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[bookmark: _GoBack]Task 1 essential skills for study and employment

[bookmark: _Int_avwcCtSr][bookmark: _Int_i63ZZgp6][bookmark: _Int_Yd4YF8Oz][bookmark: _Int_pTwfA7uR]Employers are always looking for people with different skills and qualities and there are several skills I have learned at my time at UWTSD such as time management, presentations, and academic writing. These skills will always keep you on task.


[bookmark: _Int_LgmxRmMe][bookmark: _Int_CNpDAfPV]Time management is essential as it helps you become more organized with your work. Furthermore, presentations are key as they gain your confidence speaking publicly and they are safe ways of getting important messages across. Presentations come in handy with communication as having an honest communication means you will present well and will achieve a lot more.
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Figure 1

[bookmark: _Int_shHxpfZ0][bookmark: _Int_KtJR8Urw]Rampton. J January 28, 2022




[bookmark: _Int_QqPYQ2h6][bookmark: _Int_GGHnc9Aa]A few ways of managing time can be prioritising so you do the most important task first, planning so you do not need to rush your work and do specific tasks as certain times. In addition, planning would help in your day-to-day life as it sets you the right goals and makes sure you are using your resources efficiently and effectively. According to Sarah M (2010) “most time management problems are caused by students having no clear plans” she says how having no plans can cause problems in time management so having a well organised plan will mean your time will be managed thoroughly. 




[bookmark: _Int_CzHxZ0m0]Moreover, communication is as essential skill as it gains your confidence which can really help you in presentations in your work life, such as when communicating with customers and employees you will feel more engaged, and your performance will be a lot better. 

[bookmark: _Int_Z18hUQwH] Reference list:

  
  
    [1]S. Moore and S. (Sarah M. . Moore, The ultimate study skills handbook. Maidenhead, Berkshire: McGraw-Hill/Open University Press, 2010.
  
     [1]S. Cottrell, The Study Skills Handbook, Fifth edition. London: Macmillan International Higher Education/Red Globe Press, an imprint of Springer Nature Limited, 2019.

   [1]J. Owen, The leadership skills handbook : 100 essential skills you need to be a leader, Fifth edition. New York: Kogan Page Ltd, 2021.
  
[bookmark: _Int_hoHieQ2P]Figure 1: Rampton.J , (2022) How To Level Up Your Time Management Skills In 2022 – Forbes - https://www.forbes.com/sites/theyec/2022/01/28/how-to-level-up-your-time-management-skills-in-2022/?sh=3e5d4e37b4bd 
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[bookmark: _Int_r4DO6c00][bookmark: _Int_yAtHap2x][bookmark: _Int_fH1fVbAT][bookmark: _Int_kOOfH9QB][bookmark: _Int_ATPBU3eN][bookmark: _Int_PWu0dCIA][bookmark: _Int_VbtRx23G][bookmark: _Int_oZ6IHJr9][bookmark: _Int_uySnxbic][bookmark: _Int_br20cYxS][bookmark: _Int_aRPsjHWf]My similarity score was 0% and if did get a score I would have to re phrase my work and put the work in my own words, also to reduce my similarity score if it was over 22%, I would check for any plagiarism as its not allowed. Also, I did four references however I would try and do as many as I can. Furthermore, I think I could've talked more about communication as I didn’t really expand it however, I did talk a lot about teamwork and how it's essential. Also, I added a picture in the work, but I think I could've added a couple more as they make the work look more appealing.


Task 2:

https://sway.office.com/jduFZnQHAEqEL8Ye?ref=Link&loc=mysways 


  









Task 3 
Automatic referencing tool

[bookmark: _Int_D5AbeKa2][bookmark: _Int_Stm225t3][bookmark: _Int_gEsJZpaY][bookmark: _Int_ARPAq6Ng][bookmark: _Int_AVsX8Cb4]When doing my assignments, I downloaded Mendeley which is an automatic referencing tool and its useful because it stores the references I used and if I had to access them again I could and it comes useful, and at the bottom is a screen shot of the Mendeley and to add a reference in it I have to click add new on the top left.  
[image: ]
[bookmark: _Int_9u19t510]As you can see below, I have added one of my references by pressing ‘add new’ and then selected ‘add entry manually’ and then it added my reference and any more I add will come up underneath.
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[bookmark: _Int_NIycoP9W][bookmark: _Int_Dj8mKnYH][bookmark: _Int_dnnYUlxK][bookmark: _Int_Mmr4Zaby][bookmark: _Int_tgf7n7og]In the picture below I put in all the information needed for my next reference and once it's all correct, I'll go ahead to press ‘add entry’ which will add this reference with the rest.
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As you can see below my third refence has been added as I clicked ‘add entry’ and now all my references are in a safe place and are easily accessible.
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[bookmark: _Int_9nrU5SCl][bookmark: _Int_qMg9S57m][bookmark: _Int_7AEzvQkj][bookmark: _Int_CjNUW8cF][bookmark: _Int_LyzVESLJ][bookmark: _Int_CaF2GjiX][bookmark: _Int_uzT8AO3k][bookmark: _Int_jyaP3SsF][bookmark: _Int_y1knsVwb][bookmark: _Int_F1aXD6xx][bookmark: _Int_GzlIRN2u]This tool has helped me a lot (Mendeley) during my work as it kept all my references safe and I can get to them whenever I need to, and it saves me time rather than going back all the time and having to go to the library as they're all in my Mendeley.


Reference list:
[1]
[bookmark: _Int_42hHwaJ9][bookmark: _Int_kE4cG4kL][bookmark: _Int_78f1vZFN][2] Mendeley reference manager (21 Nov 2022), [online]: available at: https://www.mendeley.com/reference-management/reference-manager 
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Employers are always looking for peaple with different skills and qualities and there
are several skills | have leared at my time at UWTSD such as time management,
presentations, and academic writing. These skils will always keep you on task.

“Time management is essential as it helps you become more organized with your
work. Furthermore, presentations are key as they gain your confidence speaking
publicly and they are safe ways of getting important messages across. Presentations
come in handy with communication as having an honest communication means you
will present well and will achieve a lol more.
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Afew ways of managing time can be prioriising so you do the most important task.
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According to Sarah M (2010) “most time management problems are caused by
studenls having no clear plans” she says how having no plans can cause problems.
in tie management so having a well arganised pian will mean your time will be.
managed thoroughly.

Moreover, communication is as essential skill as it gains your confidence which can
really help you in presentations in your work lfe, such as when communicating with
customers and employees you wil feel more engaged, and your performance wil be.
alot better.
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