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                       Presentation Notes (INTRO SLIDES)
‘’Hello everyone and welcome to my presentation for study skills module ECGE4001.
’This will be a 10-minute presentation on how Time Management, Teamwork and Communication skills are important for future employability and in the workplace, as well as how these skills can be transferred to a youth and community setting. 
‘’I will also be discussing my own personal action points on where I feel I can improve on my own study skills, and how I will achieve this’’. 

TIME MANAGEMENT
· 1. The first skill I will begin with is time management. 
· Our Ability to manage our time affectively whilst we study by dedicating periods of time daily to designated tasks that are related to study.
· Being organised and prioritizing what is most important- for example, deadlines or essays that need to be done.

‘’QUOTE’’- ‘by failing to prepare you are preparing to fail’’ (ben-frank nd)
· Everything we do in a way, is planned, (Talk about journeys and planning it requires.)_
· Future employees can contact university lectures for a reference if needed. Lecturer can state how well student has done. 
For example, demonstrating good time management skills can give the employer perspective on how well you are able to manage tasks in the workplace. This is an advantage.
· Also, working in stress free environments- being well managed and organized equals less stress! 
· [bookmark: _GoBack]Time management in a youth and community setting – Helps us to set goals that help us develop as youth worker. Being a youth worker, we never stop learning! So, its important that we start off as good youth workers and remain that way by striving to better ourselves.
· Youth work environments can be demanding due to the nature of the work- keeping to schedules where we use time to get tasks done means we do not become stressed out. - work environment peaceful- get on together. 
· Manging reports activities – especially teamwork. 

‘TEAMWORK
· Teamwork is a collaboration where you work together as a group or part of a group.
· Where we support one another within a group to communicate effectively ,building up relationships of trust whilst feeling motivated and inspiring others as well as being inspired in order to get the job/ task done.
For employability the ability to function well as a group is important- conflict can arise and can disrupt workflow and destroy relationships in the workplace. 
· Sharing perspectives and ideas as a team allows creativity and productivity to flow! As well as problem solving together as a unit.
· Teamwork skills are important in a youth and community setting as demonstrating we can work effectively with others allows us to get things done quickly and smoothly- apply group work strategies.
· Understanding how groups function- we learned about TUCKMAN (1965) Norming, storming etc....
· Applying this knowledge to young people we are managing. Helpful where you may have young people- volatile nature, helping them to understand what can happen as a group to avoid tempers flaring up! 
· It is communicating with them about what could happen in teamwork 

COMMUNICATION SKILLS 
The most important of the three skills I have chosen- vital skill to have.
· Easy to send a message, how the message is received to others (Shannon weaver model) noise in background etc
· Small percentage of communication is spoken! The rest is dependent on body language and eye contact
· For employability and in the workplace, Communication is a life skill- needed to function through life
· It is also a soft skill and employers' value soft skills- soft skills are what youth workers help young people to develop whilst looking for work! 
· Communication is also essential in developing relationships especially in the workplace
· Flow of communication easier to get work done
· Effectively communicating to pass on transferal of information.
· Crucial in a youth work setting that we can actively listen for Safeguarding disclosures, and nature of work.
· Relationships built on trust, young person disclosing- able to report information to other agencies (pass it on) timely and effectively! It s our job
· Failure to have communication skills can result  in failure to report important information0 jeopardising young persons safety, missing window for opportunity.
· 

TO SUMMARISE
· Looked at importance of how all these skills are beneficial for employability, in the workplace as well as in a youth work setting.
· How these three skills interlink-
For example...
To communicate effectively as a professional youth worker, we need to develop time management skills in order to prioritize tasks and meet deadlines to work ell as part of a youth and community team.

ACTION POINTS
· Essay writing skills and referencing- Proofreading before submitting, lecturer support and academic study skills sessions, reading stella Cottrell books, and reading aloud.
· Critiquing articles and reflective essays Stella Cottrell books, reading aloud, lecturer support and attending study skills.
· Time management- stop over studying! Make time for family and stop being stressed. I over study- not healthy. Devise a manageable and realistic plan that is balanced to be able to study effectively.
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