500 Word Summary 
These module units include information on a range of essential life skills that can be useful in employment and study. Unit 0 discusses the importance of time efficiency and establishing a routine. This is important in study and employment because when working with other people punctuality is key to avoiding conflicts. Digital skills are discussed in topic 2, these have become much more relevant in recent years as many companies have moved to remote working. Knowing how to use the Microsoft apps is now essential to any job role. 
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[image: 4 Workplace Habits You Shouldn't Bring Back to the Office Post-Pandemic]Topic 3 in Unit 0 talks about producing authentic work. This is an essential skill in education as plagiarism is considered a serious offence in academia, it can have serious effects on your academic journey. Unit 1 discusses critical thinking and writing skills. These are both essential in study and the workplace. Most employers are looking for people that can analyse and evaluate situations effectively and draw conclusions from their findings, it is a skill that makes them a key component to any team. This skill is essential to study, when writing academic essays and preparing debates. Topic 3 looks at the pros and cons of technology. Knowing the dangers of the internet is a necessary life skill, especially in the 20th century. Since the rapid growth of the internet in the early 2000s there has been an increase in the amount of internet scams that can access private information. In a workplace environment this can be detrimental to the company you are working for. Being aware of scams and how to avoid them can increase employability. Unit 2 is all about team building, in the workplace and in study we will encounter situations where working in a team is unavoidable. Knowing how to successfully overcome conflict and analyse your personal strengths and weaknesses ensures a strong bond with team members. Topic 3 of Unit 2 discusses effective communication, this is another skill that is highly valued in the workplace. Communicating in a professional manner to not only managers put to co-workers is highly valued and appreciated in corporate roles. Unit 3 goes in depth on the 
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development of a team. Understanding that conflict is essential and learning how to overcome it is important as it is unavoidable in life. in a time where texting is so common, we must remember that in a professional environment it is not appropriate. Using email to send formal messages to employers is acceptable. Unit 4 discusses the importance of learning to learn. This is key in any professional environment. We must accept that we don’t know everything and be open to learning new things and adapting to new surroundings. Overcoming the bad habits that effect your professional life is extremely important to employers, it shows strength and willingness to change.
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