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[bookmark: _Toc39154087]Introductions:

Effective Team Working and communication is very important within any working environment. This helps the business to achieve or any organization.
It also enables the Business or the Organization to identify any issues that will cause a problem. Teamwork is a positive and it helps to maintain a good relationship within the workplace.
It is very important to also have communication as it also gives the company or organization a happy environment where employees are able to interact with one another and also with their customers or any public environments.

[bookmark: _Toc39154088]Methodology:
I have been given class activities where I have understood the importance of doing a PDP. It has given me a guideline into what I want to achieve and plan my future ahead.
With all of my class exercise and tutors lectures I was able to complete my PDP; I am more positive of the career that I would love to be in. I was able to do my analysis of my strength and weakness, opportunities, and threats.
This also included what I would require within the social worker care field. with my PDP it helps me to understand the goals I have set for myself to achieve, and where I can improve. It will also help me to prioritise and identify the areas I need to work on. This would help me to require some of the skills I need to reach my career.





[bookmark: _Toc39154089]SWOT:

During our class exercise I was able to identify my strength and weakness, opportunities, and Threats. These are my SWOT.

Strengths:
Empathy		
Caring		
Patients		
Flexible/Adaptable
Teamwork
Leadership
Problem solving	
Time management.
Put me in other people's shoes
Communicate 
Honest


Opportunities:

Communications Skills
Team Player
Working as a support worker
Love to develop others
Studying health and social care for three years.
Doing replacement training.

Weakness:

Not having the qualification to do the job in health and social care. Age is a factor. Need the experience within the social work field. Can be emotional.

Threats

Transferable skills, Career within the Social Sectors, would be able to work with young people and the elderly, to complete my three years course in Health and Social care level 4,5,6. Able to also train others with the skills I have.

Looking at the whole of my SWOT. I realise, I have a lot of strengths and transferable skills. These skills I have gained within the field I have worked in and are very useful for my next level of career. 
By having these skills I have the experience and the potential to do the job I am studying for, also to gain more experience within my health and social care field, it will also help me to work on my weaknesses and accomplish all my tasks, and assignments given. My SWOT will also help me to complete my three years course in Health and Social Care Level 4,5,6.

[bookmark: _Toc39154090]Class Exercises.

In class exercise I/we were able to demonstrate and write out our strength and weakness. I was able to identify my career, the changes, growth, future, treats and opportunities.
What are the strengths I need within social health care?
Paraphrasing Exercise, how we would write and put into context the correct why.

How Self Motivated are you?

How self-motivated are you was one of the topics which has highlighted who am I?
This has enabled me to know who I am and what I wanted to achieve ,It has helped me to discover why I really wanted to be a social worker, and my ambition, it has also made me look within myself and discover my skills and knowledge and how I can also transfer these skills into my career. 

I was able to discover my strengths where I am passionate about becoming a social worker within this field. It also enables me to be very flexible and reliable also in helping others, putting myself in other people's shoes to understand their issues, how I can relate and understand what they might be going through.
The class exercise was able to focus on the issues of body language, verbal and non-verbal communication.
I was able to reflect on my highs and Lows.
I was able to understand the skills of effective learning
Understand the ways of learning, organizing and planning, time management, how to work with others, how to research, reflective thinking, and writing skills.
Another class exercise I did was understanding other people's interests, and what they enjoy more was part of communicating and listening. For example, do they go to the gym? Do they speak any other language? Do they enjoy reading the newspaper, all this was communicating with one another, eye to eye contact, knowing your pairs, and what they enjoy doing.
 

Effective Teamwork and communication was a very interested topic as it helps me to understand Social care, and enable me to complete my Personal development
Plan.

[bookmark: _Toc39154091]Personal Development Plan.

Our personal Development Plan was for me to identify and enable me to be proactive and to prioritise my development.
It also established my goals, my skills, my Career, and was able to put my next steps in place. After completing my PDP, I have set goals whereby I have short -terms, mid-term long-term. With these terms and time frame I will be able to act upon them and accomplish my task and will be able to work in the field that I am studying for. 

[bookmark: _Toc39154092]Note Taking:

I was able to understand the importance of note taking. It enabled me to help use some of the tools from my note taking, I was able to use bullet points to identify what I need to do and understand how I should write note taking.
This helps me to practice and write down information I need, this helps me to concentrate and helps to reflect on my notes where I can capture information, I need to do in order to write my assignments. It also helps me to put things into words.

[bookmark: _Toc39154093]Paraphrasing/Summarizing Exercises.

Paraphrasing helps me to write and understand how I can use other words and turn them into my words ,where I can use, nouns, verbs, synonyms, and objectives, to summarize this I was able to complete a class exercise writing my own paraphrase for the sentences provided in the class exercise.
According to Ref: http//www.mindtool.com
Paraphrasing & Summarizing is when you are summarizing up your own ideas. Paraphrasing is when you are using your own words to express something that is written by another person.










[bookmark: _Toc39154094]Employability skills

During our class lectures there are few things which I have learned about Employability skills, which I have also used these skills within my work environment. It is as follows.
.
· Communications skills
· Adaptability
· Organized.
· Problem Solving
· Written Communication.
· Leadership
According to Indeed.com, (2020) Employers require particular skill and qualities when applying for work as well as academic and employability skills. These skills are essential and play an important role in improving your performance within the workplace.

The above skills enable you to be more productive,
Being able to adapt to circumstances within your environment including planning and organizing.

Planning & organizing will also help you to work as a team putting a plan together so they can achieve their work.
It's a skill that also helps you to work and achieve your aims. It's very important that planning in your work environment enables you to plan your own daily task and complete them.

Problem Solving is one of the most beneficial process
It enables you to get to the root of the problem and ensure that whatever the problem is it can be resolved, and everyone will be able to work and progress within the environment. Without solving the problem, you will have a dysfunctional environment where there will always be confusion and staff, or employees will not be able to perform with the workplace which can cause issues where everyone becomes unhappy.

Two of the things I have also learned within my class exercise have been verbal and none verbal ,being verbal is when you are saying something for example if you have been asked to do something you can relay yes/no , nonverbal could be a body language. Both say two different things, but both are important.

[bookmark: _Toc39154095]Research
According to MAE FAH LUANG Foundation under the ROYAL PATRONAGE MFLF. There are four Types of Verbal communication.

Verbal communication can be sounds, words, language, and speech. We can also express our emotion in words.

· Intrapersonal communication
This kind of communication is private and restricted to us, this includes our silent conversation we have with ourselves where we the sender and the receiver process our thoughts and actions.

· Interpersonal Communication

This communication is between two people one to one. The two individuals will swap their roles both of sender and receiver in order to communicate clearer.

· Small Group Communication.

This form of communication takes place when more than one person is involved. Each person or participant can interact with the others, where everyone can share their own ideas. Unless there is a specific issue being discussed where there is confusion and disorder, this can cause a lag of understanding and can be miscommunicated.

· Public Communication

This Kind of communication is where one individual speaks to a large gathering of people; he /she is called the sender of the information where the receivers are being addressed.








[bookmark: _Toc39154096]Effective Communication

Communication is one of the factors that is a very good skill within the working field, also among your pairs, family, schools, and environments. 
According to www.helpguide.org 
(16 April 2020) to communicate effectively, you will need to avoid distraction so you can stay focused. Effective communication is not just exchanging information it's about understanding the emotion and intentions behind the information given. You will be able to listen and gain full meaning of what has been said which will make the person feel heard and understood.

The meaning of the word communication is information, the speaking or writing.
Communication within the working environments is one of the most powerful tools which is required without that communication the business can collapse and also can give staff low esteem.
According to Ref: http//www.skillsyouneed.com
Communication is a form of transferring information from one to another where you have the sender and the receiver.

One of the skills I use within my working environment is where I have what we call a team 5 meeting. This is very effective, as I am able to communicate to a group of people where I will be explaining the task of the day and my expectation at the end of the day and have they got any feedback or any issues we need to address. This is very effective as staff are able to add their input.











































[bookmark: _Toc39154097]Conclusion
During my class activities and exercise I have understood the aspect of effective communication skills. I have also learned how important and essential communication is.
I have gathered information on how the sender and receiver works, without any form of communication things cannot accomplish and there can be confusion when one does not understand the importance of effective communication.

Summarizing all together in one is an important skill to have and also can be followed by paraphrasing. It is also important that each person understands each other.
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p 3: Creating a plan
peciding on a plan of action to get from here to there.

Make concrete plans:

)
0.0

Define what you need to do
Define when and how you will do it
Be specific about your milestones

K/
L x4

)
L4

K/
..'

Plan review points

Adapted from: httg:g[www.youtube.com[watch?wVLTcm63n10I

Personal Development Plan
Mid-Term Time Frame

% Time Frameé
Short-Term Time Frame Long-Term

What do | want to
accomplish in the next two

to three years?

What do | want to
accomplish in the next six
months to two years?

What do | want to
accomplish in the next
three to six months?

Next two -three years a
fully qualified as @ social
worker with BA Honours.
Also trained and teach
others, own my business
and be successful.

Section 1 - My Goals

My goal is to pursue my
career within the social
work sector.

What are my overall goals
that | want to accomplish
in this time period?

Becoming a social worker
and confident in what |
have done and achieved
with digital skills and how
to use soft wares

Fully qualified and own my
business.

Example: become a
Student Affairs Officer;
learn computer graphics
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Example: free time; funding

Section 5 - Time Schedule

What is my time schedule?

When will | start?

When do | expect to finish?

Section 6 - Completion

When have | completed each
step?

Adapted from: http://www.hr.ucdavis.edu/sdps/forms/IDP%20Final%2010.14.11.pdf
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Be able to run my own
Company and designed

own logo

Working in a social
worker environment
where | am helping and
supporting youns people
and the elderly.

ction 2 - Skills and Skills | need to work on
knowledge to be

Learned

Communication
Self-Awareness’
Perseverance
Active Listening
Organizations

What specifically do | need
to learn? What project do |
need to work on?

Example: Student advising;
Banner; Dreamweaver;
develop a procedures
manual

Able to publicise my own
Business and designed my

Company logo

Able to be create @ web
site or my company,
being creative and
complete my digital skills
& research methods.

Enable me to use the
web site more,
researches, and
confident in using the
tools required.

Fully Knowledgeable and To Transfer all my skills
well informed, have a and knowledge my staff
plan in place. Being Also training and
consistent in my studies. developing others.

Section 3 - Next Steps Work replacement to
gain more knowledge

and experience.

How am | going to acquire
the skills and knowledge?
How am | going to do this
project?

How to turn my ldeas
into Reality

Example: take
Dreamweaver class; do an
informational interview; set
up a project outline

To be very creative and
complete my digital skills
And Research Methods.

Fully able to have my
own Apps and Company
Logo

avis.edu/sdps/forms IDP%ZOFmaI%ZOlU 14.11.pdf

Adapted from: htt www.hr.ucd
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Basic Sentence Structure and Building Sentences

Name: ho mawe ﬂm&(/ot
Worksheet 2

Part .

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

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

in the beautiful garden

1. \‘\ [\ \Séau‘\}\,& e}&@l%- , We are growing many vegetables and flowers.

2. Many cars break down &Lo“r\é Yo \OLLS% &M‘%L \Jﬂt?_
3, %\f ﬂg, Q\Qb} g&Q\r_\mol CLeS Ve, _there is a lot of noise before and after school.

<X g '
4. \inherited my blue eyes and blond hair @{‘()/u\:fj mo .

5. Julie |eft a note for you (on @9 QE o oosics oA b ke ‘Q(‘M«u{ desy -
» mnos
6. Decenbom Q n.c{’, most employees have a week of vacation.
Part Il.

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.

Ke i \o(zm.p,;\ e need reed Coor and Red ik kia famsidl Clocs -

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

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

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

o j\*_\gL_(ﬁv ") oo hvwamede 9 22e. (o Diany %u} we. g)o o
ViZra od Domwss:
5. lJillian got a speeding ticket this morning.
She was going 20 miles an hour over the speed limit.

S\ o At & Sgoe A% hded t_,ixa‘l She e %O»LJ 20 L\AJ.“D o feru
Ou Yo Spesad Lot -




image6.jpeg
e

Cheemane  Coad. Q) €ADT = \5= ahowser- ‘
Hetole & Paontisiy ; Daly legy-

Do first Schedule

®

o
@ X | - - \
f? Meed s e B Ko changs) 143D | “Ruasdey 19| jeo sp\cﬁuu\‘

washay - Porqlbe Reffida T 9 Wls)uu:
Chaage  Qronnd ) Guest &L\v\‘ Weed & Spanlc © the Cn_.r\h..L \5\3\"-07-D
Skappl‘\ll Conta ot u;uu‘.ﬂ-o.f . %

Checgc oy Metans
Male fers Gdls o even
wpdate cLLcuu(f

tockel & Ve dulvored - |
et Jrads & con gl ‘x‘
AePonk wmad ol ha Banlc K Ju:\a\zdm

9 |

Lessurgent, but important

waeel s Atlend 27 \z)zoz

Don’t do

O"Cﬁ\k.!‘imt} P\’Lwd._ Ve

©

Bt hawe & & od 1

cosiC
Haue & ‘o RO wiekc .
Dot har & owd e G .

Doaqnrey o Collend Porcle:

Phoae E::gn:ng\b Quetc g for |

=
5
£
S
2
E
S
2
=
S
=
5
o
E
‘T
=

Get the right things done. — EISENHOWER - #oce on vy eisenhower 1





image7.jpg
Part 1 tions...
L . . . board for op
Combine each pair of sentences with a subordinating conjunction. See

1. Weeat breakfast and make our lunch.
We take the bus to school.

“Twean lous s schoot .

2. Jenna loves Creative projects like painting and acting.
Kenneth prefers to work on math and engineering projects.

s / ey Kennetl. ?“e B winie o medE

3.1 bought a Mac instead of a PC.
I can create graphics more easily on a Mac.

Be Cous

4. Most basketball players are almost seven feet tall.
The best player on the Lakers is only a little over six feet tall.

ENftenecn P/z)rd'

e as ol ol ooy x (ot
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What's your name?

Do you like

Do you play a
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Do you speak a
language other
than English?

Do you havea
pet?
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Gym?
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Do you go to the
cinema?
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Do you read a
British
Newspaper?
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Do you own a
Samsung phone?

Haveyou gota
sister?
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Have you visited
France?

Kol

Moo A
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Do you have
dangerous
snakes in your
country?

Qe
e

Do you collect
something asa
hobby?

Do you like
poetry?

urn%
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Do you sing

when you're
having a
shower?

Can you drive a
car?

Have you been
to Birmingham?

Do you play Can you swim?

football?

o

Do you havea
brother?

“‘rﬁ\b\\é\

Have you ever
had a bad
dream?

K1 bA

Yo | Kb

Do you have a
bicycle?

Do you like
cricket?

Have you met a
famous person?

Ko

Are you a good
cook?

b opolo-

Have you visited
the London Eye?

Fob o
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