Unit 1 Written Summary 
Essential skills for Study and Employment
Organization and time management are two of the most important skills that you can have for studying and for employment as it is about how you allocate your time. If you are not organised, you are going to struggle to keep on top of work. In the book “Successful Time Management” [1], planning is focused on as a huge part of staying organised and managing you time, being unable to plan just shows that you are not organised and this is not what employers want. 
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Verbal and non-verbal communication, listening and understanding are all skills that are parts of communication. Being able to do all of these is important for employment and studying. In the Article “What skills do employers want” [2], suggests having good communication is vital as it shows who you are inside and give employers an idea of what you would be like working. Also, how well you can pay attention to others and what they instruct or ask.
Leadership is another skill that is important for studying and employability. In the Article “What are employability skills, and why are they needed?” [3], it suggests that being able to be a leader can be in more than one way. Not just in group tasks, but yourself. You instruct yourself what you need to complete and archive. You know what you must do to get it done.
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1. Make sure to have a diary or a calendar that you can use to schedule your work 5o that you don't get behind on work.
nd 50 you can organise yourself better.

2. Setup files online or on your PC/Laptop 5o that you can keep all of your completed work organised and ready for when
You have to upload.

3. Give fles meaningful names rather than *Activity1 as the activity can be easily forgotten and you will waste time
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