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Purpose of this Toolkit

The purpose of this toolkit is to provide a 
methodological guide and practical instruc-
tions for teachers and trainers on how to de-
sign and deliver online curricula and courses. 

Who is this Toolkit for?

This Toolkit was designed for trainers in high-
er education, vocational training sector, or 
private organisations who are interested in 
improving their ability to exploit innovative 
online teaching methods.
 
The eLead Speed Project

This Toolkit is written as part of the eLead 
Speed Project (https://eleadspeed.eilab.
eu/), funded by the European Commission 
under the Erasmus+ programme. The aim of 
eLead Speed is to upskill university teachers 
and trainers from tertiary vocational training 
sector to improve their ability to exploit inno-
vative teaching methods and design e-lead-
ership curricula based on digital learning ma-
terials and tools, including Open Educational 
Resources (OER), collaborative online learn-
ing, and the European e-CF.

The Toolkit is organised as follows:

Chapter 1. 
Design and preparation of online learning.

Chapter 2. 
The role of the e-facilitator.

Chapter 3. 
Resources: OERs, tool, copyrights, and data 
security.

Chapter 4.
Multilingual and intercultural dimensions of 
online training.

Chapter 5. 
Introduction to e-leadership skills. 
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1.1 From distance learning to digital 
learning

Distance learning is not a phenomenon of the 
digital era. The term has been used since 1982 
to indicate any form of strongly structured 
and systematically organized training that 
was not delivered face-to-face (Moore et al., 
2011).  Addressed to an open number of users, 
distance learning takes place in conditions 
of spatial separation between students and 
teachers. Interaction is ensured by teaching 
materials—printed, mechanical or electron-
ic. Anyone who is old enough will remember 
these ‘older’ forms of distance learning.

More recently, distance learning became al-
most a synonym for digital learning. How-
ever, digital learning is not a technological 
innovation but a (additional) mean which is 
available to trainers to enrich the learning ex-
perience.

1.2 Three instances of digital learning

Literature (Trentin, 2001; Moore et al., 2011) 
informs on 3 forms of digital learning: (i) 
e-learning, (ii) computer-supported collabo-
rative learning, and (iii) online learning. 

CHAPTER 1:  

DESIGN AND PREPARATION OF 
ONLINE LEARNING
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E-learning

The term e-learning refers to the provision of 
content to individual students through digi-
tal means. It indicates the use of the Internet 
and/or multimedia platforms to provide ed-
ucational content to students who access it 
through the computer. Digital technology is a 
delivery channel for content, which is still at 
the centre of the learning process. E-learn-
ing departures from a behaviorist learning 
instance, which assumes a cognitive asym-
metry between the trainer (expert) and the 
learner

Examples of e-learning platforms include Harvard 
Online Courses, EU Training, OxfordX, and other First 
Generation Massive Open Online Courses (MOOC).

Computer-Supported Collaborative         
Learning (CSCL)

CSCL is a learning model centred in collab-
oration among learners through the use of 
connected computers. It can be used for pure 
distance learning or blended learning (which 
combines face-to-face and distance learn-
ing). In CSCL, digital technology facilitates 
peer-to-peer learning. CSCL understands 
learning under a constructivist foundation, 
where one learns when doing things with oth-
ers. It sees no cognitive symmetry between 
learner and trainer.  

Picture 1-3:
The ‘old’ forms 
of digital learning
Source: Pexels
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1.3 Designing online learning courses 

The purpose of this toolkit is to support train-
ers to design and deliver online courses, which 
can be composed of e-learning, CSCL or on-
line learning. As designers and facilitators of 
the learning experiences, it is useful to divide 
the design of your course in 2 parts: (i) macro 
design and (ii) micro design.

The trainer facilitates the interaction among 
students for the co-creation of the meaning. 

Examples of virtual learning communities include 
TES Global, Wiksate or any other Wiki community.

Online Learning

Online learning can be defined as access to 
learning experiences via the internet. Differ-
ent from e-learning, online learning includes, 
but is not restricted to, the transmission of 
content. Online learning aim is to promote 
an interaction means to facilitate learning 
and teaching. In online learning, digital tech-
nology is a tool which allows for the creation 
of more stimulating learning environments. 
From a didactical perspective, online learning 
aligns with cognitivism, which sees learning 
as a process of acquisition: each individual 
acquires information, built on it, and give it a 
meaning. The trainer is a facilitator, respon-
sible for the (i) creation of the enabling en-
vironment and (ii) for the negotiation of the 
objectives and meanings of the learning pro-
cess with the learners.  

Examples of online learning environments include 
Corsera, Udemy or edX. These platforms are often 
referred to as Second Generation MOOCs.

Online Learning

i. Centred on the environment (content & in-
teraction)
ii. Content is semi-structured and personal-
ised
iii. The trainer manages the interaction pro-
cesses & evaluates the learning processes
iv. Technology allows for the creation of learn-

ing environments, 
e.g. learning platforms

E-Learning
i. Centred on content
ii. Content is highlt 

structured
iii. The trainer delivers/

gives access to the 
content

iv. Technology is a 
delivery channel for 
content, 

e.g. tutorial videos

CSCL
i. Centred on  the 

interaction
ii. Contents are pro-

duced by the group
iii. The trainer facili-

tates the interac-
tion

iv. Technology facili-
tates peer to peer 
learning

e.g. virtual communi-
ties
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1.3.2 Micro design 

For CSCL and online learning to be success-
ful, the learners need to be supported by a 
structured development process— or a scaf-
fold. It is a way to create a smooth ‘pedagog-
ical journey’ for learners. Consequently, after 
defining your macro design (goals, audience, 
and resources) you should consider the actu-
al design of your course; or the micro design.

Gilli Salmon’s (Salmon, 2011) model provide 
a useful framework for a micro design. The 
framework comprises 5 stages. In each stage, 
the facilitator plays two different roles: the 
moderator role and the tech support role. 

1.3.1 Macro design

The macro instruct into the general aims of 
the training, the target population, and re-
quired resources. It is useful to think in terms 
of 4 questions:
1. What is the objective of the training - what 

you want to achieve through the training? 
2. What are the profiles (knowledge & expe-

rience level) of the target population?
3. What resources (content and staff) will I 

need? Do I have access to these resources?
4. What technology (ICT) will I need to sup-

port learning?

Answering these 4 questions should help you 
to select the most appropriate learning strat-
egy: e-learning, CSCL, online learning.  
For example: 

1. 
Objective

2. 
Learners

3.
Learning

Resources

4. 
ICT

Inform 
about 

corporate 
structure

E-Learning

New 
employees

Structured
content

Learning 
manage-

ment
system

Develop new 
online sales 
strategies

CSCL

Senior 
marketing
managers

Know-how 
from 

participants

Discussion 
forums, Wiki 

platforms

Improve 
existing sales
automation 

system

Online Learning

Junior
management

Structured 
content & 
Know-how 

from 
participants

Online
learning

platforms
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Moderator role: Foster the development of 
a micro community to activate the cooper-
ation.
Tech support role: Ensure the steady flow of 
communication among members.

Example of a stage 2 activity: a relatively simple 
group task/challenge to create a team spirit.

Stage 3: information exchange

Purpose: Activate the use of training materi-
als and the exchange of information and ex-
periences among participants.
Moderator role: Encourage students to use 
the learning materials and exchange infor-
mation.

Stage 1: access and motivation

Purpose: Give access and the induction of 
participants into the online learning plat-
form.
Moderator role: Encourage participation not 
once or twice but through the whole course. 
Tech support role: Make sure participants 
have easy access to the learning platform. 

Example of a stage 1 activity: a simple task to fa-
miliarise learners with the digital learning envi-
ronment.

Stage 2: online socialisation

Purpose: Create a communication link 
among the participants and activate the co-
operation at a basic level.

Salmon’s five 
step model

Let’s look into each stage in detail:
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Notice that you do not need to have all the 5 
stages figured out before starting the course, 
as you might need to re-plan and adjust as 
you go. However, it is critical to keep track of 
which stage you are and and when to move 
to the next stage! Likewise, deadlines should be 
short at initial phases and longer at the later 
stages.

1.4 E-tivities: the building blocks of your 
course

The macro and the micro design are impor-
tant tools that help you structure your course. 
However, you still need to plan the specific 
activities the learner will be engaged in dur-
ing the stages of your course micro design. 
To help you in this task, e-tivities are an ex-
tremely useful tool.

E-tivities are tasks to be carried out online un-
der the guidance of a teacher or a tutor. They 
can be individual or group tasks, and request 
some form of collaboration. E-tivities are a 
spark to facilitate collaborative learning. 
The term e-tivity was coined by Gilly Salmon 
and overturn the notion that learning de-
pends exclusively on the expert and his/her 
conveying of knowledge. E-tivities are based 
on the notion that knowledge is constructed 
by learners through and with others. Salmon 
suggests 9 steps to design a good e-tivity:

Obs: check Chapter 3 of this toolkit for various re-
sources to help you develop your e-tivities!

Tech support role: Provide content in an easy 
and timely manner and clarify tasks.

Example of activity stage 3: reading followed by 
an open discussion about a relevant (perhaps 
controversial) topic in the field.

Stage 4: knowledge construction

Purpose: Construct knowledge through       
collaboration— active sharing of information 
and intellectual resources amongst the par-
ticipants.
Moderator role: Facilitate the process of 
knowledge construction between partici-
pants.
Tech support role: Monitor group dynamics 
and offer channels of communication (con-
ferencing).
Example of a stage 4 activity: a complex problem 
to which the solution requires strong collabora-
tion.

Stage 5: development

Purpose: Apply the acquired knowledge to 
new situations.
Moderator role: Provide continuous sup-
port to learners to build their knowledge. 
Tech support role: Expand learners access to 
communication vehicles outside the original 
learning platform.

Example of a stage 5 activity: expand on the par-
ticipants learning interests by developing a com-
munity of practice.
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E-tivities Template

Step Description

1. Title Exciting title to motivate participation.
Offer a very brief description of the activity.

2. Purpose

Explain: 
•  If you complete the activity, you will be able to...
•  You will understand better how to...
•  You will find it essential for assignment X...
Link directly with the outcomes/objectives for the course.

3. Summary of the task Give clear and brief instructions on how to take part and what to do.
One task per e-tivity. If the task is too complex, divide into two e-tivities.

4. Sparks

Content in the form of Open Educational Resources* (OERs) that participants 
should familiatize with. Examples of OERs include:
•  Articles   
•  Frameworks
•  Videos 
•  Presentations
Use the spark an opportunity to start the diallogue.
* You‘ll find an extensive list of OER repositories in Chaper 3 of this toolkit.

5. Individual contribution

Give clear instructions to participants as to what he/she should do
in response to the spark. Specify:
•  What media (e.g. Wiki, discussion board, audio file) 
•  By when (deadline)
•  The length of contribution expected
•  Location for posting

6. Dialogue begins Request a response from an individual to others. Encourage participants to come 
online to see if others have read and responded.

7. Role of the tutor Clearly indicate what the e-moderator will do and when. Explain when you will give 
feedback, teaching points, and close the e-tivity.

8. Schedule and time Show the total elapsed time allowed for the e-tivity. Give the deadline.
Estimate the total study time required. 

9. Next Link to next e-tivity.
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Step Description

1. Title Let’s define altogether the rules of the game

2. Purpose
This activity will allow you to:
1. Reflect and identify the principles of effective Computer-Mediated Com-
munication (CMC)
2. Define online working methods within your group

3. Task overview Produce the “Ten Golden Rules” for an effective CMC in a virtual working 
group

4. Sparks
Video: How to manage virtual teams 
Article: Five Ways to Improve Communication in Virtual Teams

5. Participants tasks

1. Look at and read the proposed Sparks.
2. Everyone will submit their individual contribution by replying to this 
post (clicking on the reply button, below), suggesting one or two rules for 
effective communication/collaboration within a virtual working group. An 
example would be: “Use of informational.
subjects”. For each rule indicated, provide a brief justification (max. 50 
words).
3. Respond to at least one contribution posted in your group forum, taking 
a position with respect to the content: it will be sufficient to express one’s 
consent, however, a motivated comment will be appreciated and, in case 
of disagreement, you will have to explain the reasons (max. 50 words).
4. Agree on who will deposit the list produced by the group in our group 
forum, and provide him/her with the support to reach the target within 
the indicated deadline.

6. Role of the Tutors

1. He/she will follow your activities on a daily basis.
2. He/she will monitor you carefully, intervening if you encounter difficul-
ties that you will not be able to solve in time.
3. At the end of the week, the tutor will deposit feedback on the process 
followed by the group to carry out the activity.
4. The tutor and the facilitator  will return  and ”scaffold” the results of the 
work carried out by the learning groups into the Outputs book
1 week 
Tasks 1- 2 by 25 March

Example of an e-tivity:

13



Step Description

8. Next

For those who want to dig deeper here are some videos and additional recom-
mended readings (not mandatory):

• Reading: Book Title: Challenges in Virtual Collaboration, Lynne Walnfan and 
Paul K. Davis Published by RAND Corporation. (2004) Stable URL: https://www.
jstor.org/stable/10.7249/mg273.12

• Videos: Virtual team meeting success

9. Assessment methods

Execution of planned activities:

• Implementation of the activities
• Respect of the deadlines

Output quality
• Congruence and relevance of individual and group products with the indicated       
criteria
• Degree of innovativeness/originality of the product

Process:
•  The global number of messages exchanged
•  Number of messages posted by each member
•  Identification of procedures for group work
•  Any individual or group difficulties

Example of an e-tivity:
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Further, The University of Leicester identi-
fied some basic criteria to support e-tivities       
design. A good e-tivity must be:  
 
• Unambiguous (not open to interpretation)
• Short (one task per e-tivity)
• Easily grasped at the first reading
• Offering a clear benefit to the participant: 

WHY
• Contributing to the learning objective
• Explicit deadlines 
• Keep the course schedule tight (set a rou-

tine, E.g. weekly deliverables)

1.5 Summary

Chapter One has offered you 3 critical steps 
to support you in the development of your 
online learning course/module:

1. Establish a macro design: objectives, tar-
get audience, resources (content and 
staff), and ITC tools.

2. Based on your macro design, think about 
how you are going to engage the partic-
ipants in the course—create a micro de-
sign. Use the 5 stage model to guide you.

3. Fill-up your micro design with multiple 
e-tivities.

1. 
Objective

2. 
Learners

3.
Learning

Resources
4. 

ICT E-tivity 4

E-tivity 2

E-tivity 1

E-tivity 3

E-tivity 5...

1 2 3
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2.1 The four dimensions of    
e-facilitation

With the advent of new technologies for 
teaching and learning, online learning is be-
coming increasingly popular. In this context, 
competent e-facilitators are key to a suc-
cessful online learning experience. To Ilgaz 
and Gulbahar (2015) the e-facilitaror‘s role 
and competency should stretch along four 
dimensions: pedagogical, social, managerial, 
and technical. 

• The pedagogical dimension refers to the facil-
itator coaching and assessing expertise. 

• The social dimension refers to interpersonal 
and communication skills. 

• The managerial dimension refers to adminis-
trative and organisation skills

• The technical dimension refers to technologi-
cal literacy.

Four dimensions of e-facilitation

CHAPTER 2:  

THE ROLE OF THE E-FACILITATOR

Pedagogical Social

Managerial Technical
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Make them feel close despite the physical 
distance (perceived proximity).

• Encourage learners to communicate on syn-
chronous and asynchronous mode. 

• Frequency, interactivity and depth are essen-
tial. Frequent communication helps to remove 
the uncertainty given by distance and to de-
velop a mental image of the personal charac-
teristics and working habits of the others. 

• The clearer the image, the more cognitively 
and emotionally close we feel.

• Bring out shared experiences. Offer learners a 
common background (professional or person-
al) to develop a group identity. 

3) Fill the gaps. Make sure to weave and com-
ment on participants‘ postings.

• Emphasize and extend the points from par-
ticipants‘ messages— to show wider or more 
generic application;

• Combine extracts from different messages 
together and represent in a new light;

• Highlight how an issue or topic from one dis-
cussion links to another;

• Agree or disagree to refocus the discussion;

• Highlight key issues to encourage additional 
contributions;

Salmon (2011) and Palloff  and Pratt (2007, 
2011) propose that the e-Facilitator should 
perform, essentially, four tasks that require 
expertise in all the four dimensions: 
 

1) Gauge the students’ readiness to learn. 
Do not assume that learners are familiar with 
the online learning environment and be pre-
pared to scaffold them in this transition.

• Make very clear how the course works, the 
needed commitment, and the envisaged ben-
efits;

• Provide really good joining instructions;

• Welcome, congratulate, reassure and encour-
age;

• Scaffold all contributions so trust builds grad-
ually and effectively;

• Avoid lots of reading in the first couple of 
weeks;

• Chase non-contributors through e-mail or 
telephone;

• Make sure system are thoroughly checked and 
tested before going live– ‘right the first time!’;

• Insert tips on how to manage time and use 
the software effectively;

2) Get participants engaged with each other 
through e-tivities that depend on collabora-
tion. 
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2.2 The seven roles of e-facilitators

Based on the four dimensions of e-facilita-
tion proposed by Ilgaz and Gulbahar (2015), 
the eLead Speed project team derived seven 
more specific roles of the digital trainer. They 
include: 

1. Content Curator, 
2. Learning Designer, 
3. Information Designer,
4.  Editor, 
5.  Technical Supporter, 
6.  Social Mentor 
7.   Manager. 

The table below summarizes each of these 
roles, providing a brief description of the re-
sponsibilities, typical tasks, and knowledge 
and skills needed to perform these roles.

4) Organise and synthesise the knowledge 
so that it can be better grasped by partici-
pants. Simplify, generating new propositions, 
and offer a structure.

• Collect all the relevant messages into one 
document;

• Add your teaching comments or critique, 
point out omissions, other perspectives or ap-
plications, and make reference to further lit-
erature or ideas;

• Add a short, further example of your own if 
necessary;

• Shorten the sentences, delete all unnecessary 
material;

• Add further reading or follow up if appropri-
ate;

• Praise the participants who contributed. End 
with congratulations, praise or a positive note.

Ro
le

s 
of

 e
-f

ac
ili

ta
to

rs

Role Description Typical Tasks Knowledge & Skills 
Needed

Preparing for 
this role

1. CONTENT
CREATOR

Search, select, de-
scribe and update 
learning materials.

 ▪ Identify available 
learning material

 ▪ Filter the most 
relevant content

 ▪ Structure course 
materials

 ▪ Structure curric-
ulum

 ▪ Refine and 
update learning 
materials

 ▪ Content-specific 
knowledge 

 ▪ Access to learn-
ing materials and 
open educational 
resources

 ▪ Ability to search 
for information and 
verify its accuracy

 ▪ Categorise con-
tent in a way that 
would be most rele-
vant for learners

 ▪ Describe how 
much time would be 
required to work on 
these resources 

 ▪ Provide synopses

 ▪ Five roles of cu-
rators:
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Role Description Typical Tasks Knowledge & Skills 
Needed

Preparing for 
this role

1. Know what is 
relevant 
2. Focus on the 

most useful infor-
mation 
3. Act as a filter
4. Providing synop-

ses, reviews, lists, la-
belling and tagging
5. Follow and        

assess all knowledge    
sharing

Ro
le

s 
of

 e
-f

ac
ili

ta
to

rs

 ▪ Direct the learn-
ers to appropriate 
courses for self-
study

2. LEARNING 
DESIGNER

Design the cur-
riculum based on 
multiple pedagogi-
cal approaches and 
assessment tech-
niques.

 ▪ Needs and gap 
analyses of the tar-
get groups

 ▪ Set learning ob-
jectives

 ▪ Consider the 
different pedago-
gies (e.g. prob-
lem-based learning, 
case studies, etc.)

 ▪ Develop a sched-
ule and set dead-
lines

 ▪ Design stimulat-
ing e-tivities that 
encourage creative, 
practical and criti-
cal thinking

 ▪ Develop and im-
plement an assess-
ment strategy

 ▪ Knowledge over 
modern didactical 
approaches 

 - Collaborative 
learning

 - Self-regulated 
learning 

 - Reflective prac-
tice 

 ▪ Critical thinking 
skills

 ▪ Storytelling skills

 ▪ Knowledge of 
different (online) 
learning platforms 
and tools

 ▪ Knowledge over 
different assess-
ment techniques

 ▪ Learn about 
instructional design 
theories, principles, 
and methodologies

 ▪ Analyse the 
needs of the learn-
ers 

 ▪ Design an en-
gaging and clear 
structure of the 
learning process 
with different 
activities/e-tivities 
for learners with 
different skills

 ▪ Provide assess-
ment methodology 
that suits best the 
target learners  

 ▪ Use behavioral 
psychology and 
gamification tech-
niques
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Role Description Typical Tasks Knowledge & Skills 
Needed

Preparing for 
this role

3. INFORMATION 
DESIGNER

Organise the infor-
mation considering 
learning platforms, 
infographics, videos, 
presentations, man-
uals, etc.

 ▪ Design clear, 
structured, and 
meaningful infor-
mation via various 
formats and chan-
nels

 ▪ Design informa-
tion tools adapt-
ed to the specific 
needs of the group

 ▪ Use ‘sparks’ of 
interesting content 
that promote dia-
logue 

 ▪ General under-
standing of graphic 
design principles

 ▪ Visual thinking

 ▪ Knowledge on 
analysis and pres-
entation of data

 ▪ Access to digital 
resources to create 
content.

for enabling a bet-
ter learning experi-
ence. For instance, 
completion bars, 
repeated automat-
ed feedback on 
progress.

 ▪ Consider clari-
ty of the learning 
material

 ▪ Consider us-
er-friendliness and 
readability 

 ▪ Consider acces-
sibility

 ▪ Learning how to 
analyse and visual-
ise data in a mean-
ingful way

 ▪ Using visual 
thinking principles 
while designing 
information

 ▪ Examples dig-
ital tools: Google 
Analytics, Google 
Insights for Search, 
Canva, Power BI 
and other business  
intelligence tools, 
Lucidchart, process 
maps, mind map-
ping, polls, Miro, 
group games, Zoom 
breakout rooms, dot 
voting, Kahoot, etc.

Ro
le

s 
of

 e
-f

ac
ili

ta
to

rs
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Role Description Typical Tasks Knowledge & Skills 
Needed

Preparing for 
this role

4. EDITOR Summarise, edit, 
and improve on 
participants’ contri-
butions.

 ▪ Reconstruct and 
summarize partici-
pants’ contributions

 ▪ Provide timely 
and high-quality 
feedback for con-
tinuous learning 
engagement

 ▪ Domain-specific 
knowledge to be 
able to summarize 
and offer new direc-
tions

 ▪ Advanced lan-
guage skills

 ▪ Knowledge of 
feedback tech-
niques 

 ▪ Interpersonal 
communication 
skills

 ▪ Access to 
text-editing and 
translating tools. 

 ▪ Understand how 
to use language to 
summarize large 
amounts of text.

 ▪ Provide timely 
and concise feed-
back to offset the 
lacking face-to-
face interaction 

 ▪ Critically analyse 
learner outputs, 
focusing on the 
subject, person-
al participation, 
criticality, creativity, 
etc.

5. TECHNICAL
CONTRIBUTOR

Support users with 
learning platforms, 
communication and 
collaboration tools, 
etc.

 ▪ Select the appro-
priate digital tools

 ▪ Facilitate the 
smooth use of tools 
and platforms 

 ▪ Address techni-
cal issues

 ▪ Diagnose and 
clarify technical 
problems 

 ▪ Knowledge of 
the digital tools to 
be used

 ▪ Solution-oriented 
attitude

 ▪ Access to more 
specialized techni-
cal support

 ▪ Develop and 
improve techni-
cal knowledge of 
content authoring 
tools, multimedia 
creation and edit-
ing, social media, 
learning software 
(e.g. Slack, G-Suite, 
Zoom, Microsoft 
Teams, etc.)

 ▪ Ensure stable 
network connection 
and alternatives 
(power supply, extra 
laptop, extra head-
set, camera, alter-
native access to 

Ro
le

s 
of

 e
-f

ac
ili

ta
to

rs
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Role Description Typical Tasks Knowledge & Skills 
Needed

Preparing for 
this role

presentation and 
materials, etc.)

 ▪ Understand the 
user experience

6. SOCIAL 
MENTOR

Stimulate social 
interaction and col-
laboration.

 ▪ Promote a 
friendly and open 
environment

 ▪ Empower learn-
ers

 ▪ Develop har-
mony, cohesive-
ness and collective 
identity

 ▪ Engage students 
in a community of 
inquiry

 ▪ Set up e-tivities 
that demonstrate 
the value of working 
together

 ▪ Identify isolat-
ing and stressing 
factors and support 
students to offset 
them

 ▪ Interpersonal 
skills

 ▪ Advanced com-
munication skills

 ▪ Knowledge of 
basic cognitive psy-
chology 

 ▪ Diversity and 
inclusion

 ▪ Understand the 
personality and 
characteristics of 
the learners

 ▪ Empathise with 
the learning group, 
understanding their 
needs, encouraging 
informal way of 
sharing experience 
and knowledge, etc.

 ▪ If possible, or-
ganising one-to-one 
sessions for learn-
ers who need extra 
support 

Ro
le

s 
of

 e
-f

ac
ili

ta
to

rs
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Role Description Typical Tasks Knowledge & Skills 
Needed

Preparing for 
this role

7. MANAGER Manage, organise, 
and administer the 
learning and assess-
ment processes.

 ▪ Establish proce-
dures and handle 
administrative tasks

 ▪ Manage online 
forums and su-
pervise the overall 
course structure 

 ▪ Achieve a bal-
ance between 
structure and flex-
ibility

 ▪ Follow-up on 
no-shows and 
non-contributors

 ▪ Encourage 
groups to meet 
deadlines 

 ▪ Supervise assess-
ment

 ▪ Problem-solving 
skills

 ▪ Time manage-
ment skills

 ▪ Project manage-
ment skills

 ▪ Conflict man-
agement and nego-
tiation skills

 ▪ Basic knowledge 
of regulatory rules 
for online courses, 
privacy, etc.

 ▪ Ensure the qual-
ity of the training 
based on effective-
ness and efficiency 
measurements 

 ▪ Ensure agenda 
planning 

 ▪ Ensure that con-
tent and delivery 
meet the needs and 
expectations of the 
learners

 ▪ Ensuring contin-
uous improvement 
of the training and 
the trainer by col-
lecting and reflect-
ing on feedback 

 ▪ Manage conflicts 

 ▪ Know about 
intellectual property 
rights, privacy and 
other rules regulat-
ing online content
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2.3 Golden rules of e-communication

Because proximity is often missing in online 
learning, clear and effective communication 
becomes extremely important. As an e-facil-
itator, it is your job to ensure that commu-
nication among participants is effective. To 
support you in this task, we prepared a list 
of ‘golden rules’ that you can share with stu-
dents. This will help keep online communica-
tion effective.

Golden Rule What to do

Be short and consise

Complex statements 
addressing multiple 
topics are hard to 
follow, especially when 
comments are made 
in parallel. Therefore, 
every speaker should 
limit statements to a 
single topic and make 
another statement 
later, if needed.

Be straightforward 
about your thoughts

In the virtual envi-
ronment, it is hard to 
grasp the situational 
cues we use in real-life 
communication. Hence, 
be clear about your 
thoughts. Place your-
self in the recipients’ 
perspective and do not 
expect they will grasp 
it “between the lines”. 
But be careful not to be 
rude.

Be clear about the task

Make sure that there is 
clarity about the work 
process, with specifics 
about who does what 
and when. This aware-
ness is fundamental for 
setting up the entire 
communication pro-
cess.
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Golden Rule What to do

Communicate frequently

Maintain a frequent 
(daily) and steady 
communication with 
the participants. This 
gives the impression 
of proximity that is so 
important but often 
missing in virtual com-
munication.

Communicate openly

Do not be afraid to ask 
questions. Also, ac-
knowledge when you 
do not know something 
and accept construc-
tive criticism.

Develop communication 
guidelines

Communication guide-
lines provide directions 
to questions such as 
which communica-
tion channels to use in 
which circumstances. 
Also, it informs on 
when and how to in-
tervene, when and how 
to ask questions, when 
and how to get the 
answers.

Make sure all materials 
are available to all

The shared information 
should also be accessi-
ble and available to all.

Netiquette

Establishes the norms 
of behaviour in the vir-
tual environment and 
what kind of language 
is not going to be toler-
ated.
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Course Organization
 □ Create a course calendar that clearly outlines 

due dates for readings and assignments.

 □ Create an orientation page explaining the 
course management system, or provide a link 
to existing tutorials that technical depart-
ment has created.

 □ Share your contact details and inform your 
preferred communication method, expect-
ed response times to email messages,   
and expected response time for feedback on 
assignments.

 □ Establish ‘netiquette’ rules establishing how       
to participate in online discussion forums, 
behaviors acceptable in the online learning 
environment, and polite forms of online inter-
action.

Design and Content
 □ Send a welcome message to students includ-

ing the required textbooks and/or software 
and other material needed.

 □ Make available to students the course sylla-
bus, the course structure and the learning 
outcomes.

 □ Verify if the initial content (1st section) is 
made available to students in manageable 
segments or “chunks” (weeks, units, chap-
ters).

 □ Verify that all referenced sources are properly 
cited. Provide instructions to students on how 
to cite sources and images ethically and le-
gally.

2.4 Checklist 

A checklist provides a roadmap to ensure that 
your course is a high quality course and helps 
you to keep track of your tasks as an e-Facil-
itator.  The checklist below was prepared to 
help you with the task. It will support you (i) 
before, (ii) during and (iii) at the end of your 
course. 

(i) Before the course begins...
Technical Aspects

 □ Get familiar with the course management        
system and how to use specific features

 □ including how to post content, editing and 
reordering, news announcements, adding or 
rearranging discussion prompts, etc. 

 □ Review all external links to learning resourc-
es to ensure they are not outdated or broken. 
Make sure to remove dead links.

 □ Test the course navigation and correct acces-
sibility issues. 

 □ Check all media for proper display, including 
text, images, audio and video.

 □ Update your virus protection sources as you 
will have files coming from different users.

 □ Include information about whom to contact 
for technical assistance.   
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 □ Post a news announcement with a closing 
personal message to students.

 □ List technical aspects that worked well and 
those that need improvement.

 □ List learning content and activities what 
worked well and what needs modification.

 □ Identify areas of emerging technology to add 
for the next course.

This list was prepared based on the work of 
Berge (1995), Liu et al. (2005) and adapted 
from a similar list provided by The University 
of Wisconsin.

(ii) During the course...
 □ Contact missing students and draw in partic-

ipants. Watch out for non-participants dur-
ing the first week of class and contact them 
to see if they have login/access difficulties.

 □ Encourage students to post a photo or other 
representation (avatar) on their student pro-
file.

 □ Communicate regularly through announce-
ments.

 □ Monitor the discussion/forum area daily. 
Rein-   force student discussion and provide 
positive feedback (personally) to those who 
nurture the discussion area with their partic-
ipation.

 □ Participate in discussions when appropriate. 
Know when to be the “guide on the side” and 
when to step in and redirect or supplement or 
summarize student participation.

 □ Respond to email messages and questions 
posted on the discussion board within 24 
hours.

 □ Remind students of upcoming deadlines.

 □ Post announcements that transition from one  
topic or module to the next to help students 
organize and orient themselves.

 □ Inform students of potential deviations in the 
course calendar in advance.

(iii) At the end of the course…
 □ Encourage students to complete the end-of-

course survey.
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3.1 Open Educational Resources 
(OERs)

Today the Internet offers a large number of 
sources and teaching materials (videos, pres-
entations, articles, etc.) freely available, cre-
ated by experts, professionals and teachers. 
This massive digital library, often referred to 
as Open Educational Resources (OERs), is vir-
tually infinite and constantly reviewed and 
expanded. OERs are perhaps the most impor-
tant resource at your disposal when design-
ing online learning. You will certainly use dif-
ferent OERs throughout the development of 
your various e-tivities.

OERs are often organized and stored in what 
is called OERs repositories— a central place 
where aggregation of OERs are kept and 
maintained. As part of the eLead Speed Pro-
ject, a number of OERs repositories have been 
mapped and analysed to help you create a 
pool of learning resources.  

CHAPTER 3:  

RESOURCES-OERs, TOOLS,  
INTELECTUAL PROPERTY, AND 
DATA SECURITY
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OXFORD’S OPEN COLLECTIONS
The Open Course Library (OCL) is a collection 
of shareable course materials, including syl-
labi, course activities, readings, and assess-
ments designed by teams of college faculty, 
instructional designers, librarians, and other 
experts.

Non-university contents repository

SAYLOR ACADEMY
It offers courses assembled with OERs from 
various sources. Courses are peer reviewed.

OPENSTAX CNX
OpenStax CNX provides a variety of cours-
es assembled using OERs. It’s owned by a no 
profit organisation founded by Bill and Melin-
da Gates.

KHAN ACADEMY 
Khan Academy offers practice exercises, in-
structional videos, and a personalized learn-
ing dashboard that empower learners to 
study at their own pace in and outside of the 
classroom.

University contents repository

THE ECONOMICS NETWORK
It provides publications, events, and other re-
sources to support university teachers of eco-
nomics throughout the UK and worldwide.

OPENLEARN 
OpenLearn is the home of free learning from 
the UK’s largest university, The Open Univer-
sity.

OPEN COURSEWARE IN MANAGEMENT 
Collection of course material in management 
related subjects.

OPEN LEARNING INITIATIVE 
The Open Learning Initiative (OLI) is a 
grant-funded group at Carnegie Mellon Uni-
versity, offering innovative online courses 
to anyone who wants to learn or teach. The 
number of courses available is quite low. En-
rolment to classes is required to access re-
sources

OPEN MICHIGAN 
Open.Michigan enables faculty, students, 
staff and others to share educational re-
sources and research with the global learning 
community.

MIT OPENCOURSEWARE
MIT Open Courseware is a web-based pub-
lication of virtually all MIT course content. 
OCW is open and available to the world and 
is a permanent MIT activity.
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UNIVERSIA
Initiative by Spanish-speaking universities 
from Spain and Latin America.

OPEN EDUCATION CONSORTIUM
The Open Education Consortium is a world-
wide community of hundreds of higher educa-
tion institutions and associated organizations 
committed to advancing open education and 
its impact on global education.

OER COMMONS 
Platform to search and browse through dif-
ferent OERs repositories.

THE ORANGE GROVE
Florida’s digital repository for instructional 
resources.

ITUNESU (Accessible via iTunes)
Numerous lessons from universities around 
the world available on iTunes catalogue.

OPEN EDUCATION EUROPA
The main goal of this portal is to offer access 
to all existing European OERs in different lan-
guages.

ARIADNE
The ARIADNE Foundation is a not-for-profit 
association that aims to carry out basic and 
applied research that will improve creation, 
sharing and reuse of knowledge through the 
use of technology.

Aggregators

ACADEMIC EARTH 
Academic Heart is a portal allowing to access 
courses of US Universities. It provides a few 
Video Electives and a few playlists with ma-
terial from different Universities.

MERLOT
Merlot (Multimedia Education Resource for 
Learning and Online Teaching) is an interna-
tional consortium of over 20 institutions of 
higher education, industry partners, profes-
sional organizations and individuals devoted 
to identifying, peer reviewing, organizing and 
making available existing OER. 

MERLOT BUSINESS PORTAL 
Merlot II is a specialized business portal, pro-
viding access to OERs and other resources 
useful for teaching/learning business man-
agement subjects.

CONTENT WITHOUT BORDERS
Content Without Borders is a one-stop-shop 
for learning resource broker organizations, 
each of them managing and/or federating 
one or more learning object repositories.

OPENSCOUT
OpenScout is a repository for open, user-gen-
erated content for management education 
and training.

30



3.2 Tools for content design

In addition to supplying material prepared by 
others (such as OERs), YOU might want to 
design your own learning materials. For that, 
the Internet offers a number of free tools that 
can significantly improve the quality of the 
materials you produce, consequently increas-
ing learners’ engagement. Examples include 
software to design quizzes and games, stock 
of free images, video and music editing pro-
grams, tools to design infographic and mind 
maps, to name a few. 

The list below offers examples of different 
types of free tools available on the Web. If you 
find something that interests you, a Google 
search on the topic can lead to even more in-
teresting options.

Survey, polls and quizzes

 ▪ Google forms, Scattervox, AnswerGarden, 
Google forms, Scattervox, AnswerGarden, Ad-
dpoll, SurveyMonkey, Survs

Stock photos

 ▪ Image after, Morguefile, Freeimages, Fotolia, 
Pexels

Screen capturing

 ▪ Aviary, Jing, Clip2net, Greenshot

GOOGLE OCW 
Google tool for searching OERs.

VIDEO LECTURES
Portal with tens of thousands videos from Uni-
versities and other institutions (also EFMD).

Other repositories

INTERNET ARCHIVE
Internet Archive is a non-profit library of mil-
lions of free books, movies, software, music, 
websites, and more.

YOUTUBE
Among the videos there are a number of les-
sons, as well as content which may be used in 
courses. Plus, many universities have playlists 
and channels with a lot of contents.

TED
Video repository of powerful talks, usually 
quite short and effective.

KNOWLEDGE @ WHARTON 
Resources on Business Management.

LSE
Resources on Business Management.

INSEAD KNOWLEDGE 
The expert opinion and management insights 
portal of INSEAD.
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Marks, Pearltrees

Bibliography and citations

 ▪ EasyBib, Zotero, Bibme, Citation Machine

Text to speech

 ▪ Chrome speak, Announcify, Fox Vox, Natural 
reader, Power talk

Digital storytelling

 ▪ Storify, Storybird, Cartoonist, Capzles

Infographic and diagrams

 ▪ Piktochart, Easilly, Dipity, Google charts, 
Gliffy, Wordle

Digital noticeboard

 ▪ Padlet, PinItTo.me, Popplet, Spaaze

3.3 Intellectual property rights and 
licenses types

When working with content produced by oth-
ers (being it OERs, photos downloaded from 
the internet, audio files, among others) one 
of the main difficulties is to determine if the 
content is indeed open and to what extent it 
can be used or remixed (modified). To avoid 
copyright infringement, understanding

Screen recorder

 ▪ Camstudio, Screencast-o-matic, FlashBack,
Photo and image editing
 ▪ Pixlr, Aviary, The GIMP, Befunky, PicMonkey

Sketching

 ▪ Google Draw, SketchUp, Inkscape, Paint.net

Video editing

 ▪ Lightworks, Avidemux, VideoPad video  editor, 
VSDC

Presentation

 ▪ Photo peach, Google slides, Slide Dog, Sozi

Mind mapping

 ▪ Mindmup, Coggle, FreeMind, MindMap free

Audio and podcast

 ▪ Audacity, Ardour, Mp3 my mp3, Podomatic, 
Easypodcast

Background music

 ▪ JewelBeat, Incompetech, iBeat, Bump Foot, 
Beatpick, Archive.org

Social bookmarking

 ▪ Pinterest, Pocket, Visualize, Evernote, Budd
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Creative Commons usage rights

Attribution
You can use but you must credit 
the original author.

Noncommercial
You can use but not makr money 
with it.

Non- Derivatives
You can use but not make any 
changes to the original material

Share alike
If sharing, use the same CC as 
I’m using

Example of Creative Commons licences

You can use, remix, share, and make mon-
ey with it as long as you credit the original         
author.

You can use, remix, and share it, as long as 
you share under the same CC as the original 
and credit the author.

You can use, remix, share it but not make 
money with it. You must also credit the orig-
inal author.

the different ‘levels’ of intellectual property 
rights is crucial. Intellectual property rights 
is a complex     topic because it is ruled by 
different levels of legislation. Notwithstand-
ing, the Creative Commons (CC) taxonomy 
offers an excellent framework of reference. 
There are basically 4 types of rights ruled by 
the Creative Common framework:

In addition to the Creative Commons frame-
work, there are two other licenses types you 
should be familiar with: public domain and 
all rights reserved. 
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All Rights Reserved is a fully pro-
tected material. You cannot use 
materials with this licence unless 
the author grants you explicit per-
mission to use it.

The public domain is not a license. 
Works enter into the public do-
main when copyright expires or 
where the creator waives intellec-
tual property rights. Therefore, the 
public domain cannot legally be a 
license because there are no intel-
lectual property rights which need 
a licensee for usage. 

• Full name

• Location

• Contact details

• e-mail address

• IP address

• Facial image

You, as an online learning facilitator, must 
take measures to ensure the appropriate use 
of learner’s personal data. Below a few tips to 
maximize the personal data privacy of learn-
ers and your own:

• Obtain informed consent from the students 
before using/sharing data.

• Encrypt documents and files containing per-
sonal and/or sensitive data.

• Avoid including personal data within e-mails, 
chat, forums or similar platforms. If you must 
share personal data, send it as an encrypted 
container.

• Use only legal software and get yourself fa-
miliar with this software’s privacy policy.

• If you are using educational software requir-
ing learners to create user accounts, promote 
protecting their data by using pseudonyms 
and not their real names.

• Inform yourself about cyber hygiene

3.4 Data Security

In place since May 2018 in all EU member 
countries, the General Data Protection Reg-
ulation (GDPR) aims at protecting the fun-
damental rights and freedoms of natural 
persons, in particular their personal data pri-
vacy. 

GDPR states that controllers of personal data 
must put in place appropriate technical and 
organizational measures to guarantee the 
personal data privacy protection of users/cli-
ents. Personal data is any information that 
can help identify a person. Examples of per-
sonal data include: 
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If you have specific questions about data 
protection, consult your institution’s Data 
Protection Officer (DPO). GDPR states that 
every EU organisation must appoint a DPO. 
The DPO’s role is to ensure that the organisa-
tion processes the personal data of its staff, 
customers, providers or any other subjects in 
compliance with GDPR.
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4.1 Intercultural dimensions of online 
training 

In today’s global education landscape where 
the number and diversity of learners is signi- 
ficantly increasing, it is imperative to account 
for the intercultural dimension of learning. 
This entails understanding a) how the cul-
tural diversity of students impacts collabora-
tive learning and b) developing a strategy to 
bridge the cultural gap in a way that would 
enhance effective intercultural learning.

In order to capture how intercultural differ-
ence impacts on communication and sub-
sequently collaborative learning, this toolkit 
will use Meyer’s (2014) framework of inter-
cultural communication. Meyer (2014) iden-
tifies 8 major instances (i.e. communicating, 
persuading, trusting, evaluating, disagree-
ing, deciding, leading and scheduling) where 
cultural differences play a role in shaping 
individuals assumptions, expectations and        
approaches in their interaction with others.

This toolkit will lay out how each of the 8 
instances identified by Meyer (2014) along 
with “golden rules” that are aimed to facili-
tate greater intercultural understanding and 
learning.

1. Communicating

The approach followed by individuals while 
communicating with one another is in-

CHAPTER 4:  

INTERCULTURAL DIMENSIONS OF 
THE ONLINE TRAINING
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2. Persuading

Cultural difference also has its own bear-
ing on how individuals attempt to persuade 
others. Two sub-categories exist: application 
first and principle first. Individuals from ‘ap-
plications first’ culture base their arguments 
on more concrete factual statements with 
minimal attention to theoretical and phil-
osophical discussions. Whereas individuals 
with ‘principles first’ culture build their argu-
ments by heavily relying on philosophical and 
theoretical foundation. In those cultures, the 
conceptual principles are the cornerstones of 
the argument.   (Meyer, 2014, p.96).

Golden rules

fluenced by whether they are from a low or 
high context culture country. According to 
Mayor (2014. P.39) ‘Low-context’ culture 
countries are characterized by communi-
cation that is clear and precise. Message 
is   taken at face value. Messages might be                
repeated to help clarify communication.

On the other hand, ‘High-context’ culture 
countries are characterized by communica-
tion that is more sophisticated and layered. 
It is therefore important to read between the 
lines in order to grasp the true meaning of the 
message conveys. (Meyer, 2014, p.39). 

While some countries stand at the extreme 
end of the classification framework, a host 
of others lie in between, implying a hy-
brid culture that combines some aspects of 
‘High-context’ culture and ‘Low-context’ cul-
ture. 

Golden rules

From a Low-Context 
culture

From a High-Context 
culture

Don’t presume the spo-
ken words completely 
capture the intended 
message

Don’t presume that 
there is more to the 
message than the spo-
ken words

Focus not only on what 
is said but also what is 
implied

In your engagement 
with others from a 
high-context culture 
recognize that their 
cultural cues could be 
completely different 
than yours.

Source: (Larson, 2015, p.7)

Persuading in a          
Principles-First culture

Persuading in an     
Applications First 

culture

Begin with the founda-
tional principles first 

Do your research first 
in order to make sure 
the application exam-
ple is compatible with 
the contextual realities 
of the target group

Seamlessly integrate 
practical evidence in 
the later stages of your 
presentation 

Begin with a case 
study or a practical ap-
plication example first 

Source: (Larson, 2015, p.10)
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3. Evaluating

The two contrasting cultures with respect to 
evaluating are direct negative feedback and 
indirect negative feedback. In a ‘direct neg-
ative feedback’ culture, criticism to a col-
league is provided in a very ingenuous and 
blunt manner. Often negative messages are 
given with the use of absolute descriptors 
such as completely and totally. What’s more 
criticism might be given in a group setting.

On the other hand, in an ‘indirect nega-
tive feedback’ culture criticism is offered 
in a more diplomatic way. That is nega-
tive feedback is often sugar coated with 
positive ones. Moreover, it is often done 
in a private setting with the help of qual-
ifying descriptors such as kind of, slight-
ly, a bit unprofessional (Meyer, 2014, p.69).

Golden rules

Direct Indirect

Low Context Culture

Don’t use downgraders

Don’t offer negative feedback as 
a ‘standalone’ rather try to mix 
and balance it with a positive 
one

Unless you are also from a direct 
negative culture, don’t attempt to 
mimic it.

Try to tone down your criticism 
using “downgraders” (e.g., a bit, 
sort of, somewhat)

High Context Culture

Rather than  downgraders try to 
utilize some upgraders Do it in private

Don’t take negative feedback as 
personal attacks

Give negative feedback in small 
doses over a longer time span

appreciate the fact that this ap-
proach makes positive feedback 
more meaningful

Source: (Larson, 2015, p.15)
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4. Leading

The leading culture of countries can be clas-
sified in a continuum that extends from 
‘Egalitarian’ on one end to ‘Hierarchical’ on 
the other.  In an ‘egalitarian’ culture, there is 
a short distance between a manager and a 
subordinate. Rather than acting as a supe-
rior the manager acts as a facilitator among 
peers. In such culture organizations adopt a 
flat structure with fewer hierarchical lines. 

Where as in a ‘hierarchical’ culture, the rela-
tive distance between a superior and a sub-
ordinate is high. Superiors are expected to 
lead from the front and status is respected. 
Hence, communication passes through a set 
of hierarchical lines. (Meyer, 2014, p.125).

In an Egalitarian 
culture

In a Hierarchical     
culture

Feel free to express your 
concerns and disagree-
ment, even with the 
people above your level 
in the organization

Use the hierarchy to 
guide and coordinate 
activities, such as 
greeting others and 
seating arrangements

In email, don’t copy the 
boss unless it’s clear to 
the recipient why you are 
doing so

With your peer level of 
leadership

Irrespective of level, 
meetings are attended 
by key stakeholders

Your team will defer 
decisions to  your be-
fore taking action

Seating arrangement 
doesn’t represent a hier-
archy

People at the higher 
levels are ought to 
be addressed by their 
last name, unless 
they themselves have 
established a custom 
of communication on a 
1st-name basis

Source: (Larson, 2015, p.26)

Source: (Larson, 2015, p.26)

39



trust is built on pure performance basis. 
That is trust is developed through the con-
sistent delivery of high quality work. Re-
lationships can easily be dropped when 
performance doesn’t meet expectations. 

On the other hand, in a relationship based 
culture trust is built through social inter-
actions that facilitate bonding such as 
sharing meals and drinks. In such cul-
ture relationships build over time through 
multiple social and personal interactions. 

Golden rules

5. Deciding

When it comes to the decision making cul-
ture of countries, two contrasting categories 
can be identified, namely consensual and 
top-down. Consensual decisions are partici-
patory and hence require unanimous agree-
ment, whereas top-down decisions rely on in-
dividuals (usually on those at the higher end 
of the command chain) (Meyer, 2014, p.150)

Golden rules

Source: (Larson, 2015, p.22)

In a Consensual culture In a Top-Down culture

Allocate sufficient time You might not be asked 
for your input

Be patient! Recognize 
that the more there is 
alignment among key 
stakeholders during de-
cision making the more 
efficient the implemen-
tation will be 

Make the decision 
making rules explicit 
from the get go (e.g., 
consultation, majority 
rules, etc.)

Stay engaged but don’t 
push for a quick decision

6. Trusting

The two opposing cultures with respect 
to trust building are task based and re-
lationship based. In a task based culture 

Building trust in a Task-
Based culture

Building trust in a 
Relationship-Based 

culture

Live up to your words Be your true self

Share your accomplish-
ments on a timely basis

First start to establish 
a good connection 
before getting down to 
business

Don’t equate a friend-
ly conversation with a 
strong relationship

When asking for spe-
cifics give explanation 
why such information 
is relevant

Don’t write off relation-
ships…they may prove 
important as well

‘Don’t assume a hard 
shell doesn’t have a 
soft center”

Focus on mutual inter-
ests

Source: (Larson, 2015, p.12)
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8. Scheduling 

The culture of individuals with respect to 
time management can be classified in to 
two opposite categories, i.e. linear time and 
flexible time. In a linear-time culture, tasks 
are completed sequentially, with no inter-
ruptions in between. Meeting the deadline 
is of high priority. More value is attached to 
promptness and good organization. 
Where as in a flexible time culture tasks are 
approached in a more fluid fashion.  Tasks 
and their sequence changes as new oppor-
tunities arise. In this culture, rather than 
promptness and good organization more 
value is given to flexibility and adaptability. 
(Meyer, 2014, P.227).

Golden rules

7. Disagreeing

The way disagreements are handled can 
be classified in to two different categories: 
confrontational and non-confrontation-
al. In a confrontational culture disparate 
ideas are considered positive for the team 
and open discussion and/or confronta-
tion is encouraged. Whereas, in a non-con-
frontation culture, disagreement and de-
bates are seen in the negative light because 
they are perceived to break harmony and 
peaceful co-existence (Meyer, 2014, P.201).

Golden rules

In a Confrontational 
culture

In a non-confronta-
tional culture

Don’t take criticism or 
disagreement personally

Give each team mem-
ber a chance to air 
their concerns 1-on-, 
prior to the meeting

Perceive disagreement 
as a signal of interest in 
a topic

Use downgraders 
to soften the tone… 
(probabaly, perhaps, 
possibly, what do you 
think?)

Try to distinguish be-
tween confrontation and 
emotional expressive-
ness – passionate speak-
ing doesn’t necessarily 
mean disagreeing

Don’t try to copy a con-
frontational style

Source: (Larson, 2015, p.20) Source: (Larson, 2015, p.30)

In a Linear-Time culture In a Flexible-Time 
culture

Begin and finish on time Put relationships be-
fore timeliness

In case you will not be 
able to make it on time, 
keep other informed ear-
ly enough to allow them 
plan accordingly

Feel free to discuss rel-
evant issue even if they 
are not listed under the 
agenda items

Stick to the agenda 
items during the meet-
ing

If you have to finish the 
meeting on time, make 
this explicit to others 
and/or make a game 
of it
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4.2 Guidelines on how to use Meyer’s 
(2014) intercultural framework

Follow the following steps in order to effec-
tively utilize the intercultural framework

• Allow individuals to assess their person-
al cultural tendencies using “the cultural 
tendency evaluation questionnaire” at-
tached in the annex

• Place the results of team members to-
gether under one questionnaire (i.e. you 
can assign different identifiers such as 
different variation of broken and solid 
lines to identify each respondents result)

• Identify areas where the different lines di-
verge rather than converge

• Allow the team members to jointly devel-
op a strategy to bridge the cultural gap 
(you can freely draw from the golden rules 
provided in this chapter and develop them 
further
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5.1 Introduction to e-leadership skills

Digital technology is affecting almost every 
aspect of our personal and professional lives, 
changing the way we interact, learn, work, 
use, and share information and knowledge. 
In this context, the future of modern society 
depends on people capable of leading busi-
ness transformation and innovation in a dig-
itally-enabled economy. 

However, these transformations require a new 
and rare combination of business, technology 
and strategic skills and knowledge— the so-
called e-leadership competencies. Command 
over this set of competencies should enable 
individuals to initiate and manage technolo-
gy-induced innovation at all kinds of organi-
sations, from start-ups to large corporations.

The context of digital transformation

If leadership can be understood as the ac-
complishment of a goal through the direc-
tion of human resources, e-Leadership is the 
accomplishment of a goal that relies on ICT 
through the direction of human resources 
and smart use of business resources.

CHAPTER 5:  

INTRODUCTION TO E-LEADER-
SHIP SKILLS

Web E-business Digital
Marketing

Digital
business

Autonomus
business

2000 2005 2015 2020

We are here
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The eLead Speed project has developed a 
e-Leadership Competence framework based 
on three e-leadership dimensions:

1. Strategic Leadership: New type of soft skills, lead 
interdisciplinary staff, and influence stakeholders 
across boundaries (functional, geographic)

2. Business Savvy: Innovate business and operating 
models, delivering value to organizations

3. Digital Savvy: Envision and drive change for busi-
ness performance, exploiting digital technology 
trends as innovation opportunities.

High-Tech Leadership Skills Triangle

Each dimension requires from the e-leader 
different levels of expertise in a broad range 
of competencies. For example:

Strategic leadership

• Understanding customer needs
• Solution orientations
• Communication skills
• Creativity
• Intercultural skills
• Self-dependent learning skills

Business Savvy

• Customer relations
• Business development
• Project management
• Organisational change
• Strategic marketing
• Business analytics
• Financial skills

Digital Savvy

• Big data analytics
• Mobile app development
• Web development
• IT architecture
• Security systems
• ERPS systems
• Social media

Strategic
Leadership

High-Tech
Savvy

Business
Savvy
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(EQF), adheres to the principles of European 
e-Competence Framework (e-CF), but aims 
at extending its basic ICT related structure. 

The e-LCF, alongside with a video tutorial, Cur-
ricula Design and Development Manual and 
additional materials can be found at the main 
eLead Speed website:  https://eleadspeed.eu/

5.2 The e-leadership competence 
framework

As a result of an extensive international re-
search based on quantitative and qualita-
tive data obtained from relevant employers 
(supported by the Erasumus+ eLead Speed 
Project), the researchers explored what is the 
right set of skill needs per current and emerg-
ing e-leadership related job occupations. 
An e-Leadership Competences Framework 
(e-LCF) was created to provide insight into 
the required knowledge and skills structure in 
various dimensions:

• Three functional areas identified:  strate-
gy, business, and technology; 
• A set of exemplary occupations for each 
functional area;
• Proficiency levels for each occupation to 
be used as a reference for curricula develop-
ers;
• Samples of skills and knowledge that re-
late to the occupations;
• Samples of the main tasks associated with 
each occupation;

The e-LCF document (e-LCF 1.0) provides a 
reference of 17 ‘e-Leadership occupations’ 
using a common language for competences 
skills and capability levels that can be un-
derstood across Europe. The e-LCF is not sec-
tor-specific and keeps its founding reference 
to the European Qualification Framework 
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Table 1: Cultural tendency evaluation questionnaire based on Meyer (2014)

Communicating Low Context 1 2 3 4 5 6 7 8 9 10 High Context
Communication is clear & 
precise. Messages and taken at 
face value.                    

Communication is lay-
ered and messages are 
read between the lines

Persuading Principle-first 1 2 3 4 5 6 7 8 9 10 Applications-first
Arguments built on concrete 
factual statements with min-
imal attention to theoretical 
aspects

Trusting Task-based 1 2 3 4 5 6 7 8 9 10 Relationship-based
Trust is built on pure perfor-
mance basis

philosophical and the-
oretical aspects take 
precedence over practical 
aspects

Evaluating Direct (-) Feedback 1 2 3 4 5 6 7 8 9 10 Direct (+) Feedback
Criticism is provided in a very 
ingenuous and blunt manner

criticism is offered in a 
more diplomatic way 
often sugar coated with 
a positive one

Disagreeing Confrontational 1 2 3 4 5 6 7 8 9 10 Avoidant
Disparate ideas & open discus-
sions are encouraged

Disagreement and 
debates are seen in the 
negative light

Deciding Consensual 1 2 3 4 5 6 7 8 9 10 Top-down
Decisions are participatory 
and often based on unanimous 
agreement

Decisions rely on indi-
viduals (usually on those 
at the higher end of the 
command chain)

Leading Egalitarian 1 2 3 4 5 6 7 8 9 10 Hierarchical
Rather than acting as a superi-
or managers acts as facilitator 
among peers

Superiors are expected to 
lead from the front and 
status is respected

Scheduling Linear time 1 2 3 4 5 6 7 8 9 10 Flexible time
Promptness and organization is 
given priority

Flexibility and adaptabil-
ity are given more value
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