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Essential Skills for study and employment 
Task 1 (a).
 
Time management.
Time management is the process of planning and deciding how to divide your day between chores and goals. Positive productivity results from effective time management. Better time management will enable you to arrange your time more effectively, with greater clarity of thought and confidence.
Time management is an essential skill for employment because it helps you to keep focus and manage time and prepare tasks and documented
Planning time effectively is vital to maximising efficiency such as studying, personal commitments and homework study skills. 
Time management can be planned on a daily, weekly, and yearly basis. It also means you can prepare for your presentation. When writing on a computer it also helps with your IT skills and it improves your vocabulary. [Carroll, J. (2012)] 
 [image: ]Figure 1: Rakshanda Jadeja

Study skills.
Studying at university of Wales trinity saint David the Computer skills, I have learnt are how to use a computer. It has improved my skills for employment. It is a brilliant knowledge to have as it opens so many varieties of opportunities to gain in the future world of employment. [ Cottrell, S. (2019)]

Teamwork.
Teamwork is a group of individual people who can work together and achieve the best result. It is to set a goal, towards the task that has been set or given to you. [Belbin, R.M. (2010)]


Essential skills in employment 
It is a skill where you can solve problems, punctuality is especially important, you need to be a good team member and teamwork are essential. [Sensenig, K. (2009)]
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Task 1b

To improve my similarity score I need to use more adjectives and paraphrase to improve my work and spelling. Also make sure not to copy and paste information from google or any other websites. Try to research as much information as possible and in your own words. You can use dictionary, or you can research other website for more information, and you can also access information throughout libraries. To gain more knowledge and improve on my similarities score. I will proofread my work before I Turnitin also not to focus on one particularly work topic research on other topics.

I have scored myself between 50-59% as I have the knowledge of the basic understanding and the concept of the work. I can work independently an effectively as a solo or team member.

Task 2
https://sway.office.com/DaUmFDiXGVuVaYE2?ref=Link&loc=play




[image: ]Step 1 - Go onto Google and search Mendeley Reference Manager and click download that is on the left side of the screen. [Basri, M. and Patak, A.A., 2015]

[image: ]Step 2 -Once complete follow the instructions on the set-up wizard and click finish and the Mendeley Reference app should be installed onto your PC.
[image: ]Step 3 – Open the app and register and make and account using your email address, family name and password and click register and you should have an account to use on Mendeley reference Manager.[Hicks, A., 2011.]


[image: ]Step 4 - Go back to the website and download the web importer on the left side of the screen.
[image: ]Step 5 – You can add references by adding them from your computer, adding them manually yourself or importing them.

[image: ]Step 6 - To use Mendeley with Microsoft Word, go back to the website and download the Mendeley Cite plug-in.
[image: ]Step 7 - Click on the button get it now and you will now have the Mendeley Cite plug in and should be able to use Mendeley on your Word document. [Kratochvíl, J., 2017.]


[image: ]Step 8 – Click references and Mendeley Cite should be there click on there to access your references.


[image: ]Step 9 – You can now add and remove references from Mendeley to your Word document. [Elston, D.M., 2019.]
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