1.Time Management skill
2.Note Taking
3.Written Communication skill
4.Finding information / Research skill
5.Critical thinking skill
6.Presentation skill
7.Digital skill
8.


Time management” is the process of organizing and planning how to divide your time between specific activities. Good time management enables you to work smarter – not harder – so that you get more done in less time, even when time is tight and pressures are high. ... The answer lies in good time management

Team working skill
Planning and organisation
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 IMPROVE TIME MANAGEMENT

1. ALIGN YOUR FOCUS
2. USE CHUNKING
3. DETERMINE YOUR PRIORITIES
4. SET SMART GOALS
5. LEARN TO SAY NO
6. MINIMIZE DISTRACTIONS
7. CUT BACK ON INSTANT ANSWERS
8. HOLD YOURSELF ACCOUNTABLE
9. USE THE 20-MINUTE RULE
10. OUTSOURCE
11. TAKE A BREAK



 
Note Taking

Note-taking is, simply, a way of concisely recording important information so that you can recall it later. Regardless of how good you think your memory is - you will need to take notes in certain situations to remind yourself what was said.

Why is note-taking important
It keeps you awake. Note taking forces you to pay attention and helps you focus in class (or while reading a textbook). It helps you learn. Studies on learning have shown that actively engaging with the topic by listening and then summarizing what you hear helps you understand and remember the information later.
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WRITTEN COMMUNICATION SKILL
Written communication skills are the skills you use to convey messages in writing. ... These skills allow you to write lengthy or complex messages that all recipients can read and understand. You'll need written communication skills for both internal and external communication 
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Why is effective written communication important in the workplace?

Clear messages help build trust and integrity between the writer and the reader. Well-written communication helps define goals, identify problems and arrive at solutions. This is important in every aspect of business. Executives must clearly write memos so that staff understands the 



Finding information / Research skill

What does researching skills mean?
Research skills refer to the ability to search for, locate, extract, organise, evaluate and use or present information that is relevant to a particular topic. ... It involves intensive search, investigation, and critical analysis, usually in response to a specific research question or hypothesis.
   
Why is researching an important skill?
Research Skills enable people to identify a problem, collect informational resources that can help address the problem, evaluate these resources for quality and relevance and come up with an effective solution to the problem.

How to put research on your resume
1. Review the job description. Start by reviewing the job description closely and identifying whether the employer is looking for specific types of research skills. ... 
2. Add research to the experience section. ... 
3. Quantify your accomplishments. ... 
4. Add research to the skills section.

hat are the five sources of information?
In this section you will learn about the following types of information sources:
· Books.
· Encyclopedias.
· Magazines.
· Databases.
· Newspapers.
· Library Catalog.
· Internet.
Critical thinking skills

Critical thinking is about using your ability to reason. It's about being active in your learning and questioning ideas, arguments and findings. In an academic argument ideas are organised into a line of reasoning. ... Being able to understand and create structured, reasoned arguments is central to critical thinking
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Analysis- Analysis. Part of critical thinking is the ability to carefully examine something, whether it is a problem, a set of data, or a text. People with analytical skills can examine information, understand what it means, and properly explain to others the implications of that information.

Communication- Critical thinking enables them to think beyond the barriers of their own biases. Critical thinking builds confidence in communication. It is far easier to communicate when you are prepared with facts, arguments, perspectives and possible solutions. ... 




Creativity- Some of the best examples of creative thinking skills may include: lateral-thinking, visual reading, out-of-the-box thinking, copywriting, artistic creativity, problem-solving, analytical mind, and divergent thinking.

Problem solving- Problem solving and critical thinking refers to the ability to use knowledge, facts, and data to effectively solve problems. This doesn't mean you need to have an immediate answer, it means you have to be able to think on your feet, assess problems and find solutions.

Open midedness- If one is a critical thinker, one has the critical spirit—which includes a willingness and ability to reconsider one's beliefs in the light of new reasons and evidence—and so is open-minded. So being a critical thinker is sufficient for being open- minded.



Presentation skill

Presentation skills can be defined as a set of abilities that enable an individual to: interact with the audience; transmit the messages with clarity; engage the audience in the presentation; and interpret and understand the mindsets of the listeners.
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10 WAYS TO IMPROVE YOUR PRESENTATION SKILLS
1. Set your goals
2. Show some passion

3. Use personal stories

4. Add some humour

5. Include take-home points
6. Ask questions
7. Be prepared
8. Practise - then practise again
9. Visualise your success
10. Don't talk on an empty stomach



Digital skill
Digital skills are the skills you need to study and work in our fast-evolving digital world. ... The types of skills and capabilities you need include: learning how to use and adapt the right digital devices, applications, software and systems. finding, reviewing, organising and sharing information effectively.
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Are digital skills important?
Training your team on digital skills can increase revenue. Businesses can build stronger customer relationships because they have strong digital skills. Having a team with strong digital skills can give you a competitive edge. Digital ways can provide new strategies and approaches to working.



Team working skill
Teamwork skills consist of interrelated abilities that let you work effectively in an organized group. Teamwork skills are vital to employers, as teams are a basic organizational unit within many companies. Teamwork happens when people cooperate and use their individual skills to achieve common goals.
[image: ] Some examples of teamwork communication in the workplace include:
· Informing: You may have to relay information clearly to your team to productively and correctly complete projects.
· Instructing: Working in a group requires showing others how to do things or expressing alternative ways to complete tasks.
· Listen to others and take their ideas on board. Play an active part in creating a positive energy and atmosphere during the project. Support any fellow students who need extra support, and take instruction well from team leaders. Take responsibility for your tasks in a project.
· 



Planning and organisation
The ability to identify and set objectives, manage and prioritise your workload and other resources. Monitor performance against objectives, anticipating and putting steps in place to mitigate potential issues/ problems.
Planning and organising skills help you manage time, tools and resources to reach a goal. They help you work out what you need to do to achieve your aims. Planning is vital at all levels in the workplace. You'll need to plan your own tasks and time.
Planning fundamental skill set:
· Critical thinking and attention to detail.
· Negotiation.
· Project management.
· Attention to detail.
· Assertiveness.
· Communication.
· Leadership.
· Teamwork and collaboration.
· Organizing and planning help you get your work done accurately, avoiding costly mistakes. Organizing your work and planning ahead helps you be more efficient and productive. Being well-organized and developing effective plans also allows you to achieve important goals and objectives.



The Process of Reflective Feedback Conversations
1. Invite self-assessment.
2. Provide actionable guidance.
3. Describe relevant, observable behaviors to include constructive compliments and constructive correction.
4. Developing a personal development plan (PDP)
5. Personal development
6. happens throughout your
7. life. At work, it starts with
8. agreeing your aims and
9. objectives and thinking about your strengths and development needs. You then set goals so that you can meet your objectives and make the most of your talent.
10. A personal development plan (PDP) is an action plan that helps you get organised, identifies learning and development needs to help you do your job better or help in your career, and then tracks progress.
11. For those new to health and social care, the Care Certificate is the beginning of your learning and will usually form part of your induction. All good employers will want to develop their workers further over time. A development plan to achieve this might be agreed during your induction period or during a review at a later point.
12. As a first step, you will agree with your employer how you are going to complete the Care Certificate, including how long it (and any other induction training) will take. Then, as you continue to work in health and social care, it will be important that you develop your skills and abilities. This may involve further training, specialist courses and qualifications. Your employer will know what they expect from you and will help you set targets and find the learning you need, and so will your PDP with you. The majority of PDPs cover a 12-month period, and should therefore be updated and renewed each year.
13. The most important person involved in your PDP is you; however, your manager, other
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What is =
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Teamwork: The process of working collaboratively with
a group of people in order to achieve a goal.

Teamwork is often a crucial part of a business, as it is often necessary for
colleagues to work well together, trying their best in any circumstance. Teamwork
means that people will try to cooperate, using their individual skills and providing
constructive feedback, despite any personal conflict between individuals.
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