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[bookmark: _Toc28893948]Employability skills

Skills come in many different forms and we all hold a variety of skills. This could be done from life experiences that we are able to transfer into the work world or hard skills that we have learnt and acquired through training and gaining qualifications within an education or apprenticeship setting.

[bookmark: _GoBack]Hard skills - The technical skills needed for doing a job. Having the knowledge to know what to do correctly, e.g. a Chef knowing the quantity and proportion of ingredients for a meal; a bricklayer knowing the sort of mortar required for a particular task; a childcare worker knowing the stages of development and milestones of children. These are job specific, related to the work area concerned.

Soft skills - Having skills that you personally hold and being able to apply them to relevant job role and situations e.g. active listening skills where you are to absorb information and be able respond accordingly, if you were to work in mental health profession or social work you would need to have these skills to problem solve.  Patience, where you are able to wait and understand delay and why it is necessary and be able to make informed decisions and choices that is appropriate.

Transferable skills - Having skills that can be used and applied within a multitude of job roles and tasks. Having a good level of written and spoken English which allows you to communicate effectively. Implicating and sustaining routines from home life into job role where relevant. Maintaining a budget this can be transferred into the work place a you may have targets or margins to work within. Having basic understanding of technology and how it works as most jobs require and use technology within current businesses as this keeps up with modern times e.g. Cloud storage, Microsoft Word, Excel and social media for promotion of business. Risk assessing being able to identify and eliminate risks that could potentially cause harm to self or others.

[bookmark: _Toc28893359][bookmark: _Toc28893949]Communication

Communication is necessary in the workplace to be able to understand and give instructions, for example. what do we mean by communication? Ability to listen, give and receive information accurately, and in an appropriate manner for the audience concerned and suitable for the job role you hold. I work within a nursery called Bright Horizons and within this job I have to able to communicate at an age appropriate level so that children understand. Children who are not at speaking age yet may use hand gestures, sign or Makaton to communicate with the people around them although I use verbal communication alongside this to support child development. I also have to communicate through many different forms and feedback sheets with other staff members and parents/carers. Staff team meetings; supervision sessions; planning meetings for activities in the period ahead; gathering information from parents and carers; child progress checks; providing details back to them on what child has done; case conferences.

[bookmark: _Toc28893360][bookmark: _Toc28893950]How is Communication relevant to your academic studies? 

My academic studies require me to listen to tutors/lecturers who are teaching the course and providing us with the information relevant to the class. During the lectures there are in class activities that require participation, reading and understanding information provided, with ability to relay this to others. In class discussions amongst a group, presentations made and presented to the class, good assignment writing and having the ability to question and challenge to gain better understanding of subject to further my knowledge and transfer it within the rest of my academic studies.

[bookmark: _Toc28893361][bookmark: _Toc28893951]Time Management

Having good time management means that you have the quality to be able to prioritise and manage tasks and assignments set out within studies, life and work. Good time management allows you to organise so that required tasks are completed in order, and within required timescale. I think that having good time management is important at work and in your academic studies. Work – to get required tasks done on schedule, e.g. completing an activity with sufficient time to clean up and get children and space ready for next activity. Case reports need to be completed in time for reviews; safeguarding issues need to be reported and recorded immediately.

Studies – Making time to attend lectures and classes for the course that you are enrolled on, undertake required reading by visiting library or obtaining information in textbooks relevant , prepare for and complete assignments within deadlines and leaving enough time to check over work and proof read to ensure good quality work; preparation with fellow students to have group presentations ready in a timely manner to meet the deadlines set and work within the groups schedules and availabilities.

As well as having good time management for studies and work I also need to apply good time management to my home life. 

Home – organise menus and shopping; preparing meals in advance if I know that time may be limited due to other commitments, so only need heating and serving and will not take the full time required, taking kids to school and activities on time so they do not miss out on any learning and opportunities that may cause them to fall behind by not attending, attending parents evenings to be able to allow enough time to travel to and from places so that I am dropping off and collecting in a timely manner. 

Work – plan travel time to arrive at work destinations in time for shift, plan activities to be completed within session time. Set up so I am ready for children as soon as they arrive to session with activities laid out on the table, safety checks carried out, allow time for clearing up/washing hands (if required) for next activity. Work with colleagues effectively to ensure staff cover, good supervision of children, provide cover if a colleague is absent.

Team working

Most roles within my job setting and other roles within a variety of jobs rely on team members working together effectively to work towards a common aim or outcome. In my setting, it is important to be consistent with children, so the team needs to communicate, agree and work together to provide children with a united response to things. Being able to work in a team means that you are versatile and have the ability to undergo many jobs that may be required within the different aspects of the jobs. Team work also requires listening and valuing opinions of others and coming up with a plan that works for the whole team and colleagues.

During my class for Digital Skills and Research Methods for our term one assignment we had to work within a team and create a presentation. Within this group we had to designate a leader and equally share our opinions to be able to effectively build our presentation. Everybody was able to have their own say and input equally as a good functioning team should do.

SWOT analysis strengths and weaknesses

SWOT stands for strengths, weaknesses, opportunities and threats.

Strengths – I feel I have many strengths I am able to get things done; within a timely manner and am able to prioritise efficiently. I am well organised as this helps to support my time management. When I am confident in a situation I am able to take charge and provide clear leadership. I am able to accept criticism and feedback and apply it to myself whether it be in home life, work or my academic studies. I am a social person, I enjoy meeting new people. I am able to multitask if suitable to do so, I am a good listener. I am able to follow clear set instructions and carry them out to the best of my ability.

Weaknesses – The weaknesses I have is at times I can take on too much responsibility and struggle to be able to have the mental and emotional capacity to be able to complete the task in hand well and in a timely manner. I can take things personally and this can impact my mental and emotional head space. Highly critical of myself and often question whether I am good enough, I can be over-caring for the wrong people. Perfectionism paying too much attention to detail where not always necessary and an impact my time management. 

Specific academic skills

Plagiarism

Plagiarism is using someone else’s work or text and providing it as one’s own work, this can be done either knowingly where you copy and paste text into own work and try to pass it as your own or unknowingly where you have previously read information and include this in you text unintentionally without paraphrasing, summarising or referencing the original source . Being able to avoid plagiarism you can paraphrase and summarise whilst still using the base Idea from the original source or author.

Citation and Referencing

Citation and Referencing the source of information - When reading or researching required information there may be a variety of sources and authors that may have wrote different or updated versions of information so when referring to this noting where they have come from so when using them in your work you need to be specific on which version and what year it was written when referring to what others have said.

Paraphrasing

Paraphrasing – is taking the information written by others and understanding it in order to be able to say or write it with own words in order to avoid plagiarism but be able to hold the same value of meaning.

Summarising

Summarising - is being able to take a wide variety of information from many sources or a large text and summarising them with only the key points in a short version of the original text.

THE FUTURE

When I have completed this course within the University, I would like to progress onto becoming a Social Worker. I would like to be able to provide good quality care and to be able to offer support and guidance to families that I will be working with and effectively safeguard the child and parents that I will work in partnership with other agencies to have a multiagency approach to be able to provide the best suited care. I will also need to apply good time management and soft and hard skills to suit the needs of the child and family. To progress from a Level 3 qualified Nursery practitioner I would need to further my education and complete studies to gain a masters or degree in social work. 

I have to write a PDP (personal development plan) and break down into manageable achievable targets. My personal development plan is only relevant to me and what I feel I need to do personally to further educate or develop myself in a way that is broken down into manageable and achievable goals.

I will need to be able to stay up to date with the policies and procedures within job role, be able to effectively safeguard and understand the laws and legislation and requirements. Legal developments in work area as different councils work within different guidelines although the law remains the same and how they apply within the social work job role that I desire to achieve in the future. 

I will gain experience through volunteering where I can and shadowing where necessary alongside studying to maximise my opportunities and have the ability to use them as transferable hard and soft skills and give me the basis of understanding and hands on experience that will make me stand out and hopefully open more opportunities to me in the near or distant future to meet my goals.
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