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1 Introduction 

This report will be based on my academic skills and how developing this can help with my employability skills. I will be reflecting on my own interpersonal skills which can be applied to your everyday life. I will also be explaining how I can improve on my work ethic, self-confidence, problem solving skills, employability skills and my time management skills. This report also includes two in class exercise that I done; My personal development plan and my time-keeping worksheet. I have also shown an exercise I done to help me with paraphrasing and get a better understanding. I will be writing a structured report detailing the new skills I have learnt and how I will be applying it to my personal life and work life. I will also be demonstrating how my writing and interpersonal skills have improved. 

2 Methodology
The methodology I used to research this report was by using my in-class work/activities and own personal work experience. I have also analysed ways I can work on my interpersonal skills and time management skills. Using these methods has helped me analyse the skills I have already and the skills I will like and need to improve on. I inserted an image below showing my time management skills, I also drew up a table showing my personal development plan. Having good time management skills can help you be more organised.
3 Results 

I have researched different methods of communication skills that can be effective in my workplace and at university. Non-verbal and verbal are different forms of communication that can be applied in your work field or in a group presentation. Having the ability to communicate effectively in a group setting can help build up confidence in public speaking. Also having good communication skills can help improve on problem solving skills which I have shown below in my case study. This is one of the personal areas I would like to improve on. I have reflected on my own interpersonal skills because I think it is an important and an essential skill to have, furthermore, I have been able to listen to feedback from colleagues and lecturers to build my knowledge. This has particularly helped me gather more important information that I can apply to in the near future. 
I have also been working on my personal development plan which shows my short-term goals and long-term goals. I am able to improve on my work efficiency as I have done research and analysed my own work to see if there are any improvements. I have worked on my organising skills and time management skills to help keep me motivated with university as I have not been in education for 2 years. I have done this by planning my journeys to university the day before, limiting any distractions, giving myself deadlines, having childcare so I have time to study, prioritising work and finding a balance between work, university and family. I have shown an in-class activity below on my time management skills. It explains a typical day when I have university. Being able to plan accordingly helps me be more flexible with my studies as I do not have to worry about child-care and there-fore I am more focused and dedicated.

3.1 Case study 

Elizabeth is 78 years old and lives alone. She is a service user and has regular carers that visit her home throughout the day, 4 times a day. Elizabeth suffers from arthritis and also has dementia that she has had for 8 years. She lives alone after her husband died. She takes medication every morning and evening with assistance from one of the carers that come that day. She often wakes up and does not want anyone disturbing her. In cases like this, she might not take her morning medication and forget due to her dementia. 
I have arrived at Elizabeth’s home at lunch time to help assist with her lunch call, but she is not happy when I arrive and explains she has not had her morning medication and has just eaten her breakfast.

In this case, Elizabeth has communicated how she feels and has told me a problem that she will like a solution to. Communication is also about being understood, therefore the person on the receiving end would also need to exercise much caution to ensure that he/she clearly understands what is being said. I have shown her that I have understood by my nonverbal communication, which was by nodding my head, using eye contact and body posture. Verbally I have told Elizabeth that I will contact my manager so we can find out why the morning carers did not give Elizabeth her medication.
I have decided to call my manager and explain the situation, who went on to say we should give her the morning medication and note it down in the folder in the property. By doing this, I have shown Elizbeth that I am reliable and efficient, and I insured she took her medication with supervision. This has helped Elizabeth trust me, which has also helped her calm down as she was very uneasy and distressed on arrival. 

Being able to be efficient at work is beneficial as this can help deliver good quality care for our clients. I was able to find a solution for Elizbeth’s problem and resolved it as soon as I could.

3.2 Personal Development plan
Mid-Term Time Frame
What do I want to accomplish in the next six months to two years?
Long-Term Time Frame
What do I want to accomplish in the next two to three years?

Short-Term Time Frame
What do I want to accomplish in the next three to six months?






-Business has picked up
-Build up my credit
Continue with my studies until I graduate 
-In good health mentally and physically
-Self-confidence 

-Successfully finish my first year of university
-Start my own business
-Build up my credit
-Travel more 
- Publish a children’s book
-Buy a new car
-Improve my writing skills


MY GOALS
What are my overall goals that I want to accomplish in this period?




-Finish first term of university 
-Pick up more skills
-Get better at organising myself at university 
-Work on my time management 
-Use the library more often













Skills and knowledge to be learned
What specifically do I need to learn? What project do I need to work on?





-Public speaking
-Better writing skills
-Improve on my communication skills
-Improve on my efficiency at work

-Prioritise 
-More confident
-Research
-Managing time
-Problem solving 



-midwifery course 
-business skills
- Flexibility 
-Ability to make decisions
-Management skills








-Different resources
-Study
-Stay motivated
- Discuss things in a group
















 
-Get feedback
-Plan appropriately
-Think positive 
- Train with someone who already has those skills

-Communicate with lectures 
-Manage my time
-Research
-organise


Next Steps
How am I going to acquire the skills and knowledge? 
How am I going to do this project?






-Stable income
-Online farm classes
-Resources
-internet access
-Online classes
-Money
-Time
-Resources
-library
Section 4- Resources

What resources do I need?
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4 Discussion

I have used listening skills to check my understanding which has helped me solve any problems I may have had in lectures. It has given me a clearer understanding in any tasks I was given by my manager at work or my lecturer in class and online, it has also helped me with my participation in class as I am more focused and less distracted. You can display good listening skill by, ‘Actively listening’. Being able to actively listen when someone is talking is a great tool. Active listening involves, eye contact, nodding, having good posture and showing genuine interest in what is being said and the tasks that has been given to me from my manager. 
I have been able to apply my academic skills to my work environment. For example, writing skills can be used for in class when taking notes or doing group presentations or it can be used for assignments/reports. It can also be applied in a work setting. In my case, I work in a domiciliary care setting which means you go to you client’s home for their personal care. Every service user has a folder in their property where you have to write in details the care that was given at that time. We also do a lot of training which involves research and writing.
Going to university has helped my confidence in problem solving skills because we have group discussions, presentations and debates. This is essential as I am planning to start my own farming business in the next 6 months to a year (as I have shown above). 

Being able to work on my academic skills will help in any higher position I may apply for in the future as I eventually would like to become a midwife. I have always been a motivated individual who is genuinely willing to learn new skills and interact with people.
I will like to get to the level of having excellent interpersonal skills, team leadership skills and written skills so I can apply it to my business venture that I mentioned in my personal development plan. I have been researching ways to improve my problem-solving skills as this is a skill that is needed to manage employees. Knowing how to work in a team/group is another essential skill to have. “Success is a team accomplishment, and everyone doing well means everyone wins”. (Came, 2019)


5 Conclusion 

Practicing group exercises in my lectures can help build my confidence in public speaking and team meetings at work. I have been able to demonstrate my communication skills in class and in the healthcare setting. After analysing myself, I have found that I could also improve in my academic skills. I can do this by working on paraphrasing, doing more research, asking my lecturer for feedback, practising. I have inserted proof of my in-class activity in this report. Practicing working in a group as this could help build my interpersonal skills. I have learnt to be honest and open with my team members

6 Recommendation 

This report indicates a need to develop my communication skills. This report has helped me get a better understanding on the skills I need to improve on and the essential skills I already have. I have found, that analysing my own situation will help me reach my short-term goals and long-term goals. 
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Basic Sentence Structure and Building Sentences Name:_Almle Seancs ek len

Worksheet 2

Partl.
Place each prepositional phrase in the correct location to create a logical sentence.

in the beautiful garden between December 24 and from my grandmother
January 2

by the playground across the along the busy highway on top of the books next to the front
street door

1. Ta Bnl vacoudify gaccken, we are growing many vegetables and flowers.

2. Many cars break down o oo

et -
3.3y dre imw oy U ol Hes i there is a lot of noise before and after school.

4. linherited my blueevesand blond ha_pras oy grond mg

5. Julie Ieﬂanotelorvoum_ma_ei_ium_x_:i& W Ave frect door.

SenGo;

6.8 e DL 29 oadd mnslemplnyeeshaveaweel(ofvacallon

Part .
Combine each pair of sentences with one of for, and, nor, but, or, yet, so.

1. Kevin bought a new red car.
Red isn't his favorite color.

Bt

2. Jennifer drives to school.
Her sister drives home from school.

canel

3. They installed solar panels on the roof of their home.
They can save money on their energy bill.

So

4. On Fridays, we have homemade pizza for dinner.
We go out for pizza at Dominos.

OC

5. Jillian got a speeding ticket this morning.
She was going 20 miles an hour over the speed limit.

foc





