Georgia Scullard Study Skills Presentation
Introduction
Good afternoon, my name is Georgia Scullard. I will be delivering my presentation on study skills. I will be discussing what study skills are, why they are important in future employability, and how they can be transferred to a youth and community work setting. I will be finishing my presentation with some action points for further personal development.
Study Skills
Study Skills are the personal skills needed to study effectively and efficiently.  Having these transferable skills will enable you to be able to study successfully, and hopefully gain employment in the future.
There are a number of study skills which need to be developed and practiced to have a successful time at university and your professional future as a youth worker:
· Organisational skills
· Time management
· Effective research
· Note taking
· Report/assignment writing
· Referencing/ Harvard method- (Jack Caulfield June 2020)
I have chosen to concentrate on 3 study skills for this presentation, effective research, note taking and time management.

Effective Research
Effective research is a vital study skill. Being able to find and use up to date, proven, relevant information is key when writing or preparing anything.  Especially within the youth and community work setting, where laws and guidance change frequently. Being up to date on all the new information will ensure you are completing your job to your best ability and within the law. Latest research will enable you to plan and achieve the best outcomes for the young people you are working with. For example, being up to date and understanding the guidance and best practice on subjects such as LGBTQ+, health and safety and current affairs will help you to engage professionally with young people and provide guidance to them.   You can research effectively in many ways using sources such as the internet, books, journals and other reading materials, interviews, personal experience and other learning materials eg. television documentaries.  

Note Taking
Note taking is being able to identify and write down key information or action points that may be useful in future work or study. Note taking is an important study skill and is a great asset to future employability.   Being able to take minutes in meetings and summarise information can help you and your team work more efficiently by being able to all work from the same minutes to get the work done. It also provides evidence of who said what to who, and the date,  which can be very helpful in care planning meetings, and being able to act as an advocate for a young person. Note taking must be accurate as the notes can be used for reference, either by the worker or by other members in a team working with the young person. Within a youth and community work setting note taking would be essential for supervision with your manager, or work with a young person to record any positive or negative events,  progress towards targets, and provide a way monitoring  situations.  Taking notes helps you relay and retain information picking up on things others may not have access to. You are also able to note any words or concepts that you don't understand to research and develop your personal knowledge. This will help you and the team you work effectively. 

Time Management
Only a small amount of your time will be taken up by scheduled study. Time management is you being responsible for effectively managing the rest of your free time and being able to organize yourself correctly to ensure all tasks are complete within the deadline.  Understanding this and enhancing your skills in this area is key to your future employment.  On a very basic level, this means arriving on time on a daily basis and for all meetings and appointments, wherever they may be.  If you are not able to manage your time effectively, it could leave you with minimal time to complete tasks, and would mean that you are not working efficiently.
Proper time management will mean you complete the task to your highest ability or potential. This can be done by making a plan of your tasks and time you have and allocating enough time within your schedule to complete the task or tasks effectively. Being able to relax, take breaks and review your work will improve your performance.
Time management skills can be transferred into a youth and community work setting in many different ways. Making sure you have completed your session plans, activities and have everything you need to be ready for a group is essential when being a professional youth worker. This means you will be able to do your job to the highest standard. Also allocating enough time to be able to complete any administration duties you may need to do and not leaving them for another time as you may forget key information. Being able to prioritise, problem solve, set goals and multi task are all other aspects of time management skills that you can practice and portray when working with young people. 
Time management skills are important for the workplace as you may need to work individually or as a group. For example, if you needed to meet up as a group and you were late (and had the key for the building) it would affect the whole group and their time management. Your professional reputation may be damaged and you might not even be able to attend the event, affecting your personal outcome.  N.B. Always have phone numbers of other workers and a back up plan if you are delayed!

Action points for further personal development

This task has made me realize I particularly need to improve on my research skills.   I am going to practice effective research more by using the online library to find relevant information and trying to use more sources of research eg. watching relevant TV documentaries and news items.

To improve my time management skills, I will buy a wall calendar to ensure I am aware of all deadlines and try to realistically estimate how long each part of the task will take, working back from the submission deadline.  I have realised from this first task that it is also a good idea to plan in some extra time for unforeseen events eg illness, computer failure etc.   I will also write a plan of how I am going to manage my time and when, this is to keep a balance on my personal, university and working life.
There are also some more simple but equally important things I can do to help my time management, firstly to ensure that I get enough sleep to wake up ready for work or study.  I can also make use of already ‘committed’ time e.g. if I get to a meeting early or have to wait to pick someone up I can take a research book with me to read, or take the time to plan the next task or meeting more effectively.

I am more confident with note taking but there are still some aspects I need to improve on.  When I take notes, things are brought for example in an online youth group meeting when I am taking minutes if I write too fast, I may not be able to understand my handwriting when I go back and reflect on the session. To improve on this, I am going to find ways to shorten my notes by only high lighting and only taking down key and relevant information. I will also find ways of shortening long words.

Conclusion
To conclude, I feel that having all of these transferable study skills are very  important for future employability as they help you function more effectively and efficiently within your personal and professional life. 
There are many different study skills and they can all be practiced and improved on whilst you learn and gain new experiences… practice doesn't make perfect, practice makes progress!
Thank you for listening to my presentation, any questions?
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