Slide 3: Prioritising – If you have a deadline to meet, you can organise your workload so that you meet the closest deadline. Working like this means that you will meet deadlines. 

Having strategies & Systems in place – Using a diary means you can schedule your day and you will be able to visualise whether you have spare time to dedicate to tasks and deadlines. This may change the way you view the time and will help you realise it is important. Writing to do lists can be an effective way to ensure you are getting what you need done.

Organisation skills can increase your productivity because you have thought about something in advance, and you have given yourself time to prepare and finalise the smaller details. 

This will decrease your stress levels because everything will be planned, organised and final. Everyone will know what they are doing, and things will run a lot smoother. 

Slide 4: Planning means that you will have time to go through the right procedures. Completing risk assessments, ensuring you have adequate staff if you are going on a trip/outing, ensuring you have emergency contact details, first aid kits and so on. 

Youth works is very hands on but to ensure this can happen in a meaningful way, there is a lot of paperwork which needs completing and following. These documents ensure that targets are met using a ‘SMART’ method. Meaning that youth work will be Specific, Measurable, Achievable, relevant and time bound. This process measures whether the intervention has worked. Along with case studies, these processes are very important when it comes to funding. 

Monitoring, Evaluations and Reflection – You need to ensure you have thought about how you are going to gather information from the young people before and after an activity. This will be evidence that the work is young person led. This process will measure whether the activity has been beneficial or not to the young people and can help for future planning. 

Slide 5: There might be case studies, charts, reports, articles, and other information available which will help you to broaden your knowledge around the topic. When you research, you are gaining facts rather than stating your opinion. You are broadening your knowledge and gaining more information about the topic you have researched. 

When planning an activity, outing or project, you can research what you will need. You will find lists of equipment, ingredients, methods, the best time to visit a certain place, the weather and so on. Researching can give you a good insight to what you are wanting to do. 

If you identify a problem within your workplace, you can research that problem and it may help you. Others may have experienced the same or similar problem and given ideas on what they have done to resolve the problem.

Slide 6: You can research new trends and topics that are affecting the young people. This can give you an insight to what they are going through and how you can support the young people. You will also find out what signs and symptoms to look out for when it comes to different topics for example drugs, alcohol or even disabilities. 

There are many theories which relate to youth work. It is important to have a good understanding of them, but it is impossible to know them all. Knowing how and where to research will help you when you need it. 

Laws and legislations are important in any workplace but especially important when working with children and young people. Not only do you have to think about the health and safety of yourself and colleagues, but you are responsible for the young people. There are specific laws and legislations which only apply to children and young people which professionals are expected to follow for example, UNCRC. The United Nation Convention on the Rights of the Child is a legally binding international agreement setting out the civil, political, economic, social, and cultural rights of every child, regardless of their race, religion, or abilities. 

There are many policies and procedures which go hand in hand with workplaces. These are procedures such as dress code, code of conduct, sickness and illness, health, and safety, and so on. These policies and procedures transfer to a youth work setting but will have added ones such as confidentiality, safeguarding, social media. This is because you are a professional and you are expected to be a good role model to the young people you work with. 

Slide 7: Reading skills is having the ability to read selectively which means using the reading list that your tutors/employers provide you. Everything on there should be relevant to your subject. You can use the contents page to see what the piece covers. That page will give you the titles it covers along with a page number which will save you reading through everything. This skill will help you to efficiently manage the time that you have and means you will cover more. 

Things are constantly evolving, and new topics are always popping up. You aren’t expected to know everything which makes research, reading and keeping up to date essential. It is important that you take your time to research and read about topics you are unsure of which are relevant to your work. This will benefit you and the people you work with as you can educate others correctly.

Not only does reading help with information, but it also helps with spelling, punctuation, and grammar. 

Slide 8: It is important that you select reliable sources when reading. For example, you are researching an illness, the NHS is the best place to do that as you know it is reliable and will be giving you the correct information. 

There are many theorists which relate to youth work. It is important that you choose to read up to date information from appropriate theorists. Some theories can be out of date and no longer appropriate. It is important that you understand information and agree with it if you are going to support it and take it on board. 

There can be a lot of paperwork involved in a youth work setting to ensure that everything runs smoothly, targets are met, records are kept up to date and secured safely. As well as planning activities, events, and clubs for the young people, it also ensures that resources are gathered, and activities are booked. 

Reading and understanding the key policies, procedures, Laws, and legislations is very important as a youth worker. This ensures that you are a good role model for the young people, and it means that all professionals will be following the same process which will keep young people safe. 


Slide 9: Is something that comes natural to me, and it is something that I do every day without any thought or prompts. However, when it comes to a youth work setting, there is a lot more to consider and it can be difficult to remember everything. I am going to set myself a target which is to go over all aspects of youth work and make a list of what needs to be done. I can then use the list as a prompt to ensure I have covered everything that needs doing. 

Is something I struggle with. This is not a skill that comes easy or natural to me. These skills are going to take some work and practice for me to get used to. My first point of contact is usually the internet, but I have realised that this isn’t always reliable, and it would be beneficial if I read an appropriate book instead. To improve my personal skills, I am going to set myself a target which is to read through the resource list when we are given a new module. I am going to choose a resource and practice by reading the contents page and finding information I need from there rather than using the internet. I am going to try and apply this to my youth work role by finding relevant books for the topics we are doing. 

Slide 10: Organisation skills is an important skill to learn and to try and incorporate into your daily routine because not only will it help with your day-to-day lifestyle, but it is very helpful in the workplace and can be easily transferred to a youth work setting. 

Research skills is a beneficial skill to learn as it will help broaden your knowledge about a subject and it will ensure that you are researching trustworthy information. It is also a skill which is highly beneficial in the workplace and can be transferred to a youth work setting. 

Reading skills is a skill which will save you a lot of time as you will know the tricks on where to look for information without having to read a book from start to finish. This is something that will help you in the workplace and can be transferred to a youth work setting as it will be quick and efficient.  






