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1. THE ROLE OF CO-WORKING START-UPPER  

Who is the ideal person for starting a co-working activity? Is he/she different 

from a common entrepreneur? 

While the web is populated by different definitions of co-working, it is very 

hard to find a definition of co-working start-upper as well as of co-working 

founder or managers and other similar terms.   

In the last decades, the concept of co-working is growing more and more, 

and it can be defined as a really active community in which opportunities 

and synergies are created. In spite of what people think, creating a co-

working space means not only a reduction in fixed office management costs 

but also an establishment of crucial opportunities and relationships in the 

work context.  

So, a co-working start-upper has to be first of all a “guarantor” of the sense 

of community of a co-working space, thinking about how to produce new 

dealings between all co-workers and/or between co-workers and the local 

communities.  

However, a co-working start-upper has to face with a wide range of issues 

and challenges, from administrative tasks to communications skills, from legal 

ones to competences in event management. A Co-working start-upper has 

to know, first of all, how to reconvert a space in a sustainable and business 

perspective, how to deal with all legal-fiscal aspects for the opening and 

management of the co-working space.  

He/she has to ensure the management of the community such as members’ 

selection, creation of an active, inter-generational coworkers community, full 

of an added-value know-how – “sharing knowledge”-, participation in the 

community, encourage interaction and networking, gamification of the co-

working experience, respect of ethical rules and use of spaces, sharing 

projects and crowd sourcing.  

So, all that means that a Co-working start-upper is supposed to be a 

proactive and multitask person moved by a strong sense of initiative and a 

broad range of educational and training background. He/she has a deep 

insight into current situation and trends in local environment, able to 

understand the needs of local people and companies. 
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2. NEEDS AND BENEFITS OF IMPLEMENTING A FRAMEWORK 

OF QUALIFICATIONS FOR THE PROFESSION 

Proposed description of qualifications has been prepared within the project 

YOUTH RE WORKING RURAL, which, among other objectives, aims at defining 

the new job profile for the Co-working start-upper.  

The ambition of the project is to create and deliver a common reference 

framework for qualifications systems, covering vocational education and 

training and also be able to accommodate qualifications acquired through 

(the validation of) non-formal and informal learning for the wide spread 

profession of Co-working start-upper. 

Within the project partners worked firstly at national level analysing their 

National Qualifications Frameworks (NQF) as well as status of training and 

education in their country.  

This EQF serves as a reference tool to compare the qualification levels of the 

different qualifications systems and to promote both lifelong learning and 

equal opportunities in the knowledge-based society, as well as the further 

integration of the European labour market, while respecting the rich diversity 

of national education systems. 

The developed European Qualification Framework of the Co-working start-

upper in terms of knowledge, skills and competences is based on learning 

outcomes as statements of what the learner knows, understands and is able 

to demonstrate after completion of the learning process (outcome-based 

approach)1. The knowledge, skills and competences referred to in provide 

links to the next levels and could be enlarged and upgraded.  

Such learning outcomes have then being constructed around the following 

learning areas (cfr. Chapter 5): 

- Ideas and Opportunities  

- Resources 

- Into Action 

- Application of Knowledge 

It will contribute to the professional and personal (self)improvement of Co-

working start-upper. 

Ultimately, the EQFs developed within YOUTH RE WORKING RURAL project 

aims to contribute to wider lifelong learning goals and increase the learning 

and labor mobility, employability and social integration of the work forces. 

                                                 

1 One of the great advantages of learning outcomes is that they are clear statements of 
what the learner is expected to achieve and how he or she is expected to demonstrate 
that achievement. Thus, learning outcomes are more precise, easier to compose and far 

clearer than objectives. 



 European qualification framework for co-working start-upper  

 

 

7 

2.1. NATIONAL QUALIFICATION FRAMEWORK AND STATE OF THE ART IN 
THE PARTNER COUNTRIES 

Even if the co-working phenomenon is quite well established in all analysed 

countries (Spain, Italy, Norway, Latvia, Greece and Slovenia) there are some 

common challenges that they have to face with. 

First of all, in all partner countries, there are not specific NQFs for the 

profession of Co-working start-upper (and neither for similar ones such as co-

working manager/owner/founder). However, it is possible to acquire 

qualifications, which could be relevant and useful also for a co-working 

manager (eg. In Slovenia, business organiser, project manager, etc…) 

Moreover, there are not specific formal trainings, education and courses 

directed to train a Co-working space manager. In most of the concerned 

countries, seminars, postgraduate’s studies, courses offered by different 

organizations or regional development centres covering different topics and 

fields are useful for creating and managing a CW space but no one of them 

is formally recognized.  

In Italy, Slovenia and Latvia, people managing co-working spaces have 

realised the shortage of the trainings, therefore almost all the co-working 

spaces are regularly organising diverse trainings and seminars on this topic, 

inviting professionals on certain themes and arranging discussion to improve 

the situation. Accordingly, these can be considered as the only training 

possibilities available for the moment.   

For the abovementioned reasons, there is a tendency to define the 

manager of a co-working start-up as a multidisciplinary profile: so, running a 

CW space has multiple approaches. 

In Latvia, for example, two different co-working streams can be observed – 

set up and management of co-working spaces and co-working space as a 

social community developer. The first type is a classical co-working 

management that requires general business, management skills. Co-working 

as a social community developer is cooperation among all the co-working 

community to build, improve and strengthen the community around the 

building.  

A lot of current CW spaces managers have different cultural backgrounds; 

they have attended multiple courses, have different university paths and 

have acquired the knowledge they have in several ways.  

For example, in Spain and Norway, management and entrepreneurship 

courses comprised in the current national academic and training offer, 

combined with professional advice and analysis of documentation by 

means of consulting co-working online communities and blogs can provide 

a useful and practical knowledge for a co-working manager; while in 

Greece, knowledge is acquired through feedbacks and knowledge sharing 

between co-working owners.  
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Because of this lack of formal education in this field, a manager of CW 

spaces shares many skills with an entrepreneur in general: basics of 

management and administration, law and social skills, leadership, 

communication and soft skills.  However, a distinctive feature that makes a 

co-worker distinguish from an entrepreneur is the ability to promote and 

create a good sense of community among co-workers and/or other relevant 

stakeholders in the local environment.  

Always because of the lack of a recognised educational path the CW 

manager, often, has a broad knowledge of all aforementioned issues but 

delegates or subcontract specific competences and skills.  
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3. EQF FOR THE CO-WORKING START-UPPER 

Learning areas Units Learning outcomes Knowledge Skills Competences 

1. Ideas and 
Opportunities 

1.1 Spotting 
opportunities 

1.1.1 Be able to 
identify, create and 
seize opportunities 

Explain how critical 
thinking is related to 
opportunities 

Search and find and/or 
create opportunities 
for a Co-working space 

Detect local 
opportunities and 
transform them in 
business opportunities 

  
1.1.2 Be able to focus 
on challenges 

Show business & 
entrepreneurship 
knowledge  

Know the creative 
industries sector 
and/or business start-
ups 

Draft and develop a 
current situation 
analysis on coworking 
sector 

 

 

Create a strategy to 
determine the suitable 
opportunity 

 

  
1.1.3 Be able to 
respond to uncovered 
needs 

Know the concept of 
“need” 

Critically analyse 
surrounding context in 
order to identify and 
suggest opportunities 

Apply strategic and 
analytical thinking 
techniques 

Choose the best 
opportunity from the 
current situation 
analysis 

  
1.1.4 Be able to 
analyse the context 

Understand local 
(regional and global) 
environment, context 
and trends 

Draft a strategic plan 
for the co-working 
space according to 
local needs and trends 

Find synergies 

Analyse the context 
and make strategic 
decisions on location 
and customer 
targeting 
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between projects, 
strategies, 
environments etc... 

 1.2 Creativity 
1.2.1 Be curious and 
open 

Describe what 
creativity in 
entrepreneurship is 

Record innovative 
ideas related to a co-
working space 

Lead personal or 
group processes in 
how to be open 
minded and curious 

  
1.2.2 Be able to 
develop ideas 

Describe several 
definitions of 
creativity 

Describe a personal 
creative process 

Run a creativity 
process in a team 

 

Lead a personal 
creative process (self 
organized) 

  
1.2.3 Be able to define 
problems 

Know how to express 
what a problem is and 
different categories of 
problems 

Identify and define a 
problem  

Use different problem 
solving techniques 

  
1.2.4 Be able to design 
value 

Explain the concept of 
value 

Be aware of values 
and opportunities in a 
co-working space 

Design a value 
document-chain for 
the co-working space 

  1.2.5 Be innovative 

Knowledge of 
techniques to boost 
innovation and 
creativity in the daily 
processes and 
activities 

Apply innovation for 
the diversification and 
better use of the CW 
space 

Use the innovation 
techniques in daily 
activities and 
processes 

 1.3 Vision 
1.3.1 Be able to 
imagine 

Know how to define a 
vision, mission and 

Draw up the vision of 
the Co-working space 

Utilize a personal 
vision 
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values for a CW space start-up 
Show perspective and 
vision 

  
1.3.2 Be able to think 
strategically 

Describe what a vision 
is 

Explain the role of 
visions in 
entrepreneurship  

Integrate vision in 
short and long term 
work and plans 

Define vision for the 
co-working space and 
connect it to strategic 
plans 

  
1.3.3 Be able to guide 
actions 

Describe how one can 
utilize a vision 

Utilize visions Lead a team process in 
utilizing common 
visions 

 1.4 Valuing ideas 
1.4.1 Be able to 
recognise the value of 
ideas 

Explain the concept of 
idea 

Explain what a 
valuable idea is 

Define the value of an 
idea 

Compare several ideas 

 

Analyse and value 
ideas in a context 

Show the ability to see 
the bigger picture 

Embrace diversity and 
be able to identify and 
boost synergies from 
it 

  
1.4.2 Be able to share 
and protect ideas 

Explain the relation 
between sharing and 
protecting ideas 

Run sessions in team 
about valuing ideas 

Make implementation 
plans about valuing 
ideas 

Turn ideas into 
concrete outcomes, 
activities and projects 

 

 
1.5 Ethical and 
sustainable 

1.5.1 Be able to 
behave ethically 

Explain what ethic 
means in own context 

Organize sessions 
about importance and 

Implement ethic plan 
connected to own 
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thinking 
Understand the 
specific ethical 
principles that have to 
be applied in the 
business 

implementation of 
ethics among several 
partners 

context 

 

  
1.5.2 Be able to think 
sustainably 

Explain what 
sustainability means in 
own context  

Understand the 
importance of 
sustainability and 
social responsibility 
for a company 
environment 

Apply the main eco-
friendly and 
sustainable solutions 
to the working 
environment 

Organize sessions 
about importance and 
implementation of 
sustainability among 
several partners 

Implement sustainable 
plan for own context 

  
1.5.3 Be able to assess 
impact 

Understand the main 
eco-friendly and 
sustainable materials 
and their application 
in working 

Be aware about the 
environmental impact 
of a CW space  

Set an evaluation 
system about the 
sustainability of the 
co-working space 

Design measures to 
minimize the 
environmental impact 
of a CW space 

Increase the Social 
Corporate 
Responsibility of the 
CW 

  1.5.4 Be accountable 

Be able to explain 
what accountable in 
ethics and 
sustainability means 

Integrate ethics and 
sustainability in 
everyday work 

Show integrity, 
responsibility, 
accountability, self-
awareness, work 
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ethic, and empathy 

Encourage and use 
emotional intelligence 
techniques in social 
interactions 

Build trust relationship 
with the stakeholders 

Show professionalism 
and patience 

Develop plans and 
implement ethic and 
sustainability in own 
organization 

2. Resources 
2.1 Self-awareness 
and self-efficacy 

2.1.1 Be able to follow 
own aspirations 

Recognize key drivers 
and motivation inputs 

Know personal and 
professional goals 

Understands the 
importance of having 
dreams and 
aspirations 

Identify or set 
aspirations 

 
Set goals necessary to 
follow the aspirations 

 

Help others explore 
and identify 
aspirations.  

Support others in 
following their 
aspirations. 

Plan activities and 
create opportunities 
and an environment 
where it is possible to 
follow aspirations 

 

Maintain inner 
strength based on 
desire to succeed. 
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2.1.2 Be able to 
identify own strengths 
and weaknesses 

Understand the 
concept of personal 
(or character) 
strengths and 
weaknesses 

Understand SWOT 
analysis (principles, 
purpose, how to use 
it) 

Recognize the 
importance of 
knowing own 
strengths and 
weaknesses 

Know how to use 
strengths to the best 
of own abilities 

Use different 
techniques to identify 
(recognize and name) 
strengths and 
weaknesses. 

Practically and 
objectively illustrate 
strengths/ weaknesses 
(with examples of 
specific behaviour). 

Identify and develop, 
build individual 
strengths and skills to 
establish/run a 
successful business. 

Use strengths to help 
others grow as a 
person and as an 
employee. 

  
2.1.3 Be able to 
believe in own abilities 

Understand what 
ability is 

Define abilities in 
personal and 
professional life.  

Recognize abilities and 
identify which abilities 
need to be developed, 
improved 

Make a plan for 
developing specific 
abilities 

Recognize abilities of 
others and help others 

Have self confidence 
Have confidence in 
own abilities  

Realize and appreciate 
own self-worth. 

Support others and 
help the build their 
abilities and their 
belief in them. 
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build specific abilities  

Design an 
environment where 
abilities can be 
respected, 
acknowledged and 
developed further 

Design an 
environment where 
abilities (own or of 
others) can be 
recognized, valued 
and developed.   

Engage and 
participate in  
activities  in  which  
own abilities can be 
used and developed. 

Organise or 
implement sessions 
for developing specific 
abilities at workplace. 

  
2.1.4 Be able to shape 
own future 

Awareness of the past, 
present and future 

 

Know the importance 
of planning future 

Understand that a 
person can shape and 
influence his/her own 
future.  

Set clear, attainable 
and realistic goals 

 

Plan activities that 
contribute to 
achieving goals and 
creating positive 
outcomes in personal 
and professional life 
(in specific time 
frame). 

Plan and implement 
relevant activities, 
tasks, goals that 
contribute to the 
future envisioned. 

Direct one’s energies 
toward the 
completion of the 
future goals, actions 
based on personal 
desires, objectives and 
ideas. 
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Plan and use suitable 
strategies to reach 
personal and 
professional goals. 

 
2.2 Motivation and 
perseverance 

2.2.1 Be able to stay 
driven  

Understand the 
concept of motivation  

Know the difference 
between internal and 
external motivation 

Understand key 
drivers for own 
motivation  

Understand what 
motivates, drives 
others 

Know the internal and 
external factors that 
encourage of hinder 
motivation 

Start, achieve, and 
accomplish something  
(also in the face of 
adversity) 

Achieve own 
motivation 

Motivate and engage 
others 

Experience and create 
opportunities for flow 
and enjoyment.  

Obtain training and 
educational growth 
opportunities. 

Recognize factors that 
contribute to greater 
motivation.  

Plan and implement 
activities, design 
environment in which 
individuals can stay 
driven, engaged and 
motivated.   

Offer support to 
others in order to 
assure their 
motivation and high 
levels of drive for 
professional tasks and 
development 

  2.2.2 Be determined 

Understand what 
determination is and 
how it affects one’s 
personal and 
professional life 

 

Decide what to do, 
make a plan and 
follow the plan (being 
able to set goals and 
achieve them) 

Think about and 
define, identify a 

Motivate oneself to 
finish the task, 
activity. 

Focus and stay 
determined, 
committed to a task, 
project, job, 
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purpose (in personal 
or professional life) 

Continue to do 
something, although it 
is very difficult 

Stay firm and decisive, 
even if others do not 
agree or do things 
differently 

organisation etc. 

Plan activities and set 
environment that 
encourage 
determination in 
oneself and others. 

  
2.2.3 Be able to focus 
on what keeps you 
determined 

Know and understand 
which factors (internal 
and external) increase 
or decrease levels of 
determination 

 

Identify factors that 
contribute to high 
levels of 
determination 

Plan and implement 
activities that keep 
oneself or other 
determined and 
motivated 

Identify one’s own 
thoughts, emotions 
and behaviours that 
contribute to high 
levels of 
determination 

Organise work in a 
way it enables high 
levels of 
determination 

  2.2.4 Be resilient 

Understand and 
define what resilience 
is and what are the 
characteristics that 
build resilience 

Understand that being 
resilient doesn’t mean 

Build specific pillars/ 
characteristic of 
resilience  

Continue to perform 
effectively when faced 
with time pressures, 
adversity, 

Develop resilience (or 
specific pillar of 
resilience) and use it 
in personal and 
professional life 

Help others build 
resilience 
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that a person is not 
affected by problems, 
adversity 

 

 

disappointment, or 
opposition 

Identify and help 
others improve 
specific area that 
contributes to greater 
resilience 

Develop and build 
resilient team, 
company or co-
working space 

  
2.2.5 Be able not to 
give up 

Define what 
perseverance is and 
understand that it can 
be developed and 
encouraged.  

Understand what 
influences 
perseverance (what 
encourages, sustain or 
hinder it). 

Hold on to views and 
plans of action despite 
adversity.  

Use different 
techniques to keep 
persisting. 

Retain faith in his/her 
approach (or opinion) 
even if it is not 
immediately 
successful (accepted 
by others). 

Plan sessions to build 
persistence. 

Set attainable, realistic 
goals and remain 
motivated to achieve 
them also in the face 
of adversity or 
obstacles. 

Assess when to 
continue and when to 
give up on an 
unattainable goal. 

 

Encourage others to 
set clear goals, to 
persist and to 
motivate them to keep 
going. 

 
2.3 Mobilising 
resources 

2.3.1 Be able to 
manage resources 

Master team-working 
techniques 

Set tools that could 
help in management 

Seek information, 
people, resources 

Apply various 
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approaches to manage 
the team in difficult 
situations 

  
2.3.2 Be able to use 
resources responsibly 

Explain what 
mobilising resources is 
and what for 

Develop plan for own 
organization about 
mobilisation of 
resources 

Implement plans for 
mobilising resources in 
own organization 

Plan sessions about 
how to mobilise 
resources among 
others 

Run sessions about 
mobilization of 
resources among 
others 

  
2.3.3 Be able to make 
the most of your time 

Understand what time 
management is and 
which benefits it adds 
in to the daily tasks. 

Know the different 
techniques and tips 
for stress 
management. 

 

Oversee and execute 
daily office operations 

Manage own time 

Put in practice time 
management skills 
leading to increase the 
productivity 

Share own working 
methods to reduce the 
working time 

  
2.3.4 Be able to ask 
and get support 

Know the different 
tools and entities able 
to provide support, 
advice and any other 
useful resource for the 
development of a CW 
space 

Define the needs and 
the specific context 
related to the CW 
space and 
consequently address 
the right entity or 
resource able to 

Apply different 
communication tactics 
according to the 
stakeholders 
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Understand general 
communication 
principles 

Know own limits 

provide specific 
support 

Oversee 
subcontractors 

 
2.4 Financial and 
economic literacy 

2.4.1 Be able to 
understand economic 
and financial concepts 

Map financial and 
economic literacy 
needed for own 
organization  

Know the 
fundamentals of 
economic and 
financial markets 

Understand the start-
up legislation 

Know what aspects 
and contents should 
be treated when 
establishing contracts 
with coworkers 

Understand basic 
management concepts 
related to the daily 
working of a company 

Understand basic 
marketing concepts 
linked to the branding 

Define where and how 
to enhance financial 
and economic literacy 
for own organization  

Run processes among 
others in order to map 
financial and 
economical literacy 
strengths and 
weaknesses 

Define an affordable 
pricing policy 

Keep the business 
running in accordance 
to the market and 
customers needs 
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2.4.2 Be able to 
budget 

Understand how to 
prepare a business 
plan 

Elaborate and manage 
budgets, optimize and 
allocate available 
resources efficiently  

Set a process on how 
to manage the budget 

Deploy a dynamic 
Budget management: 
monitor, control and 
record budget 
deployment and 
implement 
amendments when 
necessary 

  
2.4.3 Be able find 
funding 

Know the different 
sources and types of 
funding for CW spaces 

Have a broad 
knowledge of EU, 
national and regional 
funds 

 

Plan an efficient 
development plan  

Find funding 
opportunities 

Write a grant 
application 

 

Recognize and 
mobilise the necessary 
public/private 
resources 

Keep contacts with 
business angels/ 
venture capitalists  

  
2.4.4 Be able to 
understand taxation 

Have the basic 
understanding of the 
specific applicable 
taxes in the 
country/region of 
work 

Be aware and comply 
with the different 
obligations when it 
comes to taxes.  

Rely and delegate on 
qualified and certified 
professionals when 
necessary. 

Respect and comply 
with the related 
deadlines and timings 
in the delivery and 
payment of tax 
declarations 

 
2.5 Mobilising 
others 

2.5.1 Be able to inspire 
and get inspired 

Explain how coaching 
as a method can be 
effectual in mobilising 

Rotate tasks and offer 
training 

Create and maintain 
an active, 
intergenerational 
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others community of 
coworkers 

Establish enabling 
relationships – build 
confidence by 
connecting the 
inexperience with the 
experience 

  
2.5.2 Be able to 
persuade 

Understand the value 
of cooperation and 
how it can helps to 
promote a CW Space 

Develop a strong 
network with relevant 
stakeholders in the 
community: 
universities, 
administration, 
associations, etc. 

Convince other people 
about the value of the 
cooperative 
philosophy and the 
advantages of being a 
coworker 

Show ability to 
persuade and 
motivate others 

  
2.5.3 Be able to 
communicate 
effectively 

Explain what coaching 
is and which 
techniques are useful 
in mobilisation 

Identify potential 
partners in the 
community that can 
help to add value to 
the CW space 

Use coaching 
techniques in 
mobilising individuals 

Use coaching 
techniques in 

Communicate in an 
efficient way  

Run mobilising 
coaching processes 
among individuals 

Run mobilising 
coaching sessions 
among groups 
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mobilising teams or 
groups 

  
2.5.4 Be able to use 
media effectively 

Understand the main 
principle of the 
sharing economy 

Build an organizational 
structure 

Participate to the 
community 

Enlarge the 
community (also 
online) 

Favour interaction and 
networking 

3. Into action 
3.1 Taking the 
initiative 

3.1.1 Be able to take 
responsibility 

Express why and when 
taking initiative is 
important 

Express different ways 
of taking initiative 

Make decisions on 
either undertake 
actions on their own 
or delegate when 
necessary. Recognize 
and take responsibility 
of the consequences 
of these actions. 

Take a responsibility 

  
3.1.2 Be able to work 
independently 

Know different 
techniques on how to 
set goals and 
objectives, as well as 
specifics methods to 
achieve them. 

Self-motivation and 
ability to work without 
supervision.  

Set your own goals 
and achieve them. 

Show willingness to 
work independently 

  
3.1.3 Be able to take 
action 

Know the meaning of 
challenge and how to 
identify and describe 
them when they come 

Come up with 
different solutions and 
ideas to add value and 
differentiate the CW 

Show a proactive 
attitude 

Behave as a team 
member 
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up.  

Learn about different 
techniques on how to 
act to overcome these 
challenges.   

space 

 
3.2 Planning and 
management 

3.2.1 Be able to define 
goals 

Understand 
fundamentals of 
project management 

Build a business plan 
and scheme good 
strategies to achieve 
certain goals for the 
CW space 

Be aware about the 
long term perspective, 
define a strategy and 
objectives for the CW 
space 

  
3.2.2 Be able to plan 
and organise 

Understand the basic 
concepts of project 
management 

Apply organization 
and coordination 
techniques 

Know human 
resources 
management 
techniques 

Elaborate a calendar 
for the CW space 
management 

Set a tool to spread 
the files with other 
people 

Create protocols and 
rules of conduct to 
ensure the good 
environment in the 
CW space 

Plan own tasks  

Show orientation to 
details 

Keep the calendar 
update and promote 
new initiatives 

  
3.2.3 Be able to 
develop sustainable 
business plans 

Know how to prepare 
a business plan  

Know principles of 
financial sustainability  

Develop a 
management plan  

Create a business plan 
to develop a CW space 

Implement a 
management plan 

  3.2.4 Be able to define Illustrate the most Assign tasks/priorities Make decisions 
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priorities important priorities to 
develop a CW space  

to employees  
Adapt the business to 
emerging trends 
and/or specific needs 

  
3.2.5 Be able top 
monitor your progress 

Apply quality control 
techniques 

Draft an evaluation 
plan and monitor 
progresses 

Maximize progresses 
and estimate 
regresses to minimize 
them 

  
3.2.6 Be flexible and 
be able to adapt to 
changes 

Know change 
management 
techniques 

Apply negotiation 
techniques 

Show flexibility to 
adapt to change 

Demonstrate open-
mindedness 

 
3.3 Coping with 
uncertainty, 
ambiguity and risk 

3.3.1 Be able to cope 
with uncertainty and 
ambiguity 

Outline main 
uncertainty and 
ambiguity factors in a 
CW space 

Set, measure and 
analyse a set of Key 
Performance 
Indicators adapted to 
the CW space 

Build trustful relations 
with the coworkers 

  
3.3.2 Be able to 
calculate risk 

Understand which are 
possible risk factors 

Has knowledge of risk 
management 
principles 

Define the possible 
risks 

Draft a risk 
management plan  

Calculate risks and 
prevent difficult 
situations 

  
3.3.3 Be able to 
manage risk 

Understand the main 
principles of problem 
management and 
problem solving 

Develop a problem 
solving strategy 

Manage the risks 

Make good decisions 
by using data and KPIs 

 3.4 Working with 3.4.1 Be able to accept Know different Apply diversity Cooperate and 
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others diversity working styles management 
techniques 

confront different 
solutions  

  
3.4.2 Be able to 
develop emotional 
intelligence 

Know Soft-Skills  Act and behave 
according to soft skills 
(e.i. empathy) 

Show social skills 

Maintain an 
extraordinary sense of 
community 

Show ability to 
connect well with 
people 

 Show warm and 
approachable attitude 

  
3.4.3 Be able to listen 
actively 

Listen and observe 
verbal and no-verbal 
aspects 

Be able to get all 
different information 
and ideas in order to 
elaborate them 

Listen to other 
people´s ideas, assess 
them and convert 
them in projects or 
other kind of 
outcomes 

  
3.4.4 Be able to team 
up 

Know techniques to 
build a team working 
spirit 

Develop dynamics and 
other activities to 
promote the 
collaboration and 
synergies among the 
coworkers and other 
involved parties  

Apply different 
negotiation 
techniques and skills 

Integrate and involve 
the coworkers in the 
CW space, creating a 
sense of community 
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to get better 
agreements 

  
3.4.5 Be able to work 
together 

Know conflict 
management and 
problem solving 
techniques 

Set clear rules for 
space utilization and 
reciprocal respect  

Delegate tasks, 
distribute resources 
etc. 

Favour project and 
knowledge sharing 

  
3.4.6 Be able to 
expand own network 

Understand how to 
create a warm and 
welcoming 
environment 

Organize events to 
promote know-how 
sharing 

Deploy a set of social 
skills to contribute to 
the success of a the 
CW space  

Strengthen the 
community around 
the CW 

 
3.5 Learning 
through experience 

3.5.1 Be able to reflect 

Understand general 
principles of critical 
thinking. 

Find the arguments 
and reason critical 
opinion on different 
matters 

Be proactive and able 
to manage suggestions 
and critics 

  3.5.2 Be able to learn 

Know various learning 
techniques, principles 
of continuous self-
development 

Find and choose 
different learning 
methods that can be 
relevant according to 
each personality 
characteristics. 

Record own mistakes 
in order to avoid in the 
future and make your 
work better 

  
3.5.3 Be able to learn 
from experience 

Notice valuable 
experience from 

Analyse the daily 
processes and 

Develop new methods 
in different fields 
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practice.  

List relevant examples 
for future use 

activities and improve 
them on a on-going 
basis 

based on previous 
experiences 

4. Application 
of knowledge 

4.1 Managing sales 
and marketing 

4.1.1 Be able to 
implement marketing 
strategies  

Record a list of 
marketing tools 

Know advertising 
techniques 

Develop and 
implement creative 
local marketing 
strategies 

Understand and 
respond to customer 
needs 

Create suitable offers, 
tariffs and 
memberships for the 
customers 

Show customer 
service, sales skills 
(membership sales 
strategy, member 
policy development 
and enforcement) 

Manage customer 
relationships 

Assess the level of 
profitability of the 
services provided and 
make decisions 

  

4.1.2 Be able to 
network  

Know event 
management 
techniques 

Know networking 
techniques 

Know the coworkers 
profile and needs 

Build own network 

Manage community 
initiatives designed to 
develop member 
relationships 

Provide them with 
adapted services and 
tools 

Understand, work 
with, seek synergies 
and connect different 
stakeholders 
(individuals, 
entrepreneurs, 
companies, local 
policy makers etc.)  

Maintain and develop 
key stakeholder 
relations & partner 
management (partner 
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research and 
development) 

Attract and generate 
loyalty among the 
coworkers by 
providing diversified 
and innovative 
services, support and 
activities 

 
4.2 Managing 
finance and 
business  

4.2.1 Be able to 
manage financial 
issues 

Evaluate economic 
and financial practices 
in order to find the 
suitable practice for 
the start-up  

Understand how to set 
prices for the use of 
coworking place,  

Understand how to 
optimize costs  

Understand the new 
economic tools of the 
sharing economy 

Manage pricing, 
invoicing and payment 
systems for the 
services offered by the 
CW space  

Prepare contracts for 
the CW members  

Structure a 
crowdfunding 
campaign  

Implement 
gamification of the 
coworking experience 
(awards, budgets, 
coworker loyalty, ...) 

Ensure revenue 
streams  

 

  
4.2.2 Be able to make 
business operations
  

Understand contracts 
legislations, privacy 
and sensible data 

Use available 
technology and tools 
to develop all 

Keep the business 
running in accordance 
to the market and 
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treatment 

Understand building 
management and 
property maintenance 
issues 

administrative tasks 
not externalized  

Optimize spaces and 
meeting rooms by 
managing bookings, 
occupancy level and 
availability 

customers needs 

  

4.2.3 Be able to assess 
and manage risk
  

Understand basic 
possible risks that may 
appear.  

Know fundamental 
actions to deal with 
the risks 

Monitor incomes and 
costs of the CW and 
apply corrective 
measures if necessary 

Develop a fluent and 
efficient daily 
management of the 
CW space 

Keep good 
relationships with the 
selected coworkers 

 

4.3 Managing 
health, safety and 
the working 
environment 

4.3.1 Be able to 
implement 
environmentally-
sustainable work 
practices  

Basic knowledge of 
environmentally 
sustainable work 
practices and their 
main principles 

Build a smart working 
environment layout 

Organize different 
types of working 
spaces according to 
the different needs of 
users 

  

4.3.2 Be able to 
Implement equality 
policies  

Know fundamentals 
on equality policies 
and the 
implementation 
strategies  

Establish rules and 
mechanisms to 
guarantee respectful 
behaviours among 
coworkers and a 
pleasant environment 

Set up equality policy 
strategy for an 
organisation. Define 
most important 
principles and 
procedures of equality 
policy  
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4.3.3 Be able to 
implement 
organisational policies
  

Know fundamentals 
on organisational 
policies and the 
implementation 
strategies 

Provide coworkers 
with comfortability 
and best working 
conditions 

Promote the wellbeing 
and networking of co-
workers through the 
health (physical and 
relational) of the 
workplace 

Manage and solve 
conflicts and issues 
among coworkers 

  

4.3.4 Be able to 
implement safety 
policies  

Know the 
fundamentals of work 
health and safety 
policies 

Recognise the 
necessary regulations 
and laws concerning 
public spaces 
organizations 

Apply prevention 
principles, safety 
rules, comfort 
standards and suitable 
access conditions, in 
accordance with the 
law  

Plan technical and 
operative 
interventions 

Set various health and 
safety practices in the 
Co-working space 
start-up 

 

4.4 Managing 
information 
technologies and 
communications 

4.4.1 Be able to create 
electronic content
  

Know about the topics 
contained in the text 

Plan a web strategy 
using the main social 
media 

Create and 
disseminate attractive 
digital content for 
current and potential 
coworkers  

Strengthen the CW 
identity through 
online brand identity 
and graphic content 
for web and social 
networks 
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Create and maintain 
updated a website for 
the co-working space 

  

4.4.2 Be able to 
interact electronically 

Understand the basic 
concepts of web 
marketing 

Understand the basic 
concept of social 
media marketing 

Apply ICT and social 
media skills 

Use the best 
communication style 
depending on the 
message and the 
channel you want to 
use 

Create e-mail 
campaigns 

 

Use online tools and 
social media to 
disseminate relevant 
information and 
interact with current 
and potential 
coworkers, and with 
the community  

Define precise 
contents depending 
on the message you 
want to spread out 
and the channel you 
want to use  

  

4.4.3 Be able to 
maintain online 
privacy and security
  

Know the threats you 
may face while 
browsing 

Set online privacy and 
security statement 

Manage electronic and 
confidential 
information in a right 
way, in accordance 
with the law 

  

4.4.4 Be able to 
manage electronic 
information  

Short-list of the 
information according 
to relevant topic  

Implement a desk 
research according to 
the topic 

Use the appropriate 
form of 
communication (oral 
and written 
communication) 
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4.4.5 Be able to 
manage hardware 

Know the components 
of a computer system 

Connect the devices to 
the proper doors of 
the computer system 

Run the computer 
devices 

  
4.4.6 Be able to 
manage software
  

List the most common 
software tools  

Use basic software 
and online tools linked 
to the daily activities 

Properly use the 
software tools, like 
excel 

  
4.4.7 Be able to seek 
electronic information
  

Know which of the 
appeared information 
is valid or not 

Find the proper key-
words 

Make a targeted 
research 



“This project has been funded with support from the European Commission. This publication 
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4. CONCLUSIONS 

The ambition of this output is to create the contents of the European 

Qualification Framework (EQF) of the co-working start-upper; a descriptor of 

qualifications based on learning outcomes, regardless of how or where these 

are achieved. The EQFs are based on the traditional (formal) education in 

the partnering countries and relate different countries’ national qualifications 

systems and frameworks together around a common European reference. 

The developed European Qualification Frameworks of the Co-working Start-

upper in terms of knowledge, skills and competences are based on learning 

outcomes as statements of what the learner knows, understands and is able 

to do after completion of the learning process. 

This EQF will serve as a reference tool to compare the qualification levels of 

the different EU qualifications systems and to promote both lifelong learning 

and equal opportunities in the knowledge-based society, as well as the 

further integration of the European labour market, while respecting the rich 

diversity of national education systems.  

In the framework of this project, the EQF serves for shaping the training 

programme; as its draft versions has been circulated among different 

experts, which have identified the most important topics to focus on.  
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ANNEX 1. DEFINITION OF ECVET AND EQAVET 

It has been widely recognised that education and training are essential to 

the development and success of today's knowledge society and economy. 

The EU's strategy emphasises countries working together and learning from 

each other. "Helping all citizens to be better skilled is crucial for EU growth 

and jobs, as well as for equity and social inclusion. The economic downturn 

puts these long-term challenges even more into the spotlight. Public and 

private budgets are under strong pressure, existing jobs are disappearing, 

and new ones often require different and higher level skills. Education and 

training systems should therefore become much more open and relevant to 

the needs citizens, and to those of the labour market and society at large” 

(ET 2020).  

A number of European instruments such as the European Qualifications 

Framework (EQF), Europass, European credit transfer systems (ECTS and 

ECVET), the multilingual classification of European Skills/Competences, 

Qualifications and Occupations (ESCO) and quality assurance frameworks 

have been developed and implemented to support the mobility of learners 

and workers. These tools are improving transparency, making qualifications 

comparable across countries (EQF) and credit points transferable (ECTS). 

These instruments were not developed in isolation from each other, they are 

in a close coherence where the different tools and services - including 

transparency and recognition of qualifications, validation of non-formal and 

informal learning and lifelong guidance - are offered in a coordinated way 

aiming to contribute to real European mobility where a person's knowledge, 

skills and competences can be clearly understood and quickly recognized.  

The European Credit System for Vocational Education and Training (ECVET) 

was developed to enable people to build on what they have learnt in the 

past when wishing to achieve a qualification. Competent authorities may 

decide to use ECVET to give people the opportunities to get recognition for 

learning outcomes they achieved abroad, but also for learning outcomes 

achieved through learning in another institution or system within the same 

country or those acquired by experience. In the context of economic 

restructuring, where certain sectors are declining and laying off staff while 

others have difficulties in recruiting adequately qualified staff, there is a need 

for a flexible workforce. People are expected to have the aptitude but also 

the opportunities to continue learning and develop new knowledge, skills 

and competence. Given the demographic pressure in Europe, there is a 

strong need for improving employment rates and ensuring that the human 

and social capital of people in Europe is used to its best.  

Implementation of ECVET in the European qualification system is designed to 

make the recognition of professional qualifications of employees in the 

European countries in which the system operates. The application of ECVET 

results in an increase in social motivation to raise, extend and improve their 
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professional skills throughout their working life in order to become more 

competitive on the European labor market. Employee should gather ECVET 

credits for all his working life, to become more adaptable on the labor 

market. This process should function at every stage of professional 

preparation: formal, non-formal and informal learning. The resulting points 

may build a professional portfolio of a worker and an employee, 

characterizing the suitability of his/her qualifications for a specific 

professional sector.  

The core element of ECVET technical specifications is the use of learning 

outcomes. Learning outcomes describe what a person knows and is able to 

do and therefore they are neutral to how, in which context and over what 

duration individuals’ have developed their knowledge, skills and 

competence. They make it possible to recognise learning in view of 

achieving a qualification independent of where the learning took place and 

over what duration.  

The European Quality Assurance Reference Framework for VET (EQAVET) 

provides a European-wide system to help stakeholders to document, 

develop, monitor, evaluate and improve the effectiveness of their VET 

provision and quality management practices. It can be applied at both 

system and VET provider levels and can therefore be used to assess the 

efficiency of VET provision. It is adaptable to the different national systems 

and it can be used in accordance with national legislation and practice.  

The Framework complements the work on the quality assurance aspects of 

the European Qualifications Framework (EQF) and the European Credit 

System for VET (ECVET). The Framework includes the need for regular 

monitoring (involving internal and external evaluation mechanisms) and 

reporting on progress while using common quality criteria and indicative 

descriptors to underpin the monitoring and reporting arrangements and 

stresses the importance of common indicators to support the evaluation, 

monitoring and quality assurance of VET systems and providers.  

EQAVET is a community of practice bringing together Member States, Social 

Partners and the European Commission to promote European collaboration 

in developing and improving quality assurance in VET by using the European 

Quality Assurance Reference Framework.  

The various instruments are confirming the key role that the VET systems can 

and must play in addressing skills shortages, especially for sectors with growth 

A or those undergoing major transformation requiring a better skilled 

workforce. The use of existing European tools for qualifications (EQF), credits 

(ECVET) and quality assurance (EQAVET) supports and facilitates mobility of 

a skilled labour force.   

Europe will only resume growth through higher productivity and the supply of 

highly skilled workers, and it is the reform of education and training systems, 

which is essential to achieving this. 
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ANNEX 2. DEFINITION OF EUROPEAN QUALIFICATION 
FRAMEWORK 

The aim of the Recommendation of the European Parliament and the 

Council of 23rd April 2008 on the establishment of the European 

Qualifications Framework for lifelong learning was "the creation of common 

reference framework intended to serve as a tool for comparing 

qualifications in both general and professional education".  

European Qualifications Framework for lifelong learning has been developed 

to allow easy comparison of qualifications achieved in different European 

countries. It is a common European reference framework, binding national 

qualifications systems of particular countries.  

European Qualifications Framework enables linking the various national 

systems and qualifications frameworks based on eight reference levels. Eight 

benchmarks are described through learning outcomes.  

In the European Qualifications Framework learning outcomes inform what a 

learner knows, understands and is able to do after completion the learning 

process. Therefore, in the European Qualifications Framework effects of 

learning are particularly important. Learning outcomes are listed in three 

categories:  

• Knowledge; 

• Skills; 

• Competences.  

Principles underpinning the European Qualifications Framework are widely 

recognized by the countries of the Community.  

Benefits of implementing the EQFs:  

• The qualifications are more readable and easier to understand in 

different countries and systems in Europe;   

• The citizens’ mobility between countries is promoted;   

• Lifelong learning is facilitated;   

• A comparison of learning outcomes in different European countries is 

allowed to facilitate cooperation  between countries and institutions; 

• The common European reference point links different national 

qualifications systems and thus facilitates  better communication 

among them;   

• A network of independent, but interrelated and mutually 

understandable qualification is created;  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• The transfer of qualifications between countries, systems and 

institutions is made comparable;   

• The access to lifelong learning and the scope of participation in this 

process is improved;   

• The validation of non-formal and informal learning is facilitated;    

• The transparency of qualifications awarded outside the national 

systems is encouraged.  

More information at the following link: 

https://ec.europa.eu/ploteus/en/content/how-does-eqf-work. 

https://ec.europa.eu/ploteus/en/content/how-does-eqf-work
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ANNEX 3. GLOSSARY AND ABBREVIATIONS 

TERM ABBREVIATION DEFINITION 

Learning Area LA A learning area is a field of knowledge, skill and 
attitude encompassing a subject or concept. It has 
predefined learning standards, helping to 
demonstrate continuity and progression. Within 
the curriculum the learning area can interlink 
various subjects.  

Unit U A learning unit is a component of qualification, 
consisting of a coherent set of knowledge, skills 
and competences that can be assessed and 
validated. Learning units enable progressive 
achievement of qualification thought transfer and 
accumulation of learning outcomes. They are 
subject to assessment and validation, which verify 
and record that the learner has achieved the 
learning outcomes expected. Depending on the 
existing regulations, learning units may be 
common to several qualifications or specific to 
one particular qualification.  

Learning 
outcomes 

LO Learning outcomes are statements of what a 
learner knows, understand and is able to do on 
completion of a learning process. Learning 
outcomes can be used for various purposes such 
as to establish descriptors of qualification 
frameworks, define qualifications, design 
curricula, define assessment criteria, etc.  Learning 
outcomes are set out in various levels of detail 
depending on their purpose and context. 

Knowledge K Knowledge means the outcome of the assimilation 
of information through learning. Knowledge is the 
body of facts, principles, theories and practices 
that is related to a field of work or study. In the 
context of the European Qualifications 
Framework, knowledge is described as theoretical 
and/or factual. 

Skills  S Skills mean the ability to apply knowledge and use 
know-how to complete tasks and solve problems. 
In the context of the European Qualifications 
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Framework, skills are described as cognitive 
(involving the use of logical, intuitive and creative 
thinking) or practical (involving manual dexterity 
and the use of methods, materials, tools and 
instruments).  

Competence C “Competence” means the proven ability to use 
knowledge, skills and personal, social and/or 
methodological abilities, in work or study 
situations and in professional and personal 
development. In the context of the European 
Qualifications Framework, competence is 
described in terms of responsibility and 
autonomy.  
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