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COMMUNICATION SKILLS

	"Adapting one's communication style to another is a testament to respect and professionalism" - David W Merrill
	The impact of verbal communication on the partner is only 7%, the impact for the limit is 38% and the impact of the body members is 55%!. In other words, customers are attentive to the information transmitted verbally but much more attentive to the support of information, how information is transmitted, information about information. In addition, in case of conflict between the verbal message and the non-verbal message speaks to create non-verbal! A practical course for sellers.
Based on the course, I acquired the following skills regarding how to communicate in a company but also on a personal level (Oxendine C., Willson G. & Robinson J. (2004). M. Orey, appear perspectives on learning, teaching, and technology, pp. 67- 70).
· understanding the principles of teamwork, in order to further provide quality services to clients,
· components of professional interpersonal communication,
· interpreting the messages given by Body Language, both of colleagues and one's own,
· interpreting the messages given by the inflections of the voice and met language - verbal clichés, with positive and negative aspect - what is to be used and what is to be eliminated from speech,
· develop role-playing skills on activity scenarios,
· identifying one's own behavioral style, preferred in communication, and perceiving clients' style,
· applying open and closed question techniques to quickly and correctly identify customer requirements,
· maintaining professional control of the discussion, even with more difficult clients - Keep Control technique.




INTERPERSONAL SKILLS

Interpersonal skills are delineating as the skills used to interact correctly with people. These range from transmission and listening art to attitude and behavior. Some Skills refers to the view traits that describe a person's connection with others. They complement hard skills, which refer to the professional knowledge and skills of a person acquired through study and experience. (Demond B., Jowitt A., (2012) "Stepping into the unexplored: dialogical experiential learning", Journal of Management Development, Vol. 33, pp.221 - 230 ) 
.Unlike hard skills that you can develop through training and experience and you will then pass them on in your CV, soft skills are native and develop over time. These are the skills that will help you adapt to the workplace and relate to the rest of the team 
· Understanding how to set priorities according to objectives, planning and time management;
· Obtaining information about assertive communication and about the transactional analysis model;
· Analyzing concepts such as: emotional intelligence, stress management and self-motivation.
· I learned and consolidated the application of techniques specific to interpersonal communication
· I have improved my ability to communicate both vertically and horizontally within the organization in which I work
· I have developed the skills of active listening and efficient conversation management through quality responses
· I managed to more easily present the ideas in front of my colleagues in an assertive manner
· I developed new skills during the practical exercises, including dealing with difficult conversations
David Kolb's Theory of empirical Learning -As the name suggests, empirical learning involves training from experience. accede to Kolb, our individual training styles arise because of our genetics, life background and the appeal of our current habit. In addition to describing four different learning styles, Kolb also present a theory of experiential learning and an inventory of learning behaviour.
This form of research can be defined as "the process by which awareness is created by the transformation of research. Knowledge results from combo of understanding and transformation of experience."
That personal development is achieved starting from self- awareness. The first stride is to formulate personal plans, then follows the analysis of the initial state. Based on the first two, the learning objectives and the action plan are established. Correct estimation of the resources and effort required can in itself be a learning objective in personal growing.

Building ourselves can be a major goal of learning, but building ourselves to become sources of learning for others is the highest goal of learning. Our knowledge is all the more valuable as it contributes more consistently to the progress of those around us.
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Source -  Claire forrest (2004) , "Kolb's Learning Cycle", Trainer Issue number 12, pp 45- 46.


1. detail experience - a new situation is come across or a debunking of an existing experience.
2. rumination observation - of a new experience. Of particular importance are any inconsistencies between experience and empathetic.
3. hypothetical view - idea makes room for new ideas or a improvement of an existing abstract concept.
4. Active experience - the learner make them viable to the world around him to see what results.

Adaptive learning style is the ‘hands-on’ style, and is based more on intuition than logic. through this style I use the analyses of others and prefer a practical, experiential approach. I am captivate to new opportunities and experiences to bring the plans to fruition.

It usually acts on instinct rather than on logical analysis. I rely on information provided by others rather than on my own analysis. This learning style is what characterizes me.


ANALYTICAL THINKING SKILLS
The Analytical abilities are a important factor that one involve to think about with regards to the determination of the employability aptitudes. It is on the grounds that, in the cutting edge times the opportunity has grown gigantically and the essential investigation of business clue will give data that could demonstrated invaluable to the reason for the association (Bravo et al., 2016). Due to respond on such results, the adjacency of human capital that is represent with the ability of the checking aptitudes is bottom line. 
I think the utilization of the information driven examination in the advertising office has gotten gigantically well known among the undertakings (Bougot-Robin et al., 2016). It is for the important part being use in the client profiling methods and the chances of being use are high if an expert is knowledgeable with the explanatory http://doceo.co.uk/l&t/learning/experience.htm. 


· I understood the concept of critical thinking - what is and what is not critical thinking
· I understood the cognitive predispositions and the mechanisms of protection against them,
· I understood the basics of logic and dialectical reasoning
· I understood the applicability of critical thinking to common and less common problems
· I Improved analytical ability
· we have improved our decision-making capacity
· I have improved my ability to make choices
· I have developed the skills needed to cope with predispositions


















DEVELOPING EMPLOYABILITY SKILLS

Experimental affability or the ability to develop multiple concepts synchronously is already a required skill in the job market, but will become extremely important in the next 4 years. According to the development of the world market, more and more duty will involve a high level of cognitive skills, such as creativity, logical judgment and the prevention / intuition of problematic situations
The archetype employees will have to have excellent connection skills, because the service area will expand in the future, and the emphasis will be more and more on human interaction, as other jobs will be automated and can be done computerized. . "What computers cannot do, despite technological progress, is to replace human synergy, which is indispensable for certain jobs, whether it's teamwork or flexibility and adaptation to a variety of circumstances." (Seaman, J. (2007)., Journal of Outdoor Learning & Adventure Education, pp. 45- 50)
This are represented by
· to use various techniques and methods to find a job,
· to develop and present certain skills required by employers,
· to write a letter of intent / successful motivational essay,
· to have an attractive CV for employers,
· how to prepare and apply for a job interview.
	Through this process I was able to identify what are the skills I was born with and what are the aspects that need improvement and optimization.
	After I identified them, I tried to release the blockages that stand in their way of their manifestation.
Blockages such as:
· Fear of being "in the spotlight";
· Fear of taking responsibility for the decisions I make;
· Fear that I will make wrong choices or that I will hurt the department / company;
· Beliefs that I cannot be a leader, that people do not want to follow me, that people have no reason to follow me;
· Creativity blockages;
· Blockages in communication, etc.
By releasing these blockages, I was able to really see what I "know how to do" and I was able to cultivate these skills and add what I need in my professional life.
This reflective report had shown that how I had the option to build up my employability abilities during my in-class works out. In the underlying area of this report, it had examined quickly about those employability abilities, which I have accumulated during my in-class works out. Alongside that, in the further part it had incorporated the explanation about building up my employability abilities, where it had been obviously referenced that, how I had the option to build up my employability aptitudes during my in-class work out.
I want to use my studies, knowledge and skills in a position that represents a challenge, to allow me to use them and develop them. I want a position that allows me to use my skills acquired during my experience in the position of…, in order to supply to the success of the new employer. I led the department… and a team of over… employees.
I am searching for an entry-level job, to start my career and use the knowledge gained in my studies, in a professional and competitive environment. Through schooling in the Management department, I gained the skills to make profitable business decisions, regardless of the uncertainty of the business environment.
In recent years, management technology has changed. New approaches to management are based on the unexpected results of scientific research. In addition, priorities will adapt to changes in the market, and employees, whether operators, collaborators or managers, are expected to behave more proactively.

It turned out that today, if a project cannot be designed, created, executed and corrected in a time frame four times lower than the standard, the company will record a lower than average profit.

On the other hand, the new way of running organizations allows for much greater success. Change in the background of project board is something that transforms or influences processes,  projects, structures or even functions, tasks,. Therefore, change management refers to the tools and processes we need to use to supervise adjust within a project and its project team.

Changes take place at almost every point in the project management life cycle. Recognizing that change is inevitable - indeed, often beneficial - certain parts of the process allow us to adapt more agile approaches to planning and execution. Having strategies to cope with change as it occurs is the fastest way to keep everyone's attention on the award.
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Trinity Saint David Academic and Employability Skills (ACE) — term 2
LONDON BMSW4001
In-class exercise 1: Cover letter writing

studentName: dovine, Nurdteqmus  StudentiD: _[§1462%5

Time allocated: 1 hour. Please return your paper to the lecturer upon completion. It will be returned
to you at the next session. You will need to include a scanned copy of this exercise in the form of an
appendix together with you Task 1 (part of the Assignment for this module).

Ex.1

Choose of the jobs provided by the lecturer. Read the chosen job description carefully. Write a

cover letter as if you were going to apply for the job.
/

[Your Name] @%@
1AnyS , Anytown

Conton 3 GREEYD - SREET” ||

[Hiring manager’s name] _Mw Rahe st \Nelli ngton
[Hiring manager’s company name, / i/ ile. lane
[Today’s Date] _©S™ =\l ~Qp\ LOoRN GC/7‘4ﬂ/

Dear i 7

_L wish to a or the
_(_Lm)%mm_ website

2 Em the it
Sy, ane  weShaunaih
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[Your Name] dardos Munt-eapy

[Address] 318 GReen S7reeT

(for this exercise please leave blank)

[Hiring manager's name] H __vg_ﬂ_@msﬁ'-

+ Street
[Hiring manager’s company name] W 7
[Company address] _£/51 N& well street

[Today’s Date] 2.9~ [©= 20/9

Dear Mr/Mrs/Miss/Ms Colgibmtly’ . o

1 wish to apply for the role of M currently being advertised on”_/mt-ernel~ .
Please find enclosed my CV for your consideration.
As you can see from my attached CV, | have over (2 [time period] experience in the
7 b 40
2 v amd jeef

Resturamts industry, and | believe d A

+M;Um&—3m¢—mm&ﬂf—ﬁﬂm—— during this time make me the right/perfect
candidate for the role.
at_Qentauuamk= ., | have been responsible for

dewm do goim dfagive knouledge - ] S

ience ~ relevant (o the role you are applying for]

In my cugrent role as a Ha

[Now write about what you leamt during tis exe

_amA_‘xmmz_.é.s_enﬂeﬂ_&mmt.ﬁl;m&_m .

Al of this, coupled wnth my enthusiasm and dedxcatlon, [i nsen‘ skills relevant to the ro/e]

’ % SOeplle k€ - | am confident

that | can bring thns Ievel of success wuth me to your orgamsatlon and help 4o gg;:, 2(‘ ecl
aray inses Hyee, had - With my previous experience and expertise, | believe my

contribution will have { o i i ;
/1
/\wﬁﬂu_w- %

Thank you for Gaun Aivme . I look forward to g‘vtgall my best~

Yours sincerely/Yours faithfully,

[Your Name] day non

[Signature - if desired]
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