Academic and Employability skills BMSK4001

ACADAMIC AND EMPLOYBILITY SKILLS BMSK4001








 Academic and Employability           
                   skills













    Name : Kolpana Begum
    Student number : 1808707
    Module number : BMSK4001
    Module title : Academic and Employability  skills
    Lecturer : Anita Nan
    Submission date: 3rd January 2019










                            Table of contents 

                  Cover page………………………………………….0
                  Table of contents …………………………………...1
                  Introduction……………………………………...….2
                  Team working skills ..………………..…………......3
                  Communication skills…………………………….…4
                  Planning and organising skills……………………....5
                  Conclusions ………………………………………....6
                  Reference…………………………………………….7





































Introduction

This report is to provide an analysis of relevant employability skills that I have or need to improve in the future to gain credibility in search of employment.
The skills which will be analysed are Team working, communication and planning and organising skills.
Employability skills are very important and is required in the workplace, not only to gain employability but to also advance inside the  organisation. Nowadays employers are giving careful consideration to the employability abilities from the employees. The employer is looking to recruit talented people.


Team working 

Team working is defined as a way toward working together with a group of people to complete a task. Teamwork means  that a person will attempt to work together, using their own skills and give good feedback regardless of any personal conflicts in between colleagues.
Teamwork is a helpful procedure that enables normal individuals to accomplish amazing results. (Moga,2017)

Teams in general make choices which are superior to those of an individual working alone. The facts demonstrate that occasionally for different reasons the interesting, bright thoughts of one individual might be smothered by a traditionalist dominant part, as we will see. In any case, gatherings ought to have the capacity to settle on better choices for four reasons: more accessible data; increasingly and better suggestions more bold choices and higher efficiency (Stanton ,2009)

Working in a team can be to a great degree enjoyment if you have a good relationship with your colleagues. 
Every one of those in the group see each other practically encourage one another and support each other as the task progress they set their inner selves aside for the benefit of the group 
(Morgan,2017)

It is good idea to have team working skills on the grounds that the system of work ends up being increasingly beneficial, for example if there is an issue looked on the way there are more people to help clarify this issue. Having more associates, it empowers you to finish the work speedier with shared commitment. 
Engaging participation in the workplace will empower your association to go up against additional work, and along these lines create extra accomplishment without contracting more people. (AIB BLOG,2014)












Teamwork  is necessary  in every workplace especially childcare setting for the wellbeing of the youngsters. For instance, on a play area, a few classes might have break. A staff may be involved playing games with a portion of her children. Another staff may see a kid is leaving through an opened door or is hitting another child. 
Teamwork is vital in the classroom due to food allergies. The staff needs to tell the other colleagues about them. . 
Teamwork is likewise essential since children must be taken to the bathroom Each colleague needs to tell the others that she is taking the children. (Bowman,2017)

It is also good to have Team work in the healthcare service for various reasons. To begin with, clinical care is  progressively increasing driving medical staffs to work more in teams. Maturing of the human population, the expansion of endless illness like blood pressure, tumour, and coronary heart problems left no choices for the medical staffs to take up an integrative path to the medical services. In addition, analysts have discovered that team work reduces the amount of accidents by the medical staff and expands patient’s safety. No longer one person is responsible of the patient's healthcare alone now, a team of medical specialists work together to facilitate a patient's well-beings. 
since teamwork  is focused on strong conversation, patients and their families feel more comfortable and say they acknowledge medications and feel progressively happy with their treatment. Medical staff are likewise observed to be increasingly happy with their work. (HRH)

This is what happens if you don’t have team working skills
On the off chance that one doesn't have great group team working skills, Strong cooperation is basic for successful groups. In the event that a group team leader is hesitant or neglects to direction whatever remains of the colleagues, the whole group endures. Poor team work can prompt troubles , circumstance in which specialists transparently contradict figures, for example, supervisors and and managers. Group pioneers are the paste that hold groups together; frail cooperation cause groups to go to pieces. (Hamel,2018) 
Additionally, poor collaboration and correspondence could greatly affect patients which can result in death.


I have this skill because in my job team work is very important and in many community services that I am involved in.
This is the way I have developed it my experience as an early year’s assistant I have gained team working skills by regularly working closely with my working team by having regular meetings. I gave my absolute best when I felt valued, that my commitment made a difference and that as a group we were moving in the direction of shared objectives, met consistently to audit our work and to give each other criticism. It was in these groups that we had the capacity to make time to consider what we were doing, to examine quality and children’s' security issues(Bowman,1988)
I am also the chairperson for my local community garden this also helped me develop my teamworking skill. Being the chairperson of the group has taught me to work in a team effectively and learned how  to use the strength of each member of the group. For example, I would arrange gardening workshop together encourage members to work in a team I will regularly arrange outings to build teamwork.






Communication 

Communication is one of the essential skills in life and workplace it is important to have this skill. It will be explained below why it is good to have and what happens if you don’t have this skill.
Understanding the communication process in the workplace in the healthcare  sector one must have  effective communication  skills ,it is an important skill that all staff must develop, if they are to perform their role effectively and appropriately. Team members require good communication skills, which range from listening and negotiation, to goal setting and targets, being able to utilise these skills in a variety of situations. 

Communication is the considerations that results in like manner cognizance between no less than two people. The technique requires no short of what one sender, one gatherer, and a message that is transmitted inside a correspondence medium(Maund,2017)

It is good to have communication skills at workplace 
Because You will have the capacity to express your focuses plainly, collaborate with your colleagues and associates well, and speak with your patients  or colleagues all the more adequately. 
In addition to the fact that this improves your general productivity at work, it implies that there will be less space for false impressions and your association with everybody engaged with your workplace life will be better. (Activia,2018)

As a specialist in the early years care calling it is fundamental to have great communication skills and can comprehend the difficulties that others need to look so as to impart successfully. In the event that you don't have great open relational abilities between colleagues at working environment numerous issues can emerge some of them are working in the Early years or medicinal services . Communication impacts connections from various perspectives in the work setting. For instance, with associates, the colleagues
or manager . In the event that you are not imparting appropriately, your connections in work environment will endure. At the point when there is miscommunication, or no communication connections will begin to break apart. Individuals end up disappointed when they don't find the solutions they require from you or need to endeavour to find a solution by any means.

Medical  staff should work together effectively in teams to provide the best possible patient care. However, professional teams often fail to perform putting patients’ life in great danger.
For instance , an actually experienced nurse may analyse a patient's sepsis, however guaranteeing the case is raised in great time additionally requires the non-specialised abilities of communication .
Unexpectedly, in medicinal services settings, messages that are unquestionably critical are passed between colleagues or among staff and patients or their relatives without checks. The recipient may gesture or say "alright", and the sender may accept the message has been successfully transmitted, however this may not be the situation, which can prompt blunders and patient damage. Watching that the messages we send or get are comprehended is indispensable. (Robson, 2016)


I have this skill because I am able to fluently communicate with people who’s first language is not English. I am able to speak fluent Bengali Urdu and Hindi. Working as a Bilingual Assistant in a number of schools and the Early years setting in Tower Hamlets since January 1997, I gained experience liaising with parents, teachers, support staff and Heads of Department. I am successful in building strong relationships with pupils, parents and colleagues in order to effectively meet pupilsʼ needs. I would translate for parents/carers on parents’ evenings. It gives me great pleasure in doing this I have previously worked with a Chinese child who spoke no English I always used clear words the child understood instructions for example child was running in the classroom, so I said “stop” and used my hands to show her to stop the child clearly understood me and stopped. So sometimes body languages are also effective as well as verbal communication.                                                   I am also an estate board member for my estate and good communication is a must.  I would regularly meet with my neighbours to identify any issues going on in  the estate before the meeting take place, so I can raise it in the meetings. Working regularly with people has given me confidence in my communication and I can proudly say I posses this skill.                                                                        

Planning and organising skill
Planning and organising skills are probably the most essential and transferable job skills a worker can acquire. They incorporate a lot of capacities that helps an individual to design, organize, and accomplish his or her objectives. The ability  to keep work sorted out enables workers  to concentrate on various activities without getting muddled or lost, thereby  expanding profitability and productivity in the working environment. Employers  search for employees  who cannot just keep their work and their work area organised, yet for the individuals who can likewise modify rapidly to the structure of an organization. (Doyle,2018)
Planning and organising are essential skills for various jobs and places. Planning  and Organising are the necessary skills  that are a piece of  capability to design gathering of essential administration skills. Planning and organising are the capacity to consider, create and actualise ideas with motivation behind achieving short and long-haul objectives.       (Biz-development 2009)
It is good to have planning and organising skills it will empower you to concentrate on what needs to be accomplish,  at workplace and in your personal life. This will enable you to settle on better choices as you visualize where you are and need to go also you will have the capacity to be more productive in your workplace. (Edmondson,2015)
This is what happens if you don’t have planning and organising skills at workplace. Lack of planning and organising in the maternity ward can prompt to tragedies for moms and babies even leading to death. Here are some of the examples that could go wrong in the healthcare. Delays in managing patients who had endured haemorrhages and other difficulties, babies left harmed subsequent to being denied of oxygen during birth. Babies not screened for contaminations, leaving them in danger of meningitis, blood harming and pneumonia, pulses inaccurately estimated or recorded. Delays in crisis Caesareans, making distresses the baby. Maternity specialists asking for assistance from doctors too late.     Patients being advised to remain at home or sent home from maternity units regardless of serious issues.(Triggle,2017)
I have planning and organising skills to some degree however I have to improve it more with the goal for me to be more effective at my work environment and individual life.  Because of the absence of planning and organising sometimes I battle to complete things on time and that has had an awful effect on my life. In my workplace arranging and getting sorted out is an absolute necessity without it I will struggle. Being able to plan and organise is something we as a human have. in reality, a large portion of us utilise these abilities regularly. Having the capacity to join study, occupation and family duties expects you to design and compose yourself. 



Conclusion 
To sum it up, it tends to be said that employability skills are fundamental to create, supporting an occupation just based on the team working skills, Communication skills and planning and organising skills are a portion of the key components of relational abilities which a representative is relied upon to have. these skills referenced above are basic to have, as they help in better execution and enhance the general efficiency also.Instances of NHS, and my activity in the early years I can presume that these capacities examined above are basics to have, as they help in better execution and upgrade the general proficiency too.
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