Slide 1 Communication 

· Communication is key. In an interview, the employers are judging everything the interviewee is saying. Communication is the one thing that is highly required in a job as the employers are talking to many different people. 
· Well understood is vital, because what you are saying needs to be clear and makes sense. There needs to be a clear set of guides that you are wanting to say and ensure they come out precise and clear. 
· Listening to other people is so important as they have ideas too. If the boss only speaks and does not listen to anyone else, then the colleagues will not be eager to work with the boss. 
· Meeting needs are important as it is job satisfaction, employee recognition 

Slide 2-3 Planning and Origination
· Time everything you’re wanting to do/say. Time efficiently 
· Create a to-do-list to help organise- prioritize 
· Group work, create spider diagrams, charts etc
· Organize what is most important. What needs to come first?

Slide 4- Research
· Other companies are always competing with others. 
· Need to keep up with the latest technology, developing into new technology
· Gathering information is important as the company know who to aim towards.
· Listening and recognising customers’ needs are important as it is the customers are that are keeping the company going.
Slide 5- How to gain researching skills.
· Internet has everything you need. 10 minutes on the internet and you’ve already found out lots of information.
· Books are also helpful; the library is packed of them. They also may have more information than the internet.
· You will never know what works and what does not work if you don’t experiment. 
· [bookmark: _GoBack]Articles are also helpful as they are from someone else that may have been in the same situation as you.
