Introduction 
· Sophie. 
· How they are important in the work place.
· How I can personally develop.

Time management 
   Important to me 
· Accomplish bigger results- shorter time.
· Less stress.
· Leads to more freedom- family and friends.
· Deadlines-achieve best mark.
    
          Important in the work place 
· On time- I could be risk of loosing my job if I’m constantly late.
· I believe if you are prepared you will have the best out come of an activity.

          Important in a youth work setting 
· On time for Jobs and GCSES- better grades.
· Example- we tell them what time youth work starts and they are there on time.
· Example- baking- how long they have it make them and sell them.

      My personal development
· I keep going over when things are due and showing my lecture in plenty of time, so if I need to change things there is time and no rush.


  Literacy
· Definition of literacy.

        Important to me
· Need literacy skills to complete uni.
· Helps me seek better information.
· More information in Full depth.
· Gain better understanding.
 
       Important in the work place 
· Planning activities.
· Writing risk assessment.
· Writing reflections by after each session about the good and bad.
· Filling out MARFs.

       Important in a youth work setting
· Fulfil their goals.
· Writing cvs.
· Doing their GCSEs.
· For example- poster competitions- gives them the interest to write as they win a prize.
· For example- youth bank applications- for them to get funding for projects.

    

   My personal development 
· Read books and write a brief summary of what I read this will help develop my reading and writing skills.
· Also listen to Audio books to help develop my listening.

  
   Communication skills 
· Definition.

     Important to me 
· Communicate when I need help in my day to day life.
· Engaging with people in day to day life for example friends and family, in shops and in lectures.
  
    Important in the work place 
· Building professional relationships with the young people.
· Talking to my colleagues about anything in work.

   Important in a youth work setting 
· Important for young people to build them into confident adults.
· Building up their self esteem.
· For example- young people may not want to communicate verbally so we could may draw how their day went or writing it down.

  
 My personal development 
· Listen to the whole thing they have to say before I contribute to the conversation .
· Save any questions till the end.
· Call people instead of emailing them because emails could come out in a different way and they may mis-judge what’s been said.





