POWERPOINT NOTES
INTROUCTION
‘’Hello everyone, and welcome to my presentation for module ECGE4001.
This is a 10-minute presentation on the importance of Time management, Teamwork and Communication skills, and how they are important for employability, in the workplace, and how these skills can be transferred to a youth and community setting. I will also be discussing with you my own personal action points where I feel I need to improve on my own study skills, and how I plan to do this’’.

SLIDE ONE- Time Management
· The first skill I will start with is Time management skills. Time management is the ability to manage time effectively when studying. For example, being organized in how you plan to study, how you prioritize tasks and ensuring you meet deadlines.

· There is a quote here for you to think about for a second, 
            ‘’By Failing to prepare, you are preparing to fail’’
                                                        (Benjamin Franklin n,d)

· Time management in the workplace and for employability, is essential as it demonstrates to the employer how we have used our time effectively as students in organising and managing study life. 

· This shows that we can be good employees within the workplace because we know how to manage ourselves and our workload which means that we do not become ‘snowed under’ as we are all too familiar with- leaving tasks until the last minute and becoming stressed which clouds our brains, where we can end up rushing our work which effects quality of work produced. 

· It is very important to prioritize and manage time.

Transferring these skills to a youth and community setting enables us to also set manageable goals because of the way we are organising our time. The nature of youth work means we are always learning and evolving as society changes, we must learn to adapt too.

The nature of youth work is also very demanding and challenging, so for example, writing and managing reports in a timely way, and preparing activities for young people requires organization especially when managing others in a team. 

SLIDE TWO- TEAMWORK
· According to The Happy Manager (2019)
              ‘Co-operation between those who are working on a task’.
So, teamwork is a collaboration, it is collaborative working where we support one another, communicate effectively, build up relationships of trust, feel motivated whilst working together as well as feeling inspired and being inspired by those you work with – leading to a successful outcome- end result.


· In order to work effectively in a team, you must demonstrate good teamwork and communication skills, this can be reflected by your tutor when potential employers contact them for references. Evidence through presentations, group work are all skills ready to prepare for employability especially where youth work is environment where youth workers always work alongside others in the community. 

· According to skills you need.com (2019) the ability to function well within a group is vital with most jobs.

· Sharing information as a group and seeing other people’s perspectives to get the task done, and also when some tasks require problem solving as a team.

· In a youth and community setting demonstrating how we work effectively and successfully as a group in order to achieve tasks or goals through group functioning strategies (Ingram and Harries,2001, p115) such as TUCKMAN’S group development theory (Tuckman, 1965) we have previously learned about. 

· These strategies can also be applied when managing young people who are working together as a group so they can avoid conflict and understand why tempers flare when they are working with people they may not necessarily get along with.

· Communicating effectively with other youth workers and organisations that are in the community or, needing to communicate with multi agencies as communication is important between different organizations.
     SLIDE NUMBER THREE
· I must stress communication for me, is the most important skill you can have whilst working in any environment as without effective communication skills we cannot receive, interpret and share information among each other and to external agencies and organizations.

· Communication is the process of sending and receiving messages through verbal and non-verbal means (Thought & Co, 2019)

· Shannon weaver diagram. Easy to send a message, but noise and static in the background can affect how the receiver receives and interprets that information. More so with telephone calls, and verbal speaking.

· If we look at Tools.com diagram we can see that a small percentage of communication is verbal speaking. The largest percentage is down to non -verbal communication so, your body language, eye contact says a lot about how you are communicating.

· Communication is a life skill (Skillsyouneed, 2019) Therefore we need to be able to communicate effectively and clearly with others not just for employment but to be able to live within society.
    
· communication is a soft skill (Cottrell, 2019, p56) therefore, Communication for employability is vital according to NACE, (2016) as employers have stated that communication is a must have skill and quality. 

· Communication is key for how productive we are in a work environment- work productivity

· Essential to develop good professional relationships with colleagues and even more importantly with young people. 

· Transferring information amongst each other.
 These skills in a youth a community setting is CRUCIAL. Communication is crucial. 
· Effective communication in youth work allows relationships of trust to establish between young person and youth worker (Sapin, 2013, p47)

· When these relationships are established, young people feel comfortable about disclosing information to youth workers. 

· Ensuring that we interpret the information given to us by using our active listening skills we can pass on any possible safeguarding issues to the relevant organisations that we need to contact (NOS, 2019, P88-94)

· Failure to interpret information promptly and with urgency can result in the example of Chinese whispers (Collins, 2019) which we are all familiar. 

· This means we are jeopardising the safety of a young person by failing to communicate effectively following safeguarding issues which can have a huge impact on that young person and their safety

  TO SUMMARISE
· We have looked at the importance of how Time management, Teamwork and Communication skills can affect future employability and how these skills can be beneficial for the workplace. 

· How these skills can be transferred from student, to professional youth and community worker

· These three skills interlink in a youth and community setting- for example, to communicate effectively as a professional youth worker, we need to develop good time management skills in order to prioritize tasks and meet deadlines, to work well as part of a youth and community team.

ACTION POINTS 
· ESSAY WRITING SKILLS AND REFERENCING- proofreading, attending study skills, reading Stella Cottrell books (2019) and reading aloud.

· CRITIQUING ARTICLES AND REFLECTIVE ESSAYS- reading Stella Cottrell books (2019), attending study skills.

· TIME MANAGEMENT- stop over-studying! Develop a minimum time each day where can study and add extra time for prioritizing tasks- 2-hour study a day, no more than 4 hours if stuck for time!
Diagram to conclude- HAPPY STUDENT!

· QREFRENCE LISTS FOR PRESENTATION
· Benjamin franklin brainyquote https://www.google.co.uk/search?biw=1366&bih=625&tbm=isch&sa=1&ei=uWcHXtqvOsTylwSs8KzoDQ&q=failure+to+prepare+quotes+&oq=failure+to+prepare+quotes+&gs_l=img.3...22139.28186..28370...2.0..0.109.2063.28j1......0....1..gws-wiz-img.......0i67j0j0i131j0i30j0i24j0i8i30.cHZ8G1AIFAw&ved=0ahUKEwia8PTzx9jmAhVE-YUKHSw4C90Q4dUDCAc&uact=5#imgrc=dOrwX7QSrV6c-M:  accessed 28/12/19
· The happy manager.com https://the-happy-manager.com/articles/define-teamwork/
· https://www.skillsyouneed.com/ips/group-roles.html 
· Shutterstock.com collaboration image 715797241 https://image.shutterstock.com/image-vector/banner-collaboration-teamwork-icons-260nw-715797241.jpg
· Tuckman group development theory (1965) 
· ‘Ingram and harries. 2001, p115 ‘delivering good youth work’.
· https://www.thoughtco.com/what-is-communication-1689877
· https://www.communicationtheory.org/shannon-and-weaver-model-of-communication/
· https://www.toolshero.com/communication-skills/communication-model-mehrabian/
· https://www.naceweb.org/career-readiness/competencies/employers-verbal-communication-most-important-candidate-skill/
· Cottrell,2019, the study skills handbook, page 56
· https://www.skillsyouneed.com/ips/communication-skills.html
· Sapin essential skills for youth work practice 2nd edition , 2013, p47
· Youth work national occupational standards (NOS, 2019)
· National occupational standards 2019 pages 88 to 94
· https://www.collinsdictionary.com/dictionary/english/chinese-whispers
· https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/721581/Information_sharing_advice_practitioners_safeguarding_services.pdf page 9





