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Introduction. 
By the end of today’s presentation, you will have a full understanding of what I think are the top three study skills that benefits the workplace.
· Finding information from a range of different sources. 
· Making notes.
· Organisation skills.

I have also included some action points to transfer these lessons to the workplace.
Being able to access information from a range of different sources. 

Accessing information can be from a book, journal, a trusted internet site, your supervisor, young people and other trusted sources.

Cottrell (2019) explains that “You can tag pages that you want to use again, using keywords relevant to your assignment. This enables you to retrieve relevant pieces of information easily from within sources that you have bookmarked.”

I believe that this will also benefit yourself and the workplace as you can access information that you will need for the young people you support.

Being able to access information from different sources in a workplace means you can make sure you get the most up to date and accurate information before you relay or have to sign-post.

Accessing information from different sources widens your knowledge and understanding on other people’s opinions and beliefs. It makes working with young people a lot easier as you are open to talking about their opinions and they know they are not being judged as you have a level of understanding. 

Something I know I will be spending some time researching will be about all the different gender identities. Since working in the Youth club I’ve started to become more aware of how diverse gender identities can be. I would like to widen my knowledge so that I am able to understand the young people that I support daily and in the future. 


Making notes.

According to Cottrell (2019) “Making notes can have a significant effect on your ability to find, recall and apply information in a practical context, such as in exams, the workplace, the lab and studios.”

Notes should be.
· Clear/ easy to understand. 
· Accurate.
· Timely.
· Kept securely if confidential. (GDPR)
· Brief however contain enough information.


The ability to make clear and relevant notes will help future employability, as you can note down any information you feel relevant and research to better your knowledge or be able to access information to help education others.

Taking notes will help you keep on top of the young people you are supporting; you will be able to go back on your notes to remind yourself of anything they have asked you to find out or do before you meet with them again.
 
Taking notes is also a good way of keeping track of the places you have accessed information, to be able to send another person to the right place or to be able to get back to the right place for you to keep researching and help you with referencing.

Action point for myself.
Taking accurate notes of the work I am doing with young people, can help me plan how to work with the Young person to meet their needs and possibly come back to issues in the future.



Organisation skills

Note taking is an easy way to keep yourself and your work organised. Some more top tips are….
· Keep your diary as clutter free as possible so you can read your writing clearly.
·  Use a wall calendar to keep on top of your meetings/deadlines.
·  Keep all your work in relevant folders that you know where they are to access easily.
·  Use colour coded folders to keep on track of your work. 

Having good organisation skills shows your employer you can work independently, keep up to date records and keep on track of the work and the young people you are supporting. 

It will also show the young people you support that you are focused on them and supporting them without forgetting something they tell you or losing the note you write it on.
Good organisation skills will make your work and home life less stressful; your records and work will be up to date and on time so you can focus more time on the job itself.

 Action point for myself.
With me being out of education so long, I am working hard now to organise my studying, work life and my home life. One method that can help me do this is keeping an action/ priority list, in order to target my time and resources to the most important tasks first and manage my time effectively  

Conclusion.

Today we have covered why I think 
· Accessing information from a range of different sources,
· Making notes,
· Organisation skills
Are important skills to have in the work place, especially when working with young people.

Thank you for your time.
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