Slide 1 - Hello, my name is Courtney Rumsey, and today I will be talking about study skills for employability.
Slide 2 - As students, we apply numerous study skills in university, such as managing ourselves for study, people, and task management skills. Cottrell(2010,p.g 13 ) states that having these skills can “ support you to develop skills, qualities, and attitudes that will help you to find an excellent job as a graduate. “  In this presentation, I have chosen to focus on 3 of these study skills: reading strategies, proofreading strategies, and referencing skills.
Slide 3- Why is reading important for the workplace? 
So you are up to date with policies and procedures. - It is essential to read in the workplace so you are up to date with protocols 
Guidelines 
Reading reports 
You would not be able to follow written instructions. 
Understanding your contract 
Keeping up with the latest information 
Reading to be able to do courses and training – so your training and practice are current. 
Having good reading and writing skills will help with keeping records.
Skimming and scanning – It is essential in the workplace so you can find the relevant information and be able to find the documents related to what you have just read.
Reading Selectively – This is important in the workplace, so you are reading what is relevant to your learning and then applying this in the workplace.
Most Relevant information
Predicting what I am looking for 
Read interactively – with purpose 
Make notes – Look at what you learned or a concept you are struggling with.
Speed of reading –
Slide 4 - Reading interactively – Helps develop our knowledge and understanding of what is expected in placement. For example, reading policies and procedures so that I am up to date with the guidelines and protocols of Safeguarding practice is essential, so applying and following the correct guidelines is vital in a youth work setting.  
Relevant Information – This benefits our learning by giving the correct information and not misleading the youth on an informed topic. For example, in a youth work setting, if a young person comes up to you with a safeguarding matter and you are not up to date with your training and give them the wrong information, this could be poor practice and irrelevant or correct information.
How Reliable is your reading source – Ensure you are up to date with guidelines and responding to emails. Develop your reading through further reading if you are unsure about the topic and want to advance your knowledge and understanding.
Slide 5 -I need to improve my reading strategies by focusing on relevant information. I can help develop my knowledge and understanding during youth work and social education and apply this to placement and assignments.
I read for a purpose, so I am keeping on top of reading and being able to form opinions and reflect on what I have just read.
I need to improve on ensuring that I am checking that sources are reliable rather than just selecting information that could not be reliable.
I can highlight what I have read and how this is relevant to practice.
Slide 6 - Proofreading –is defined as checking your work for any mistakes such as spelling, punctuation, and grammar, sometimes known as SPAG. It is essential to proofread documents to ensure that you are happy with the final draft and correct any mistakes so that it meets the professional standards required. 
Cottrell (2010, pg., 302) States, “When proofreading for grammar, punctuation, and spelling, it can help to work backward through your writing. (word by word for spelling) to avoid drifting into skim-reading “.  For example, if you are writing a report in your workplace, you need to proofread it to make sure it makes sense and correctly uses your spelling and punctuation.  
Reading it out loud – Is essential in the workplace because it helps you understand the information and process the evidence differently and develops your cognitive skills.  For example, if you are reading something out and it makes sense in your head but doesn’t make sense when reading out loud, you can ask your colleagues or workplace for feedback, or if you are struggling with the concept, you can ask them for help.
Organizational and Structure skills – These are important in the workplace, so you are ensuring everything is organized and not underprepared. For example, if you are planning a session and know that you need to get resources and plan what you are doing in a setting so that you are organized and prepared to change the activity, you are equipped. 
Slide 7 - Proofreading is essential in youth work settings to ensure that all documents look professional. Another vital reason for proofreading is to ensure that all documentation is accurate. For example, to avoid misleading information and ensure it is presented professionally so everyone can understand. 
 For the General Data Protection Regulation (GDPR) – It is essential to make sure that you are recording and collecting personal information carefully, accurately, and in confidence. Therefore, proofreading applies here to ensure that everything is up to date and legal and that there are no mistakes, as if you do not do this, you would be breaking the law. For example, spelling someone’s name wrong or recording the date of birth wrongly can hinder systems from working effectively.
 
Proofreading in the workplace helps us maintain the professional standards expected of us as youth workers. For example, if you neglect proofreading, you are more likely to miss mistakes, which can negatively impact staff and young people in the youth work setting.
Slide 8 - I need to improve on making sure that I am reading it out loud to see if it makes sense and, if it does not, being able to correct those mistakes.
Improve my spelling, punctuation, and grammar so I apply and use them correctly in assignments.
Making sure that I am organized and prepared.
The strengths of proofreading are that I make sure that I proofread, and getting someone else to read it ensures that there are no mistakes and that I am correcting them.
The Areas I can improve are being confident to read my work over and correcting any mistakes independently.

Slide 9 - Referencing is defined as (Pears and Shield, 2019, pg. 1). Pears and Shield state that “ referencing is the process of acknowledging other people’s work when you have used it in your assignment or research.” For example, if you are writing a report backing up your argument. 
Referencing links your evidence to what you write.
Plagiarism is defined as taking other people’s work or ideas and passing them off as your own. 
Cottrell (2010, pg. 177) Defines Plagiarism as “ the use of work of others without acknowledgment of your source of information or inspiration.”
For example, to avoid plagiarism, make sure that you are organised plan your work carefully and keep clear records of all sources of information, and refer back to the other slide to ensure you proofread to avoid plagiarism.
Additionally acknowledging other people’s ideas ensures you are still upholding professional standards.
Slide 10 - When writing reports in a youth work setting, you must acknowledge where you have used other people’s ideas and contributions by referencing them. For example, when using activity plans, mention who developed them.
Policies and Procedures - Help ensure that we are up to date with rules and regulations and know who has made them. For example, if we are looking at safeguarding policy and conducting our own research making sure that we read the relevant information and reference it appropriately. 
Training and courses – making sure that the material provided in training is peer-reviewed, properly referenced, and high quality so we know we are receiving reliable information. For example, in placement, it would be important to receive safeguarding training from someone who is qualified so that the information and materials we access are properly referenced from reliable sources.
Slide 11 - The Strengths of Referencing for me are that I have done an open university degree course and have had some referencing experience. I am confident with referencing.
The areas I could Improve on are practice referencing is getting use to the Harvard referencing and checking that I am referencing correctly.
Slide 12 - List The skills I have chosen reading, proofreading, and referencing.
The Three study skills I picked are reading, proofreading, and referencing. You will use These vital study skills in placement and future employability.
Reading is essential in placement and future employability as you will be expected to read your policies and procedures to help develop your knowledge and understanding. 
Proofreading is vital in placement and future employability, as you will be expected to read your reports and GDPR and correct and make sure there are no mistakes, as in GDPR, you will be breaking the law.
Referencing is  Crucial in placement and employability as you are expected to acknowledge others’ ideas and back up your point and argument
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