. 

3. Soft skill definition  
The description of the soft skill which you have to read and understand before 
dragging into the title box to match. 

4. A correct matching 
When the matching is successful there will be a green outline shown around the soft 
skill title box and it will snap into position. 
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Figure 8: Awareness - Drag 'n' drop game 
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7 OCCUPATION AND SOFT SKILL SELECTION 

This is the section where you will begin exploring the soft skills individually or, as 
recommended, selecting up to two occupations of interests. The top part of this section is 
dedicated to selecting your occupation and filtering. The lowest part is the so-called, soft skills 
table matrix. It is important to mention that the table matrix is arranged in a hierarchy, from 
the most important to least. So, at the top left you see  the soft skill that is  mentioned most 
frequently in job ads (according to the project’s research) and at the bottom right is the one 
with the fewest mentions. The colours used on each line are not any kind of colour code or 
categorization, but are used as a visual enhancement to make this table matrix easier and more 
pleasing to the eye. 

7.1 Overview 

In this section labelled ‘Assessment’ you can perform the following tasks, figure 9: 

1. Browse for the occupation(s) of your interest.  The occupations list uses ESCO’s 
classification framework. Visit, https://ec.europa.eu/esco/portal/home, to read more 
about it 

2. Add up to two occupations in your favourites 
3. Click on each soft skill’s coloured box to refresh your memory on its definition 
4. Select a soft skill and proceed to the assessment 
5. Select a soft skill and proceed to discover related online courses 

On-screen instructions are provided if you click the orange question mark icon on the top of 
the page next to the ‘Select your favourite occupation’ title. 

 

Figure 9: Assessment overview 

https://ec.europa.eu/esco/portal/home
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Please note that although we recommend selecting one or two occupations, you are able to 
assess individually any soft skill whenever you like. 

7.2 Selecting occupations and add to your favourites 

There are two ways to locate the occupation you are interested in, figure 10. 

First way: On the top left of the page, begin typing the occupation you want to locate in the 
search field. You will notice that as soon as you begin typing suggestions of potential results 

will start appearing. Click on the occupation title to view the mapped soft skills on the table 
matrix. To add an occupation in your favourites you will need to click on the heart icon which 
appears on the right of the occupation’s title. 

Second way: On the right hand side of the same section, locate your occupation by browsing 
the tree list. The occupations in the list are categorized by the sector they belong to. You can 
select the occupation of your choice by clicking the ‘Add’ button or you can select the ‘View’ 
button to see the mapped soft skills in the table matrix. 

 

Figure 10: Locate and select an occupation 

To read the description of the occupation you have selected click on the information ‘i’ icon 
which is located to the left of the occupation title on top of the table matrix. 
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7.3 Favourite occupation(s) 

You will notice that as soon as you have entered the ‘Assessment’ section all soft skills are 
activated in the soft skills table matrix. This is to indicate, as mentioned above, that you can 
also assess individual soft skills without having selected any occupation first. However, once 
you have added occupations in your favourites the table matrix will change slightly, the changes 
are described below. 

The occupation(s) you have added to your favourites, figure 11, will appear as a tag box below 
the select occupation section. The tag box will have the title of the occupation you have 
selected and also it will tell you how many soft skills belong, i.e. are mapped to that occupation, 
a number will be shown in the puzzle icon. If you have selected more than one occupation you 
are able to toggle between the occupation tag box to see each occupation’s mapped soft skills 
highlighted in the soft skills table matrix. The background colour of the occupation tag box you 
have clicked on and it is active will change to a dark grey colour and the one that it is not active 
will be in a light grey colour. At the same time, you will be able to see that in the soft skills table 
matrix, only the soft skills that belong to that active occupation have remained active and the 
rest have been greyed out. 

 

Figure 11: Favourite occupation added 

7.3.1 Remove an occupation from the favourites 

To remove an occupation from your favourites you can click on the ‘x’ icon on the tag box. 



 

D6.6 SkillsMatch Handbook 

 

 

23 | 
 

© Copyright 2020 eGovlab Stockholm University 

7.3.2 Filter 

The only filter that is currently available is to re-activate all soft skills in the table matrix. By 
clicking on this button both occupation tag boxes will be reactivated and the table matrix will 
reset to show you all soft skills activated. That filter option will be most useful to you once you 
have proceeded with a few assessments and you will wish to see an overall view of your 
assessed soft skills against the ones you haven’t assessed yet. 

7.3.3 Soft skills table matrix 

As covered earlier the table matrix shows the 36 soft skills,  ordered by the highest importance 
starting from the top left, to the least at the bottom right. The colours used to represent each 
soft skill do not follow any colour coding or other kind of categorization (Figure 9). 

Each soft skill cell has three main characteristics, an icon, a title and a scale bar. The icon is a 
representation of the soft skill and its colour can change depending on whether the soft skill is 
activated or not. The scale bar which is located at the bottom of each cell will be filled in with 
a dark grey colour,  once you have assessed that soft skill. The length of the coloured  scale bar 
represents the level of knowledge you have in that specific soft skill, as determined by  the 
answers you gave in your assessment. The longer the coloured  scale bar, the more you have 
mastered that soft skill. Place your mouse pointer over the scale bar to see in the toolbox the 
percentage grade you achieved for that  specific assessed soft skill. Please note that you can 
always and at any time re-assess a soft skill. 

By clicking on a soft skill cell, a modal window will appear which will present you with the 
following features and options. (Figure 12).  

● The soft skills definition 
● The button to access the specified soft skill’s assessment 
● The button to access online courses for that specific soft skill 
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Figure 12: Soft skill details 
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8 ASSESSMENT 

In the soft skill assessment section, you are provided with instructions on the process and 
assisting features, like the soft skills definition as a reminder and reference, and an approximate 
average time taken for completion of the assessment. As it will be explained further down this 
chapter, the user will always be able to retake an assessment.   

8.1 Soft skill assessment 

In this section you are presented with a list of ten statements which you will need to rate on a 
scale from 1 – 5, where 1 is the least likely and 5 is the most likely option. There are no wrong 
or right answers but instead from your ratings the SkillsMatch algorithm will calculate the level 
you have most likely mastered that soft skill. 

The definition of your selected soft skill will always be on the top of this page so you can use it 
as a reminder and as a reference during your assessment. The average time of completion is 
also provided on the top of each assessment page so you can plan your learning schedule 
efficiently. Once you have finished  rating all the statements, click on the ‘Submit your 
statements’ button at the bottom of the page (Figure 13). 

 

Figure 13: Soft skill assessment 
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If you wish to learn more about how we built the assessment and the research done to support 
it please visit this link, https://beta.skillsmatch.eu/awareness/assessmentresearch. 

8.2 Related assessments 

It is the nature of soft skills that they are related with each other and it is very possible that 
statements from a specific soft skill can and will influence statements of another soft skill. Once 
you carried out more than one assessment, this relationship will become apparent to you. You 
will most likely have ended up in the ‘Related assessments’ page either by clicking on a soft skill 
from the table matrix or from the results page that you have selected to assess one of its related 
soft skills. 

On the top of the page you will see the definition of that soft skill and also its icon with the 
indicator of how many answers are related to another soft skill’s assessment. Detailed 
instructions are provided in that page that will provide you with details about how many 
statements are already answered and in relation to which soft skill (Figure 14). Once you have 
scrolled down to view the statements you will notice that the ones that are already answered 
have the soft skill’s icon right below the statement’s number, and also your answer is already 
selected as it was with your initial choice. Read the statement one more time and if you wish 
to change your answer just click on the one you want; your previous choice will now be replaced 
by your new answer. You can continue answering the rest of the assessment statements as 
before, and at the end submit your answers.  

 

Figure 14: Re-assessing a soft skill 

https://beta.skillsmatch.eu/awareness/assessmentresearch
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9  RESULTS 

The results section is divided into three main sections which are explained in detail below. A 
submenu is provided where you can navigate among those sections. 

9.1 Assessment results 

This is the main page you will land on once you have submitted an assessment (Figure 15). You 
can navigate through the results by selecting any of the three options available in the submenu 
provided. 

On the right part of this screen you are able to see the results of your latest assessed soft skill. 
The icon of the soft skill is circled by a ring which is formed by ten pieces, each piece of that 
ring represents the ten statements of the assessment. When the ring pieces are in full colour it 
means that this assessment is completed and all ten statements have been rated by you. The 
scale bar below the icon shows you your level on that specific skill and you can also see the 
percentage you have scored. At the bottom of the latest assessed soft skill you can navigate to 
previous assessed soft skills with the left and right arrows.  

The left part of this section briefly explains the interconnections between the soft skills and 
provides a button to access the related soft skills, which is the next section. Just below this 
notification you are able to see how many online courses for that specific soft skills are available 
in the SkillsMatch platform and also a button to access the training section.  

 

Figure 15: Results landing page 
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At the bottom of this page you are presented with all your assessed soft skills in a slider fashion. 
You can click on the left or right arrows to navigate. By clicking on one of the soft skill icons in 
the slider you will be able to see the details of that soft skill on the top right section. 
Additionally, you can also export your results as a transcript pdf file. Click on the button ‘Export 
my results’. 

9.2 Related soft skills 

In the same manner the Related soft skills section at the top has the assessed soft skills slider. 
Click on the left/right arrows to navigate. 

Just below the slider you will see the soft skills related to the one that is selected in the centre 
of the slider. The filter provided will help you to see all of these soft skills that are related to 
your selected occupation(s). The number in the button indicates how many soft skills are 
mapped against that occupation. To view all related soft skills, click on the ‘All Related Skills’ 
button.  

Below the filter section the related soft skills are presented. As explained earlier, there is a ring 
around each soft skill which is made up of ten pieces. Each piece represents one statement of 
its assessment, and the number of coloured pieces represents the number you have already 
rated in another assessment (Figure 16). Additionally, by hovering with your mouse pointer 
over a related soft skill icon you will be able to read in the toolbox how many statements have 
been rated. Click on a related soft skill to re-assess it. , View section 9.2 Related Assessments.  

 

Figure 16: Related soft skill 
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9.3 Occupation overview 

The occupations overview is a comparison table between your selected occupations (Figure 
17). 

The first column of the table contains all the soft skills. The boxes in the second column shows 
how many statements for each soft skill assessment have been rated. As in the previous 
section, there are ten boxes used with the ones filled with solid colour represent the number 
of completed statements. When all the statements have been rated, all the boxes have a solid 
colour. The third column shows how many online courses are currently available in the 
SkillsMatch platform, and by clicking on that button you will be transferred to the training 
section for the specific soft skill courses. 

The two last columns are reserved to show you your favourite occupation(s). For each 
occupation there are two more indicators for each row. The yellow round shape indicates that 
the soft skill in the row you are looking at is required for that occupation.  The second indicator 
shows in a scale bar the level of an assessed soft skill for this occupation. Hover with your 
mouse pointer over the indicators to read more on the tooltip that will appear.  

 

Figure 17: Occupation (s) overview table 

Once you have scrolled further down to the bottom of the table you can see the row with the 
overall number of online courses, the soft skills required for each occupation and how many of 
these you have assessed yourself on. 
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10  EPORTFOLIO 

The ePortfolio section aims to help you in adding your soft skills to your already existing 
experience and education, and to ask for validation from a peer. Once you are finished with 
building your ePortfolio and are pleased with the result, you can produce a link by clicking on 
the shared button and distributing it to prospective employers. 

You can interact with this section in any order you feel more comfortable with. 

10.1 Getting started with the ePortfolio 

In this section you get the opportunity to add your soft skills to the experiences and education 
you have acquired up to this moment  (Figure 18). To make your soft skills stand out more and 
to make a stronger ePortfolio, you can use the feature to ask one of your peers to validate your 
soft skills in the experience or education you have added. 

When you add an experience or an education to the ePorfolio, the system will arrange it in a 
timeline manner, meaning that the newest will be on top and the oldest at the bottom. Filters 
are provided to sort the view of the timeline by experience, by education or to view both.  

Following down from the bio section you can locate your assessed soft skills and their levels. 
You can use this section as a reference when you are adding your experience and your 
education. In the next box you will see the soft skills you have received validation for and at the 
bottom of the left part, a button that will lead you to the assessment page. 

 

Figure 18: ePortfolio overview 
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10.2  Adding your bio 

Click on the three dots on the ‘Bio’ section  (Figure 18), on the left part of this page to add a 
short bio. We recommend you write something personal about yourself, and not about your 
experience or education that will be added in the timeline. Your photo in this section is 
generated by your profile settings, if you wish to change your photo please look at Chapter 
5.3.4 User profile photo. 

10.3 Adding experience 

Click on the button ‘Add experience’ at the top of the timeline. In the new window that will 
appear (Figure 19), you will be able to search and locate your occupation in the exact same 
manner as you did in the ‘Assessment’ section. Please look at Chapter 8.2 Selecting occupations 
and add to your favourites. 

Once you have selected the occupation, in the section below you can begin adding the soft 
skills that are mapped to, i.e. trending for this occupation. Furthermore, this section gives you 
the opportunity to add soft skills that you think you have acquired during that experience but 
that are not listed in the drop-down mapped soft skills.  

At the end of this screen you can continue adding further information about that experience 
such as, the employer, the location and the dates. Click the ‘Add experience’ button to add this 
experience as an item to your timeline. 

 

Figure 19: Adding an experience 

10.4 Adding education 

Click on the button ‘Add education’ at the top of the timeline. In the new window that will 
appear (Figure 20), add the title of the course. From the below drop-down list select the soft 
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skills you believe that this course has covered. Continue adding the institution’s name, the 
location and the dates. When you are done click the ‘Add education’ button to add this 
education as an item to your timeline. 

 

Figure 20: Adding an education 

10.5 Asking for validation 

Follow the below steps to ask for validation, figure 20. 

Step 1: Click on the button ‘Ask for validation’ at the top of the timeline. 

Step 2: In the window that will appear select one of your added experiences that you wish to 
validate. 

Step 3: Add the soft skills you want to validate from this experience. 

Step 4: Add the name and the email address of the validator. You can add more validators by 
clicking on the ‘Add another validator’ button. Please note the message that will be sent to 
your validator is already prepared by the system.   
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Step 5: Once you are finished click the button ‘Request validation’ to send the message 

. 

 

Figure 21: Validation request 

The validator will receive a message from the SkillsMatch platform with your request and a link 
to a page which they can respond to your request (Figure 22). 
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Figure 22: Validator's page 

10.6 Timeline items 

Now that you have added experience and/or education you are able to see them as items on 
your timeline, figure 23.  

To edit or delete one of the items click on the three dots on the top right of the item. To hide 
or unhide an item from your public sharing ePortfolio click on the eye icon. 

The top part of the item  displays the basic description information you have entered, the title, 
the location and the dates.  

The soft skills you have added are placed right below the basic information bar, the number 
next to the title ‘Soft skills added by you’  shows you the total number of the soft skills you have 
added in this item. To hide or unhide a soft skill from your public sharing ePortfolio click on the 
eye icon. 
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Figure 23: Timeline items 

If you have received a recommendation from your validator, it will appear at the bottom of 
your item along with the name and title of your validator. In the same manner click on the eye 
icon to hide/unhide the recommendation from public view. 

10.7 Share your ePortfolio 

You can showcase your ePortfolio with whoever you like. To do so click on the blue arrow on 
the top right of the timeline section (Figure 18). A public link will be generated. Right click to 
copy it, and feel free to share your achievements. 

Please note: You can select which timeline items, which soft skills and which recommendations 
you want to display in your public ePortfolio. To hide or unhide any of those options click on 
the eye icon provided. 
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11  TRAINING 

Access to the training section is provided either on the main menu or in specific areas, such as 
the occupation overview section. When it is accessed from the main menu you will land on the 
generic page of the training section. When you will have clicked from a specific section, for 
example the buttons showing in the comparison table of the ‘Occupation overview section, you 
will land in a customized landing page where the results will be according to their previous 
selection. 

11.1 Main training section 

The training section provides online courses that are specific on improving your soft skills. You 
can access this section by clicking on the title ‘Training’ in the main menu (Figure 24). 

11.1.1 Filters 

Use the filters to customize your search and sort the results. You can add multiple soft skills, 
course level, language and provider. To remove a soft skill tag, click on the ‘x’ icon in the tag.  

11.1.2 Courses list 

The courses available are presented in a table list view where you can read the title of the 
course and its main characteristics. When a course is verified by the SkillsMatch project a 
corresponding icon will appear in the verified column. Click on a course to access its detailed 
description. 

 

Figure 24: Courses main page 
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11.1.3 Course details  

The top of the course detail page indicates whether a course is verified by SkillsMatch and also 
if it provides open badge on completion. Information on what an open badge is and how you 
can use it is included. Please use the links provided in that section to find out more. 

Further down you will be able to read the course description. If the specific course is offered 
by the ‘The Open College’ a separate set of instructions on how to access the course on their 
own platform is provided just below the description. Please note that ‘The Open College’ has 
created a set of soft skills online courses offered free of charge only to SkillsMatch users.  
However, the courses are hosted on their LMS platform and you do need to register in order to 
gain access. 

On the right hand side of this section you can locate the course reference details.  

● Soft skills covering 
● Level 
● Language 
● Provider 
● Tuition 

At the far end of the courses detail page the generic courses slider is located where you can 
browse for more courses.  

 

Figure 25: Course details page 
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12 GETTING HELP 

Help features are provided throughout the platform sections. In the assessment section a 
question mark icon next to the title ‘Select occupation’ indicates that further instructions are 
available and the ‘i’ icon next to the occupation title will provide the description of the selected 
occupation, figure 26. 

 

Figure 26: Assessment section help features 

Tooltips are also provided for several items across the platform. You will find them on an 
assessed soft skill in the assessment section, in the related soft skills (Figure 27), and in the 
occupations overview sections respectively. The purpose of the tooltip is to give you a quick 
information on either your level on the specific soft skill or if that soft skill is related to that 
occupation, for example in the occupation overview section. To activate the tooltip, place your 
mouse pointer over a soft skill icon and let it still for a few seconds, a box will be revealed with 
the information. 
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Figure 27: Tooltip in the related soft skills section 

Additionally, there are three more ways to get extra help if needed. You can contact us, read 
the FAQs and go through the glossary of terms. 

12.1 Walkthrough guide 

As a first-time visitor in the platform a walkthrough guide is provided for each section. The 
walkthrough guide will lead you in a step-by-step manner to the actions you need to perform 
on each section in order to take full advantage of the functionalities and the features provided. 
Read the instructions on each step and press the ‘next’ button to proceed to the next step. If 
you wish to deactivate the walkthrough guide click on the ‘skip’ button (Figure 28). 
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Figure 28: Walkthrough guide 

12.2 Contact form 

If you wish to contact us to leave your comments or to report an issue please go ahead and 
click the ‘Contact us’ which you can find in the footer menu and also in the help window of the 
assessment section. Fill in the form and a member of our team will get back to you as soon as 
possible. 

12.3 FAQs 

The FAQs (frequently asked questions) is a collection of comments and questions from users 
that were gathered by our team during trial sessions. Since this is a prototype version of the 
SkillsMatch platform and the public release took place recently we are in the process of 
gathering more questions but also improving some sections. 
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13  TRAINING PROVIDER 

If you are a training provider and you wish to have your online courses added on the SkillsMatch 
platform please contact us or connect@skillsmatch.eu. 

http://skillsmatch.eu/contact-us/
mailto:connect@skillsmatch.eu
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APPENDIX – PRIVACY POLICY 

Skills Match Privacy Policy 

This privacy policy describes how Skills Match protects and makes use of the information you 
give to us when you use our website. 

For us at Skills Match the protection of your personal data is very important. You can be sure 
that all your information is safe with us. 

Introduction: 

This privacy policy regulates how we may collect and process your personal data. We gather 
and use certain information about you in order to provide services and to enable certain 
functions on this website. Our mission is to create a European-wide assessment and learning 
system, which will help users to adapt their skill assets to the demands of labor market focusing 
on the support of Non-Cognitive Skills (NC). 

Maintaining your trust is our top priority, so we adhere to the following principles to protect 
your privacy: We protect your personal information and will only provide it to third parties: (1) 
with your consent; (2) where it is necessary to carry out your instructions; (3) as reasonably 
necessary in order to provide our features and functionality to you; or (4) when we reasonably 
believe it is required by law, subpoena or other legal process. We have implemented 
appropriate security safeguards designed to protect your information in accordance with 
industry standards. 

If you are asked to provide information when using this website, it will only be used in the ways 
described in this privacy policy. We will always let you know when we make significant changes 
to this privacy policy. 

Applicability of this policy: 

This policy is relevant for persons who are users of Skills Match, visit our website or otherwise 
communicate with us, for example through our customer service. 

What data we gather: 

When you log in to the services, create an account, use your account, and otherwise carry out 
activities within the service; you actively provide information about yourself. When you create 
an account with us, we collect information (including such things as your first name, last name, 
a valid email address, and a password). We also collect information when you fill out a profile. 
A complete Skills Match profile includes professional details like your job title, education, and 
skills. You may also add information to your e-Portfolio in order to create a visual timeline of 
your career. 

We further collect personal data about individuals that opt to make recommendations on our 
platform (“referees”), even though these individuals are not required to login or make an 
account. First, we collect the name and email of the referee, which is provided by the platform 
user. If the referee opts to be “anonymous” then this information is deleted. If they do not opt 
to be anonymous then Skills Match only stores their name: all email information is deleted in 



 

D6.6 SkillsMatch Handbook 

 

 

43 | 
 

© Copyright 2020 eGovlab Stockholm University 

accordance with the data minimization principle. We may collect and store other personal data 
in the context of providing feedback to the user such as data connected to an individual’s work 
history. 

The personal information that you provide to us may reveal or allow others to identify aspects 
of your life that are not expressly stated on your profile (for example, your picture or your name 
may reveal your race and gender). Additionally, some of the information you provide to us 
might be sensitive personal data, i.e. information revealing racial or ethnic origin, religious 
beliefs or sexual orientation. By providing such information and accepting this privacy policy, 
you consent to the processing of such information 

By providing personal information to us when you create or update your account and profile, 
you are freely accepting and agreeing to our processing of your personal information in the 
ways set out by this privacy policy. If you have any concern about providing information to us 
or having such information displayed on our website, you should not become a member, visit 
our websites, or otherwise use our services. If you have already registered, you can close your 
account at any time. 

How we use this data: 

Our website helps you search for educational opportunities and other professional content. 
Specifically, we may use your personal data: 

● to identify you as a user 

● to administer your user account 

● to provide you with the services of the system 

● to communicate with you regarding educational opportunities related to your 
employment goals 

● to respond to any of your inquiries, questions, and/or other requests 

● to market our services, for example by email 

● to produce statistics regarding your usage of our service, in order to improve our 
services 

● to ensure the security of our services 
Lawful grounds to process data: 

For it to be permissible for us to process personal data there must always be a lawful basis 
under the General Data Protection Regulation (GDPR). Such lawful basis may include: 

● Consent: you have consented to the personal data processing. 

● Contract: you have entered into an agreement with us, for example, in relation to the 
use of our services. 

● Weighing of interests: when we have a legitimate interest in using your data, for 
example for statistical purposes, that is carefully balanced against any intrusion into 
your private life. 

● Legal obligation: There are laws and rules that oblige us to process certain personal 
data in our activities. 

Your rights when choosing to let Skills Match process your personal data: 
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At any time you can contact Skills Match and request that your personal data be erased if you 
do not want your personal data to be processed any longer. You are also always able to go to 
your profile settings and delete your account. 

At any time you can contact Skills Match to request access or extract your personal data – and 
if the personal data we process concerning you is inaccurate or incomplete, you can ask us for 
rectification or rectify yourself through the features available on our website. You can also 
export your personal data through the functionality provided in our website. 

You have the right to object to any processing of personal data that is carried out on a lawful 
basis of weighing of interests. If you object to such processing, we will only continue the 
processing if there are legitimate reasons for the processing that outweigh your interests. 

If you want to exercise your rights, please contact us using the contact information provided at 
the end of this policy. 

Should you wish to lodge a complaint with a supervisory authority, you can either contact the 
Swedish Data Protection Authority, which is SkillsMatch's Lead Supervisory Authority: 
Datainspektionen, Box 8114, 104 20 Stockholm, Sweden Phone: +46 08-657 61 00 Email 
address: datainspektionen@datainspektionen.se 

● or you can choose to contact your local Data Protection Authority. 

How we store your data: 

We keep your information for as long as your account is active or as needed. For example, we 
may keep certain information even after you close your account if it is necessary to comply 
with our legal obligations, meet regulatory requirements, resolve disputes, prevent fraud and 
abuse, or enforce this agreement. If you do not sign into your account or use our services for 
24 months then your account will automatically be deleted. 

Controlling information about you: 

You can change your Skills Match information at any time by editing your profile, deleting 
content that you have posted, or by closing your account. You can also ask us for additional 
information that we may have about your account. 

You are responsible for ensuring that your information is complete, accurate, and up-to-date 
when you first register. Thereafter, you can keep aspects of your user profile current via the 
platform's online interface. 

By default, any information you put on your profile and any content you post on Skills Match 
will not be seen by anyone other than the system administrators. If, however, you opt to list 
your profile as public then some of the data uploaded to the website may be displayed and 
shared with third-parties. 

Skills Match allows you, as a user, to take actions to share information regarding your profile. 
Here, you can request a link to share your public profile by pressing the “share” button in the 
e-portfolio. 

How we share your personal data with third parties: 
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We may also disclose your personal information to third parties: 

● If you expressly opt into such sharing 

● To comply with law (including cooperation with regulators or officials), legal process or 
legal advice 

● To protect the rights, property, or safety of Skills Match, our customers, or others. This 
may include exchanging information with other companies and organizations for the 
purposes of fraud protection 

● We may share generic aggregated demographic information not linked to any personal 
identification information regarding visitors and users with our business partners and 
trusted affiliates. 

Information we receive from third parties: 

We import data from third-party systems only under direct instruction from you. If you choose 
to connect your account on our services to your account on another service, we may receive 
information from the other service. For example, if you connect to Facebook, we may receive 
information like your name and email address. You may also choose to grant us access to other 
data from another service like your CV found on LinkedIn or Europass. 

We may store this information so that it can be used for the purposes explained in this 
statement, and it may also be used to verify your credentials with the third party. The 
information available to Skills Match from these third parties is affected by the privacy settings 
you establish at those entities. You understand and agree that that these third parties use of 
information they collect from you is governed by their privacy policies, and Skills Match’s use 
of such information is governed by this privacy statement. 

Automated decision-making 

We may in some cases use automated decision-making, if it is authorized by legislation, if you 
have provided an explicit consent or if it is necessary for the performance of a contract. You 
can always request a manual decision- making process instead, express your opinion or contest 
decision based solely on automated processing, including profiling, if such a decision would 
produce legal effects or otherwise similarly significantly affect you. When using automated 
decision-making we will provide you with further information about the logic involved, as well 
as the significance and the envisaged consequences to you. 

Links from our site: 

Our website may contain links to other websites. Please note that we have no control of 
websites outside of our domain. If you provide information to a website to which we link, we 
are not responsible for its protection and privacy. 

Security: 

We will always hold your information securely. To prevent unauthorized disclosure or access 
to your data, we have implemented strong physical and electronic security safeguards. 

Cookies and how we use them: 
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This website uses 'cookies'. A ‘cookie’ is a small text file that the website you are visiting asks 
to save on your computer. Cookies are used on many websites to allow visitors to use various 
functions. 

We use cookies in order to identify whether you are signed into our website. We also use 
cookies in order to recognize you when you return to our website. Additionally, cookies will 
also be used to store your language preferences. Furthermore, we use cookies in order to 
better understand visitor behavior (Google Analytics) and to improve the quality of the 
information we provide. 

Cookies do not provide us with access to your computer or any information about you, other 
than that which you choose to share with us. 

You can use your web browser’s cookie setting to determine how our website uses cookies. If 
you do not want our website to store cookies on your computer or device, you should set your 
web browser to refuse cookies. However, please note that doing this may affect how our 
website function. 

Unless you have changed your browser to refuse cookies, our website will issue cookies when 
you visit it. 

How to contact us: 

If you have questions or comments about this Privacy Policy, please contact us online 
connect@skillsmatch.eu or by physical mail at Nodhuset, Borgarfjordsgatan 12, 164 55 Kista. 

You can also contact us at this email address if you would like to access any information 
connected to your account or delete your account. 
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