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Communication
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Communication is the expression or exchange of information or the exchange of ideas, thoughts, or feelings between two or more people (Communication Theory 2021). Having good communication skills at work is essential for conveying information clearly and succinctly. Communicating well involves being an active listener as well as an active speaker (The Open University 2022). The ability to communicate effectively can improve performance, eliminate unnecessary problems, and foster a stronger team. After all, a strong team promotes greater productivity, However Lack of communication at work will undoubtedly lead to unmotivated employees who will never feel confident in their abilities or their organization (Michael Page 2022). Communication skills assist me in my academics by allowing me to listen, understand, and ask more confident questions, as well as allowing me to obtain more knowledge. Through the abilities I've learned in communication skills, I'll be more efficient, productive, and able to solve problems in my future workplace.  as an example, small gestures like asking how someone is doing, smiling as they talk, or praising someone for a job well done will help me build effective connections with my co-workers and superiors (One Education 2022). 









Organisational skills 
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Organizational skills are the ability that enable you to stay focused on various activities and effectively and efficiently use your time, strength, mental capacity, and physical space in order to reach the intended goal. The ability to fulfil deadlines will demonstrate to recruiters that you have superior organisational abilities (Careers. Manchester 2022). People with organisational abilities will be able to maintain everything in order. They make it simple to manage your workload, schedule, and files. Being organised can also help them eliminate the clutter on their desk, allowing them to be more effective at work. (Lifehack 2022). Communication is crucial to being organized. In the workplace, organised communicators promote efficiency by responding swiftly to inquiries, delivering clear directions, and transmitting information with confidence (Lifehack 2022). I use organisational skills to help me organise my digital and physical areas, as well as manage, prioritise, and schedule what I need to complete. Also, Organizational skills in the workplace will help me operate more efficiently and effectively, which will boost my productivity and performance. (Virtual edge 2021).








Time Management 
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The practise of managing and planning how to split time between various tasks is known as time management. When you get it right, you'll find yourself working smarter rather than harder to get more done in less time, even when time is short, and demands are high. (The Learning Scientists 2022). Good time management skills may help you reduce stress and overload while also increasing productivity. Time management is critical since it allows you to properly plan your day, minimise stress, boost productivity, and enhance concentration. However, Exhaustion, loss of attention, lack of sleep, dissatisfaction, and poor decision-making are all symptoms of poor time management. (LUCEMI Consulting 2022). Effective time management assists me to finish more in less time in my lesson because it allows me to focus my attention and avoid spending time on distractions. When I finish my assignment on time, I don't have to revise things as much. If I'm organised, I might be able to locate some unusual spots to rework on. Also, if time is managed properly, one will not forget things or overlook vital points. (University of Portsmouth 2022).
Resilience
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Resilience is the ability to not only survive but also learn from and develop from life's hardships, allowing you to become stronger as a result of them (Boing Boing 2022). Resilience is associated with greater job satisfaction, work happiness, organizational commitment, and employee engagement. Being resilient will aid employees in coping with difficult situations, prevent them from mental illness, and improve their overall health and well-being. People require resilience because it offers them the strength to process and overcome adversity. This ensures that they continue to do a good job and provide excellent care and support at work. People who are resilient are more likely to be protected from mental illnesses like sadness and anxiety (Bonesteel, S. 2012). Also, it improves employees overall as health resilience and wellbeing in the workplace. Employees will be better equipped to handle stress, maintain a healthy work-life balance, and cope with any mental health difficulties if resilience is built in the workplace (Health Assured 2021).










Problem-solving
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 An effective problem-solving process defines a problem, determines its cause, identifies, and prioritizes alternatives, and selects a solution for implementation (CMI 2020). The key to problem-solving is getting to the root of the problem quickly and efficiently (Team Challenge Company 2020). A fundamental problem-solving talent is the ability to turn problem statements into questions. Questions are more open-ended than statements, making it simpler for us and others to come up with a variety of replies (Idealist 2022).
 The skill of solving problems is an invaluable and trusted asset in any team - these are the people who come up with new ideas, be able to think of better ways to solve problems, simplify the understanding of things for others or save time and money for the customer (Idealist 2022). 
The ability to solve problems involves a lot of creativity, rather than panicking or getting sucked into the details of the problem at hand. employees with a strong problem-solving skillset have the tools they need to overcome obstacles (Team Challenge Company 2020).








Proactive

[image: How the IT Department Can Transition from Reactive to Proactive]

 Being proactive is planning and concentrating on the things they can control rather than the things they can't. It also entails accepting accountability (Cambridge Dictionary 2022). Being proactive empowers people to take charge of their own destiny and gives them a sense of control over whatever situation they find themselves in. People who are proactive do not wait for things to happen to them; instead, they make a conscious effort to take the appropriate steps to achieve their goals (Department of Health 2014).
They are successful at business, have a wonderful personal life, manage to work out on a regular basis, and appear to be prepared for anything. People that are proactive undertake planning meetings with themselves and others, and they set precise goals for the future. They not only write them down, along with due dates, but they also arrange time in their calendars to work on them. They are assisting in the creation of their own future rather than reacting to unforeseen occurrences by doing so. Proactive employees could contact their boss and ask for feedback on their present performance. They might also tell their boss about their career goals and try to figure out what variables they need to focus on to reach those goals (The Psychologist 2010)










		Date
	Hours engaged
	Module

	29/10/2021
	3h
	Introduction to health and social care (BMHP3002)

	04/10/2021
	3h
	Study skills in care (BMHP4016)

	06/10/2021
	3h
	Introduction to health and social care (BMHP3002)

	11/10/2021
	3h
	Study skills in care (BMHP4016)

	13/10/2021
	3h
	Introduction to health and social care (BMHP3002)

	18/10/2021
	3h
	Study skills in care (BMHP4016)

	20/10/2021
	3h
	Introduction to health and social care (BMHP3002)

	25/10/2021
	3h
	Study skills in care (BMHP4016)

	27/10/2021
	3h
	Introduction to health and social care (BMHP3002)

	01/11/2021
	3h
	Study skills in care (BMHP4016)

	03/11/2021
	3h
	Introduction to health and social care (BMHP3002)

	08/11/2021
	3h
	Study skills in care (BMHP4016)

	10/11/2021
	3h
	Introduction to health and social care (BMHP3002)

	15/11/2021
	3h
	Study skills in care (BMHP4016)

	17/11/2021
	3h
	Introduction to health and social care (BMHP3002)

	22/11/2021
	3h
	Study skills in care (BMHP4016)

	24/11/2021
	3h
	Introduction to health and social care (BMHP3002)

	29/11/2021
	4h
	Employability skills and Reflection (BMHP4015)

	01/12/2021
	2h
	Effective Communication in Health and Social Care (BMHP3001)

	06/12/2021
	4h
	Employability skills and Reflection (BMHP4015)

	08/12/2021
	2h
	Effective Communication in Health and Social Care (BMHP3001)

	10/01/2022
	4h
	Employability skills and Reflection (BMHP4015)

	17/01/2022
	4h
	Employability skills and Reflection (BMHP4015)

	19/01/2022
	2h
	Effective Communication in Health and Social Care (BMHP3001)

	24/01/2022
	4h
	Employability skills and Reflection (BMHP4015)

	26/01/2022
	2h
	Effective Communication in Health and Social Care (BMHP3001)

	31/01/2022
	4h
	Employability skills and Reflection (BMHP4015)

	02/02/2022
	2h
	Effective Communication in Health and Social Care (BMHP3001)

	07/02/2022
	4h
	Employability skills and Reflection (BMHP4015)

	09/02/2022
	2h
	Effective Communication in Health and Social Care (BMHP3001)

	
	15h
	Coffee shop meeting with classmate

	
	30h
	WhatsApp group communication with classmate


                                                                                    Total time=136
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