Steven Moore		Unit 1
Essential Skills for Study and Employment
Introduction  
This is a summary of some of the essential skills required for successful study and employment.
Communication
[image: Five Ways to Improve Communication in Virtual Teams]Communication is an essential skill which is required for all the skills in in this summary. Communication can be broken down into two important parts. Listening and speaking. It is important to listen and fully understand what someone is saying. It is also important to speak clearly and concisely so that they may do the same. Adapted from CARNEVALE, A. P. [1]. 
Teamwork
Wels [2] Notes that teamwork consists of contributing to a productive workplace, defining team roles and identifying the strengths / weaknesses of team members. It also requires an open mind to new and opposing ideas. [3]

Problem Solving
Wels [2] Problem solving is all about applying your self to a problem. This allows you to come up with innovative solutions and it also allows you to develop practical skills.
Independence
[image: Importance of information technology in modern work places]Independence is about working independently and taking charge of your own work. It can also include personal management such as personal goals, planning and timing.[4]

Technology
More and more organisations are becoming reliant on technology, so it is important to at least have some basic IT skills or be willing to learn new ones. 
Learning
Learning requires you to be open to new ideas and building upon old ones. It is important to use multiple mediums to learn such as independent learning or with online medias. Having a positive attitude and enthusiasm is also very important.
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