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	Introduction
Time management. Group Work, Communication 
These are three important study skills for future employment
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	2, 3 & 4
	Time Management
· More organised you be the more likely to be successful (Cottrell, 2019, p, 123).
· IMPORTANT and reflects positively on ourselves and others (Olejiniczak, 2013, p, 114).
· Planning and organising activities/events
· Set goals (Kumar, 2011, p, 114).
· Multitasking.
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	4, 5 & 6
	Time Management and Youth Work
· Essential when you’re a youth worker.
· We are role models and are responsible in educating young people (Sapin, 2013, p, 80).
· Prevents stress and allows you to put your all into placement and work.
· Youth workers need to plan club sessions and activities as part of effective time management (Batsleer. Davies, 2010, p, 50).
· ROLE MODELS – CONDUCT OURSELVES.
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	7, 8 & 9
	Group Work
· Group works occurs throughout our lives.
· Learning process (Douglas, 2004, p, 124).
· Opportunities interact with new people and share information (Palmer, 2017, p, 1).
· Partnership working.
· Share your concerns and find solutions (Harding, 2013, p, 9).
· Work off other strengths and grow.
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	10, 11 & 12
	Group Work and Youth Work
· Group work is a way to engage with young people.
· Group work skills can be linked with informal education (Westergaard, 2009, p, 6).
· Group work can help young people understand things, such as adolescence development.
· Partnership is important in youth work. School, parents, authority. 
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	13, 14 & 15
	Communication
· Essential for future employment.
· 3 processes. Thought, delivery and receiving. If this is done your achieve effect communication (Angelo, 2014).
· Language barrier.
· Allows you to handle interpersonal relations (Bhatnagar, 2012, p, 6).
· Understand communication process, usually comes to us naturally, Way we structure our communication (Bhtnagar, 2012, p, 84).
· Good first impressions. Use communication everywhere (Arredondo, 2000, p, 2).
· Most important soft skill.
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	16, 17 & 18
	Communication and Youth Work
· Important. Adapting to situations to make young people more comfortable.
· Active/ careful listening to be able to read spoken/ unspoken communication. Unspoken can tell you more (Petrie, 2011, p, 41).
· Professional boundaries (Lefevre, 2010, p, 9).
· Adapting to situations and knowing how to respond is important. Especially when faced with difficult situations. 
· Communication can empower young people and help them find their voice.
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	20
	· Plan ahead.
· To do lists.
· Organised files.
· Start sooner than later.

· Organised diary of events.
· Prioritise what’s important.
· Set myself goals.

· Diary allows me to not miss important events/ meetings.
· Prioritising means the most important things aren’t forgotten.
· Goals allows me to better myself and move upwards.
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	· Enjoy working with others.
· Understand importance.
· Effective participation.

· Confident talking to new people.
· Work with new people – learn more.
· Take on more (push myself).

· Talking to new people builds relationships/ partnerships.
· Working with others allows me to learn of their experiences.
· Pushing myself can open up opportunities and allows me to learn 
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	· Well-spoken/ avoid slang.
· Good listener.
· Analyse body language.
· Adapt to situations/ people.

· Stay calm + collective (no emotion).
· Confidence/ public speaking.
· Sharing my views.

· Allows me to stay calm and professional.
· Getting over my fear of public speaking. Will make me a better person.
· Allows me to express mine and young people’s views.
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	Conclusion
· Time management.
· Group Work.
· Communication.
· Action Plan
· IMPORTANT SOFT SILLS FOR FUTURE EMPLOYEMENT
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