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 Since the time of the Stone Age people needed some skills for surviving. In the beginning the skills helped them for basic things as finding place to live, food and etc. In the time the things have changed and the people have realized that the skills can make their life easier and also to classify them. The purpose of this was to benefit them by, becoming respected, rich and successful. According of that you want to work depend what skills you have to be concentrate in.
“Skill is the ability to get your goals with pre-determined results. Skills can be classified in dependence of a business. The skills can save your time and money if you find the correct way to use them.”                                                             (Unknown)
In my future I would like to get a job as general manager of a big company.  To be a General Manager is not an easy job. My first aim would be to build up my respect and ‘voice’. This would benefit me as people would respect me and listen to my orders. Listening to my orders would get the job done, easier and quicker, which could eventually save time and money for my business or personal interests. I believe that, if one employer wants to be successful in his career, he has to respect and support its employees.  There   are some fundamental things that every good manager has to do – to respect the people who work for him, to lead them and also to have enough courage to be able to fire anyone of them if it is necessary. So there are skills that I would want to get when this course finish. That will make me more decisive and will improve my judgment. To reach this aim, there are some helpful abilities which could help me to get this job – solving the problems, time managing and leadership.
 In this assignment I will talk about problem solving, time managing, leadership and negotiation. Furthermore, I will express and compare two books written by Chris Voss (“Never Split the Difference”) and William Ury & Roger Fisher (“Getting to Yes”) I will analyze my understanding through exposed of them techniques of negotiation. 
1. Problem solving - PIERS Method. 
· Problem 
· Impact 
· Example
· Research
· Solution
This method helps to identify the problem, find out the impact of it using an example and shows the sample way to solve it. I think the value of this method gives us a “clear structure” about solving the problems, once assimilated it could benefit you, into approaching your goals in future. At the moment, the skill that I would like to get is not fully understood and assimilated. This is why I am so focused and motivated into further developing this skill, as I believe that it would benefit me in future. Using this method i will upgrade my employability, by learning about and gaining new skills, and I will be able to save time and money which automatically makes me valuable employer, by increasing my income.
2. Time managing - How do I plan my time? Do I spend it like my salary? 
If you want to be successful you should know how to manage your time.  Everyone has a 24 hours per day – how people spend their time, defines if they are successful or not. If you have £20 how will you spend them? If that’s your last £20 will you spend them by the same way? What about if you have 20 minutes? What about if that’s your last 20 minutes? – Prioritising - Use your time effectively dividing your tasks by urgent /not urgent/ important/ not important (Covey, S.1998 and Eisenhower, 1958) According their ideas, the time can be easy managed by using those quadrants. Distributing your tasks in the correct quadrant will benefit you, by saving you self-pity (disappointment) and most importantly helping you, by being able to manage your time. This is really important skill that every person needs to get and use it in the correct way. It can benefit your daily tasks (better organisation), which could save you time, or in any more important role such as business manager. 
Return on Investment (ROI) – My understanding of this, based over the invested in any tasks, is allowing me to understand if the time invested would benefit me by gaining new skills or etc. By doing ROI I would be able to classify my tasks and organise my time, by using the following table.
	
	
URGENT 
	
NOT URGENT

	

IMPORTANT
	

CRISES 
	
GOALS AND PLANS

	
NOT IMPORTANT
	

INTERRUPTIONS
	

DISTRACTION


 The Eisenhower Method (1958)

 In first quadrant are the important and the urgent things as crises; In second one  - the  goals and plans, that  are important things do to but they are not emergency.;  Third – non important but urgent, there can put – interruption; The last one – distraction (Covey, S.1998 and Eisenhower, 1958). Using this method I have developed and organised my tasks in better way and time. Now I am aiming to spend most of the time in the third quadrant and meanwhile avoiding last one which is distraction. This is because, the distraction is a practice that or tasks that most often would not benefit you in any way and just waste a valuable time. So how you will spend your 20 minutes now?

3. Leadership 
Leadership is a combination of strategic planning, ability to thinking in advance, and skills of a good negotiator. The leaders are people who can take self-responsibility and to stood by their belief. They have skills as resilient, delegate, polite people and they are able to make people listen and respect them. Usually the leaders change your mind. To be a good leader, you should know how to turn a situation around and be able to talk with anybody. I think to be leader you have to be smart and often rebellious, but always to follow your ambition. That is the key point, because it doesn’t matter what skills you have, if you don’t have the ambition to follow them which as a result would eventually, lead into unsuccessful leadership. In my opinion, I have the skills of strategist because of my capability to plan and organise my life and daily tasks. Additionally to this, I think i am ambitious. This is because of the daily and constant improvement towards reaching those skills, aims and objectives. Acquiring this knowledge it is not only for someone who wants to be a leader but also for those who want to be successful in their career. Any employer will appreciate if his employees have those skills knowledge, because they will be able to lead their business or help by solving any problems. This means that the leader (supervisor, manager or owner) would be able to rely on his employees, due to their responsibility and ability of problems solving. 
4. Negotiation  
This is a method by which people eliminate the differences and misunderstandings between them. Moreover, it benefits people by making them able to reach agreements or avoiding arguments. This is helping them to reveal the exist problems and to show the correct way of solving them. Negotiation is a ‘game’ of two parts as each part participates directly by using of changing mind techniques until reach a compromise. The benefits of negotiation are possibility to solve out the problem without destroying any relations or deals.
People use negotiation skills in their life every day in many different situations, without even realizing, as an example when we asking our manager for pay racing, or when we are in shopping centre – we negotiate with the sellers about the prices, when we are not agree with our parents or when we negotiate about any misunderstandings or problems at the work place. In my opinion, this is the most difficult skills to achieve, because it gives a power to prevail on your interlocutor. As a manager this could help me to develop my communicate abilities and achieve my goals. As a result, this will makes me more confident in convince with the partners and investors to build a stable collaboration.
Moreover, in the book ‘Never Split the Difference: Negotiating As If Your Life Depended on It’ written by Chris Voss, there are examples of negotiation techniques. The significance of the question is depending on the answer that you want to get. Cross suggestion is to use more calibration questions that start with “How” and “What”.  These questions push out the other side from their comfort zone and give likelihood to reveal their interest. Also the other side participate in solving of the problem. According to most of the classic authors, the skill of negotiation could benefit you as a leader by helping you to solve problems without showing emotions. Another Useful technique that could be gained from the book is the “That’s Right!” – this does not mean that you are right, or the other side will said “Yes”, it is mean  you getting process in negotiation. (Voss, 2016) This technique is describing the ideas and objectives of the companies or people and comparing them by using the same ideas. As a result, you let the other parties to thinking that you listen them and you are interested in their perception. As a consequence, I am agreed with this book because in my opinion, the strategies that this book gives us are very useful. This is because it will help me by understanding new, adequate and efficient methods in my negotiation with my future partners
However, the other book “Getting to Yes: Negotiating Agreement without Giving In” written by (Ury., 1981), is present reaching of negotiation by different ways. This type of method is focuses the interest of the people. Furthermore, this strategy is called “Separate the people from the problem”. It is performed by dividing it into 3 stages: Focus on interests, not on positions, disentangles the negotiator from the problem, make a mutually beneficial agreement by objective criteria (analysis, planning, and discussions). According to the book before trying to use this technique both of the companies or people would have to be aware of their aims, objectives, feelings or frustrations before they try to perform this technique (analysing your partner). During a conflict, there are two sides. This means that people have to understand each other first and after this they should talk about their ‘’third side’’ (…) “call in it mediator”. (Voss, 2016) Additionally, another suggestion that we could find in this book are few helpful advices over how to turn out the situation when the other side does not want to play, it is more powerful or use dirty tricks. According him there is several tips how to improve the negotiation skills:
· If they are more powerful? -  use BATNA (best alternative to a negotiated agreement) “Hope to get the best one, but be ready to receive the second-best one” (Ury, W.,1981) – To get advantage in negotiation process find your BATNA and try to guess other’s side BATNA. This can make the other party more vulnerable and willing to say “Yes”.
· If they won’t play? – Ignoring the personal attacks, keep your ego on the side – there is no friend in negotiation; asking them questions and listening carefully what they answer – this will helps to find out more information for their positions; be kind and friendly and avoid personality arguments.
· If they use “dirty tricks” ( that could be deliberate deception, psychological warfare, position pressure and etc..) – The best way to deal with it is by using planning negotiation and try to find what objectives standard and calculations they use and make your strategy according that.
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I have described and analysis few skills about problem solving, time management, leadership and negotiation. I have learned skills which could eventually help in my future. For example, I could manage my time more effectively, which as a results, my time would be more organised and the daily tasks would not be hard to finish. Additionally, I have learned about leadership skills and suggestions that would benefit me if in the future I become a leader or a manager of group of people. This means that I would be able to lead them right and get the job done easier. Lastly, I have read two books named ‘Never Split the Difference: Negotiating As If Your Life Depended on It’ which is written by Chris Voss and “Getting to Yes: Negotiating Agreement without Giving In” written by (Ury., 1981). By reading the two books and described few of the techniques that I have identified in them. In conclusion, the first book, the techniques described are based over the practice and experience of an FBI agent. However, the second book techniques were based on theory and Harvard researches. In conclusion, all of the different technique identified, are leading to the same results in the end as the negation skills are applied and they work efficiently. Overall, all of the skills that I have read about and described in the assignment gave me the knowledge and the skills to manage my time properly, solve problems, negotiate and gave me tips and skills over being a successful leader.
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