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Introduction
I learned a lot of useful things this year. Things that I can take into my academic life and into my work life. The most valuable skills that I have picked up so far are reading, research, communicational, Team working and problem solving skills. Term 2 ran a course of 10 weeks and in my report I’ll be breaking down what I picked up.













Procedure
In my report I will be talking about and highlighting data I picked up from my place of work. I collected data from staff, colleagues, and our club supporters. I am a footballer that plays at Oadby Town Football Club in Leicester and I play competitively. As part of the procedure I will include graphs just to make the reader’s life a little bit easier and have things more presentable.












SKILLS, THEIR USES AND HOW TO IMPROVE THEM
Academic Skills
Academic skills are skills consisting of different core components. I have chosen three academic skills
· Reading Skills
· Researching Skills
· Note-taking Skills
Reading Skills
From what I’ve learned this year reading skills are one of the most important types of skills. Reading is most essential for completing a written task given. Strategic reading is essential in the process of understanding your topic, discovering new material, and creating your own ideas. With good reading skills you can save a lot of time when writing up work. This means you know where you need to look, what you need to read, and what information is of relevance to what you’re writing about. 
To read you must use the eyes and the brain. To read quickly, you must use you more of your brain. This means you must read more efficiently. This also means that you’re not wasting reading time and using your brain and eyes effectively.
Types of Useful reading skills
1. Scanning
2. Skimming 
Scanning
When you look for certain information through keywords or phrases in a text, your eyes move over words very quickly until you have located the information you are searching for. You tend to ignore most things but the actual specific information you need or want. Scanning is very direct and purposeful and is usually very fast.



Skimming
This practise is almost like scanning, but what you are looking for you usually find in the first sentence or paragraph. Skimming is only used to get the general gist of a study; details are not usually retained very well, and are not necessarily the best skill for writing detailed reports, essays, or stories.
Researching Skills
From what I have learned this year research skills are the ability to seek for, discover, obtain, study, interpret, and evaluate subject relevant information. Academic research is a very specific kind of research: which consists of investigating an area of study in a very detailed and methodical way.
The types of useful research skills
1. Ask good questions
2. Be patient
3. Respect Ownership
4. Go beyond the surface
5. Check your sources
Ask Good Questions
This skill is the skill of refining and developing search queries to get more positive results.
Be Patient
This is the skill of Being Emotionally strong and resilient in persisting on your quest for information no matter how tricky or tedious the task may become.
Respect Ownership
This is the skill of respecting other people’s works. Whether it be their intellectual property rights or works of any kind.
Go Beyond the Surface
This is the skill of breaking boundaries and working outside of your comfort zone. In doing so a researcher displays persistence in the continuous pursuit of information to gain a greater perspective.
Check Your Sources
This is the skill of making sure where you get your facts or information that what you read and write down are accurate, is important, valid, and relevant to your work.
Note Taking Skills 
Note taking is designed to save time and be very efficient. The skill involves and emphasizes three note taking aspects: the recording of information(from the lecturer or text), the recording of extra comments, personal questions, or personal thoughts that you may have about the information, and then summarising the main ideas of the notes.
Note taking strategies
· Make very clear and accurate notes
· Be prepared in class
· Compare notes taken
· Minimise distractions
· Organize all your notes
· Use abbreviations, symbols, and pictures
· Write clearly and legibly 
· Study and review your notes
Make very clear and accurate notes
Make sure you can understand the notes that you are taking. You can easily forget or misunderstand your own notes.
Be prepared in class
Have all your essentials ready in class. Do not let anything distract or get in the way of taking important notes.
Compare Notes Taken
Compare your notes with the notes of other students after class is finished. This is a good technique because you could have missed something in class that they could have noted.
Minimise Distractions
Excellent note takers avoid distractions at all costs so avoid distractions. This can include sitting away from unserious friends, people that talk a lot, or sitting in spots where you cannot glance at the clock or look out a window.
Organise your notes
Organize your notes by date, subject, and class. This makes it a lot easier to locate certain documents. 
Use abbreviations, Symbols, and Pictures
Lecturers usually 8go through information rather quickly and It can be difficult to keep up while writing. It is recommended that you use symbols, and pictures, and if needed abbreviate longer words.
Write Clearly and Legibly 
The most important of notes are completely useless if you cannot read them. This is why it is very important that write legibly so good notes are not wasted.
Study and Review your Notes
It is important to review your notes on the same day you wrote them down as it helps in retaining valuable information. You should review your notes again before your next lecture, so your mind is fresh and ready to go.
Employability Skills 
Employability skills are skills consisting of different core components. I have chosen three Employability skills; 
1. Communication
2. Problem Solving
3. Teamwork
I have learned quite a lot of employability skills, but for me these are the most important to have a smooth running, comfortable and unified working place. Also, as a team leader, CEO, or manager these skills are crucial to the job you do and the tasks you will have to do.
Communication 
Communication is the transfer of information from one place, person or group to another. This can be done by verbal, written, or non-verbal means.
Verbal Communication 
Verbal communication is the transfer of information to others by the spoken word. Simply talking to people or groups is considered verbal communication. This is important in the workplace as it builds and helps maintain successful business relationships. Good and effective communication will literally boost productivity, errors in the workplace will decrease, and all operations will run very smoothly.
Written Communication
Written communication is the transfer of information to others by the written word, e.g. emails, letters, posters etc. As the manager or the CEO of a business it cannot be easy to talk to all your employees, customers, and/or partners. Therefore, a very common and effective way of speaking to the people you need to reach out to would be through writing. Emails and Faxes are the most common way of communicating to others. Written communication helps in defining goals, identifying all the problems, and coming up with suitable solutions for any problems. It is also a very good way to give directions and instructions to a bigger group of people without having to speak to them all face to face.

Non-Verbal Communication
Non-verbal communication is the transfer of information or messages through a non-verbal platform. This can be done though gestures, eye contact, facial expressions, posture, and even something as simple as body distance. Non-verbal communication is important because it’s the best way to build a relationship with others. It shows emotions like sadness, anger, disappointment, pleasure, hope, etc. People show these emotions without even knowing they are doing so. Good non-verbal communication builds a healthy relationship in the workplace, builds and strengthens trust, and can make approaching you a much easier convenience especially if you own or manage a business. 
Problem Solving
Problems arising in the workplace are inevitable. How you deal with these problems is a great and important employability skill. There are seven important problem-solving steps.
1. Find out What the Problem Is.
2. Define Goals
3. Brainstorm
4. Assessing Alternative solutions
5. Choosing the Right Solution 
6. Implement the Solution
7. Evaluate and Learn from The Situation
Find out What the Problem is
If there is no problem, you do not need a solution. But if there are problems at work you need to locate them. Speak to whatever parties may be responsible or are involved with the problem. Evaluate the problem from multiple aspects and conclude.
Define Goals
Now that we know what the problem is your team needs to know where to go from there. What the plans are, long term plans for the company, and ways to improve so a problem like this can never come up again.

Brainstorm
Brainstorming is relaxed and informal with lateral thinking, which is best done with a group of individuals. It can help people come up with ideas to tackle a problem at hand. Some of these ideas may be crazy, but at least with brainstorming you can come up with all possible ideas and solutions.
Assessing Alternative Solutions
There are always multiple ways to solve a problem. You and your team must come up with all possible solutions, all negative and positive outcomes of these solutions, how these solutions could look for your team in the long-term run, and devise more creative and innovative ideas to make sure things continue to run smoothly.
Choosing the Right Solution
Once you have finished weighing up the solutions you must come to a choice. You and your team must pick a solution, which has the company’s best interests at heart. You being the CEO or manager will have a big voice but the final choice should be done through a vote to get the fairest outcome. 
Implement the Solution
Implementing the solution is just when you finally put the solution into action. By now you and your team will have come to a unanimous decision on what solution you need. You will now put your solution into play and monitor it for however long you feel you need to do so to keep up with the progress.
Evaluate and Learn from the Solution
These problems in a company are not necessarily bad. They can strengthen chemistry in the workplace and even help the company’s hierarchy understand where their strongest points are. You must see where you went wrong, why it wrong, how you could prevent problems similar to that ever reoccurring again and learn from the experience.


Teamwork
Teamwork is the effective and efficient completing of a task in a collaborative of two or more people. Teamwork is usually much more appreciated when a group of independent individuals can come together to complete a common goal. Team working is important because by working together teams can bring up multiple ideas, skills and abilities and solutions can be found for most problems.

















FINDINGS
· Oadby Town consists of 44 players. 22 are full team players while the rest play for the reserve team. 10 staff coaches and we have a stadium capacity of 2,500. 
· We have 2 match day pitches and are accessible whenever needed.
· We’re in partnership with Leicester FC and run a scouting unit all around the world
· Our players come from all backgrounds and races meaning we’re extremely diverse.
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Conclusion
At work and at university I have always faced challenges but without what I have learned it has made my work a lot easier. At university I have been in groups where people have not been able to carry their own weight, or even failing to show up for tasks altogether. At work I am a team leader and joining our workforce as a ground-team worker does not require a lot if any qualifications. We get people of all races, backgrounds, and religions so we do get a few complications. As a team leader I have learned how to work in these individual teams. I have learned how to motivate my team players in getting our tasks done.
I know I have these skills because I have already put them into use this term at university and almost everyday at my working place.

How Could I improve?
My biggest weaknesses are I cannot take criticism and I have decent non-verbal communicational skills. I am a perfectionist and tend to hate when my work is criticised, and I also frown a lot without even knowing. The way I can improve on these is by practising my facial expressions in the mirror at home or in my office, and I also should learn to take criticism as it does help me in becoming a better leader.
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