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Preparation of Training Courses for 

“Cultural Mediators in the postal 
sector”



Using the DACUM process, high-performing incumbent 
workers analyze their own job.  

DACUM utilizes a panel of six to eight high-performing 
incumbent workers.  

Over a two-day period, these skilled workers identify the 
duties and tasks that make up their job.  

Under the direction of a neutral facilitator, the panel 
analyzes their job-related tasks while using a modified 
brainstorming process that encompasses a 
storyboarding technique. 

Task 1: Preparation of an Initial Training Material using 
a two days’ workshop per country



Purpose of the DACUM two days’ workshop

To develop an occupational profile
«Cultural Mediator in the Postal Sector» 
(Job description in terms of: specific duties, 
tasks, knowledge, skills and traits)

Outcomes
• Occupational profile that

(a) ranks the Duties
(b) defines the sequence and 
prioritizes related tasks

• Creating a (Hierarchy) list of knowledge & 
skills

• Creating a list of employee traits with the 
duty / task



Developing A Curriculum (DACUM) 
WHAT A systematic process that analyzes a 
job by capturing :

(α) the major occupational DUTIES, 

(β) the related TASKS

HOW through a facilitated 2-days 
workshop, 

WHO a focus group of 6-8 high-performing 
incumbent workers

Definition OF DACUM



TASK
Process with:
• Start & End, 
• Well defined and Clear, 
• It consists, at least, of 3 defined steps,

• It ends up with product or service.

Step 
1

Step
2

Step
n

Product, 
Service

Start End

DUTY
Wider «area» of skills that you act on an ongoing basis. 

Task 1 Task 2 Task 3 Task 4 Task 5 Task 6

Duty

Task 1

Definition of DUTY & TASK





DACUM Research Chart for 
Cultural Mediator in the Postal Sector

• DACUM Panel
Εirini Veli - Head of Unit of Post Office
Eleni Liolia - Front Office Employee
Voula Chortaria - Front Office Employee
Christina Savva - Direction of Human Resources
Roula Belmpa - Direction of Strategy & Development
Pepy Kalpaka - Direction of Human Resources

• DACUM Facilitators
Aris Maragkakis - Direction of Strategy & Development
Afroditi Riga - Direction of International Mail

• DACUM Recorder
Vaggelis Chainas - Social Scientist (EKKE)

• DACUM Observers
Xenia Thoma - Direction of Strategy & Development
Margarita Pitti - KEK ELTA

Produced by
KEK ELTA S.A.

Date: June 12 –
June 14, 2019



Key Components of ELTA’s DACUM Workshop (2 days)

WHO ROLE

Panel of 6 expert 
workers 

Sharing ideas, contributing as equally as possible, listening , contributing
to the ideas of others, limiting value judgment

Identification of duties, tasks, knowledge, skills and traits necessary to perform a job

1 Facilitator Neutral Facilitation, encouraging full participation, managing time, 
adhering to the DACUM process

1 Recorder Listen carefully, record ideas quickly, neatly, legibly and as stated, offer 
examples, but panel has the final say

1 Observer Not evaluating or judging. Listen carefully, remain uninvolved, contribute 
only when and if the facilitator requests

A modified brainstorming process, that incorporates storyboarding 



1st step – Define the main Duties 
Tool Occupational Duties Worksheet (O.D.W)

Technique  Round robin technique

My major duties include:

1.

2.

3.

4.

5.

6.



WORKSHEET
Occupational Duties Worksheet

Description of the process Round 
Robin Technique
• We gathered Dacum team around a table 

and distributed to each panelists the 
Occupational duties Worksheet (ODW) 
to be properly filled in.

• Upon completion each person circulate 
its ODW to the next member

• We continued this process until the initial 
ODW get back to its owner, enriched with 
inputs and ideas from the other members. 



2st step – Define Tasks within each main duty
ToolMatrix Dacum (Duties/Tasks lay out)



• We used different color post-it for each new duty band
• After each duty band was completed, the group identified necessary knowledge, 

skills, and traits required to perform the defined tasks
• The Recorder captured task-statements of each dacum members on a flip chart

DACUM  The Process (Initial version) 

Task Bands6 Duties



DACUM in Process 



Once task cards were finalized, we put them in sequence
• Chronological

• Frequency

• Importance

• Simple to Complex

• Where necessary we merged duties & tasks (from 6 to 4 duties)

3rd step (2nd day)  SEQUENCING DUTIES and TASKS



The final version of Dacum Matrix



4th step (2nd day) 
RANKING DUTIES &TASKS

 Each duty band was assigned a letter on the 
storyboard
• Panelists used their Duty Ranking hand out to prioritize  (assigned a  
weight factor (%) among each duty based on the criticality of the said duty.

 Once this was completed, individual rankings were 
totaled by the facilitator and produced the above Duty 
Ranking matrix

DUTIES %
A 21%
B 27%
C 37%
D 15%



FINALIZE our ANALYSIS

Once all the duty bands were sequenced & finalized, we 
reviewed the following items to ensure completeness:
• Knowledge, Skills needed for the execution of the tasks

• Traits required by the front office employee during the performance of 
its duties/tasks

• Additional occupational requirements, tools, supplies & materials

• Future trends and concerns



Knowledge,  Skills,  Traits,  Additional occupational requirements



Final 
Dacum 

document



NEXT STEPS 
Within 5 days

Conduct  of a Validation Workshop among CNPR. ELTA, and KEK-ELTA for the final 
result of the 2 national dacum workshops (via skype)

Within 20 days
Produce a common unit/task matrix among the two Postal Operators
Validate the unit/task matrix and from experts in the field of intercultural 
mediation

Until end of September
 Development of Curriculum including Training Material 

• Trainers Manual
• A Train Trainers guide
• A portfolio of Learners Resources
• An employer / End User Handbook

 Drafting a Code of Conduct
 Adaptation of Training Material to specific country context 



Proposed Lessons (research by the project team of KEK ELTA & 
ELTA)  Inputs needed from all partners

(x) Represents 
“Assignment” of  

lesson(s) to a specific 
task



Thank you for your attention!
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