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Introduction
This task is intended to explain the abilities what I have and I which I need to develop in the future. In this task, I explain four abilities that I am dealing with, time management, teamwork, personal skills and computer skills. These skills are very important in my workplace in health and social care. The flexibility at the workplace at health and social care and the importance.

1.1 Time management
Time management is the ability to use time effectively.
“You can't technically manage time as time is uncontrollable and continues to pass. I can't slow down or stop time, and everyone has the same amount of time. What I can do, though, is control how to use your time and time management is what helps you use your time more effectively.” (Appointment Plus on 29 August 2013)
In Health and Social Care, it is very important how you manage your time. If you arrive late, you can lose the meetings its possible someone people will not want to work with you. In health and social care jobs often involve every day lots of separate tasks, while shifts have little structure apart from elements like ward rounds, meeting and dispensing medicine. In the workplace, it's very important for care workers to be highly organised and motivated.
For better time management in the workplace is better is to keep a to-do list, writing down everything that you need. Making short notes during the night and day shifts is also helpful for social care work jobs may involve seeing several customers clients per day and getting their issues confused can waste a lot of time even if paperwork exists to clarify matters. Successful time management stem is creating a task list that prioritises all aspects of healthcare, including documentation, treating patients, documentation and general office work.
For better utilisation of time and prioritisation of activities in the workplace, one can easily provide a better quality of work. Effective time management skills in health and social care make your productive and efficient working professional. This skill is helpful in helping you finish tasks as early as possible and not compromising on the quality of work. Effective time management skills not just benefit the professional life but also helpful for your life outside the workplace. 
Being punctual in health and social care workplace your work will not only increase your effectiveness but will also helping earn a good reputation in the workplace.
“Become more successful in my career time management is the key to success. It allows you to take control of your life rather than following the flow of others. As you implement more each day, make more sound decisions, and feel more in control, people notice. Leaders in your business will come to you when they need to get the things done. And that increased exposure helps put you in line for advancement opportunities.” AppointmentPlus on October (15, 2015).
I have this skill.

1.2 Teamwork
“Teamwork in health care is essential for patient safety, efficiency in service delivery and for efficient coordination among health officers. Working together in a conducive environment with supportive colleagues brings with it a lot of benefits. Teamwork has helped achieve good levels of service delivery to patients because of various reasons: improved systems and specialisation of health officers continued existence of co-morbidities, advanced procedures of resource allocation and improvement in managerial services. However, teamwork greatly depends on tasks needed to be performed, about time and place.”  (Valentine, 2015).
Employees in Health and Social Care often working with others, to complete tasks and projects having skills and experience will make much experience. More forms of work with more than one employee involve you working as a team. Team working is a bit more complicated than just being in a group of people gettings this done. The difference between a bad and good team is how well they are working together every day.


Perhaps you are working as a team in health, and social care where thinking about the health and safety of yourself and your teammates is vital. Having good team works skills will make it a much better experience for everyone in the team, whether you are working long hours or trying to choose which shoes you buy. Good team working skills give more chances to move forward in my career, too. People can see as someone with a good and positive attitude who thinks the health and social carers goals are important. One attitude like this can help me get more opportunities, training and promotions over time. 

1.3 Groups and teams
 Some (e .g.Muchinsky, 2003) have argued that groups and teams are nearly the same things. Both consist of individuals working together to accomplish something. These individuals will likely have some differences regarding their, interests personality, demographics and perhaps abilities, but there is something that brings them together. Regarding teams and group, this probably where the similarities between teams and groups end. (Peter Morgan.p.203 .)
The team works it's very important in the workplace as it brings people together from a different country and different levels of experience and backgrounds. Someone projects which involve teamwork also serve as an opportunity for learning and professional development in the workplace.
Teamwork can fail for different reasons someone examples weak communication between team members, poor strategies, not doing the rights things at the right time in the right ways. Sometimes some people in the team it's lazy the productivity going done, and another factor for bad teamwork can be poor time.
I do not need these skills to develop.

1.4 Personal skills
“Learning a skill can sometimes take a matter of hours or sometimes take years-it depends entirely on a range of factors such as how quickly you learn, how you learn, what opportunities you have to practice that skills and the availability of any objective feedback.“(Peter Morgan 2017,p19).In health and social care, you need to develop your personal skills example, empathy, flexibility, communication skills, strong work ethic, be a team player, time management, positive mental attitude etc.
Empathy definition “the action understanding, being aware of, being sensitive to, and vicariously experiencing the feelings, thoughts, and experience of another of either the past or present without having the feelings, thoughts, and experience fully communicated in an objectively explicit manner; also; the capacity for this”. (Merriam-Webster Dictionary 2018 ).
Both compassion and empathy in healthcare job play vital roles in relations with cares and patient. When a patient arrives in a care home, need someone type of medical condition. Whether it is a severe illness or mental illness, they are experiencing many emotions. Patients have to know they are receiving the best care, and that conveyed when their care team is compassionate and empathetic. In healthcare, workplace empathy its good for resident because it builds trust which increases patient satisfaction and compliance.

1.5 Flexibility
“Flexibility in the workplace was identified as ”the opportunity of workers to make choices influencing when, where, and how long they engage in the work-related task “(Bal&De Lange,2014).In my workplace, it's very important flexibility because you can choice working different shift morning, afternoon, and night shift and sometimes the nurse call the carer for overtime. In health and social care flexible work arrangements sometimes reduce stress because employees are working flexibility are happier and more satisfied in the workplace less stress and better work-family balance.
“Work-family balance has two dimensions: work interference with family and family interference with work. Characteristics of the job and workplace can have the positive or negative effect of family life, while aspects of an employees family situation can affect the employee's performance and attitudes toward work.” (Byron,2005) .
The best thing in workplace flexibility the employees can have better work-family balance, which good benefits both the employer and the employee.

1.6 Motivated skills 
In my workplace the management looking for new employers who are passionate and positive about their jobs and motivated. These people tend to put a big effort into their work and learn from their mistakes and failures. Motivating employees in my workplace is vital because the job its hard and keep the staff moral higher need find something that can motivate the staff. The staff in my workplace keep motivated because the management finds some good solutions examples monetary rewards, building programs that support work-, to simply creating fun and relaxing workplace for employers and residents also. In my workplace what motivates the carers and employees who will be the worker of the month because they also company give a bonus.
I do not need to improve these skills.

1.7 Computer skills
To develop my computer skill, I must identify what is the main weak point in my skill.i have the basic knowledge of computer skills which on in this days is not enough, whit the development of the technology this skill is going to be one of the most important skills. I must learn the basic computer and terminology and concepts how I’able to use a different type of memory devices the computer files and how I can use the windows system. The first important step in learning to use Google to my advantage. The second big step what I have to make is to practice Microsoft Office, especially the powerpoint program I will also have to practice how to use the emails how to download and upload the file.
 I also I have the practice Excel to be able to create a different type of tables, and I have to learn how to use all kind of formula what will help create a clear budget. The other thing what is starting to be very interesting for me is the 3Dprinting. PowerPoint program it’s going to very important when I will have to make a presentation. The other big step what I have to make is to use more this searching engine called Google. For this one, I will try use do Youtube where I can see a lot of small videos about synchronising Google read my phone or tablet or my PC I already a fine couple of things did this moment I can see my phone on my PC, but I think I am still far away do use it properly
.In health and social care, workplace computer skills are a basic requirement for a different large type of jobs. In my workplace, it's a very important computer skill because periodically I need to refresh my e-learning tasks. 
The computers skill its very important in the workplace because advanced or basic knowledge of computer technology can have a lot of advantage for my career.
I need to improve my computer skills because it's very basic.
Conclusion
The conclusion in this essay is how I can my skills improve and how to use them at work. Some skills I have but some areas I need to improve for example computer skill. In this task, I learned good things about skills how to develop them, and with better skills how can I be a better employee in my workplace.
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