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· i am working on my e portfoilio to complete the four tasks 
· my first one is for skills in employment
· to create this e portfolio
· to install menedley 
· to make a poster
· listening
· teamwork
· planning
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Active Listening in the Workplace: How Important Is It?
Creating Trust When you accomplish each other's objectives, both you and your team members are satisfied.2. Efficiency Employee productivity can greatly benefit from active listening....
3. Conciliates disputes In every workplace, there will inevitably be disputes and accidents.
4. Solid Professional Relations...
It's challenging to acquire useful listening abilities. To become a better listener, one must really comprehend the dos and don'ts of listening and behave appropriately. Understanding the fundamental listening abilities—the three A's—is the first step
.Attitude An emotional condition known as attitude results from realising that we must respect what others have to say about a fact or a state. Likewise, realising that everyone can pick up something new from others even if they already hold strong opinions about a given subject. When we appreciate others, we often look past our prejudices and improve as listeners..
 Attention We need to pay close attention if we want to listen well. Yet it's simpler to say than to do. Many of us are easily distracted or have shorter attention spans. If so, you could perform certain exercises to help you maintain your focus on the speaker. It's a good idea to start with mind games or puzzles that hold your interest. Another useful method for maintaining our attention and focus is meditation.
Adjustment Changing how you listen is little more than having an open mind. should pay attention to what is being said, even if you find it hard to understand or has no relevance for you. Great executives frequently speak on their industries or just life in general. We often don't change when the topic of conversation goes in a monotonous path; instead, we daydream. We adjust to the environment and, in the end, improve as listeners when we maintain an open mind and are willing to put in the effort.
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planning
When it comes to collaborating and remaining productive, some people believe that time is everything. With the help of the effective time management tool Timing, you may schedule chores and concentrate on the most crucial tasks. It enables you to concentrate on the current task rather than the number of hours in the day. Teammates can spend less time worrying about what each other is doing or if someone else is working on a dependence for a task by creating a precise timeline for how and when they'll finish work on a project with a little forethought at the beginning of the week.Time enables you to schedule your week, but Be Focused helps everyone stay on task and reduces distractions. The software is located in the menu bar of your Mac and gives you the opportunity to rapidly set timers for tasks. Be Focused will automatically set timers so you can stay productive and on-task. It also features a basic to-list feature so you can arrange your projects throughout the day. A straightforward, effective time management and multitasking tool called Be Focused. Use Be Focused to maintain complete concentration on a project or activity throughout the week rather than letting your mind wander aimlessly throughout the day. The programme may be used on a Mac, iPhone, or iPad, and users can choose their own priorities.
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· i have downloaded the Mendeley app and installed to my laptop 
· to create an Mendeley account
· uploaded my pdf in Mendeley
· i can use Mendeley with word document
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