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1. Introduction
In this report I will be discussing a past incident that I have been experiencing during my work as Kitchen assistant/diner lady at Primary school which I will give as an example that will help me evaluate problem solving within an organization. Through this I will talk about time management and problem solving at workplace while thinking critically and in creative way to solve problem. I will point out how the decisions are made and these can influence change within an organization. I will then give details and follow step by step the techniques and tools in solving problem. I will analyze and evaluate proposed solutions in the different areas through time management. I[endnoteRef:1] will the draw a plan and a conclusion will follow.	 [1: ] 

1. Problem solving
Problem solving has been defined as the act used to identify problem and determine the cause of it in prioritizing and selecting alternatives for solution in order to implement the best solution. There is a process to follow when looking to solve a problem. (Andrew Maund et Al 2017)
The four steps are used in solving problem are: 
1. Define the problem or state the situation in your own words differentiating the fact from opinion. Specify causes and identify whatever the standards and expectations are not violated;
2. Generate alternative solutions within the organisational goals as you include all the individuals involved in this;
3. Evaluate and select an alternative as you create a strong thesis statement without bias. You can explicitly evaluate with proven and possible outcomes in relation to the targeted standards; 
4. Implement and follow up on the solutions. Plan, implement the chosen alternative and gather the feedback as well as establish the ongoing measures. Identify and support your solutions with specific examples and in final wrap up the paper with evaluation (ASQ, 2019).
1.1. The purpose of problem solving
The purpose of problem is the process of working through details of a problem to reach a solution. This may include mathematical or systematic operations and can be a gauge of an individual’s critical thinking skills. (ref)
1.2. Problem solving skills
[bookmark: _GoBack]There are common skills to develop in order to get effective solutions: Soft skills seem as personal strengths and hard skills that can be learned through education and training. Apart the common skills that a person can possess, in problem solving the keys skills are important when assessing a problem in order to get solution at the problem in the different place in the following phases . These skills are: 
· Active listening
· Analysis
· Research
· Creativity
· Communication
· Dependability
· Decision Making
· Team building
The top five skills that are the leadership (especially for executive and managers); Interpersonal skill; Problem solving skill; being motivated and efficient.  
When applying certain strategies for implementation the skills such as active listening and collaboration are useful to include during interview related problem solving. In the other term, the collaborative problem solving may use social skills to coordinate with others (F. Hesse et AL, 2015).
There is also the computer programming which has been perceived as an important competence for development of problem-solving skills to logical (F.Kalelioglu & Y.Gulbahar, 2014)
1.3. Techniques and tools
There are seven steps in process of problem solving:
1. Identify the issues: what is the problem.
2. Understand everyone’s interest: Best solution is to satisfy everyone’s interests.
3. List the possible solutions: Brainstorming with lots of room for creativity.

4. Evaluate the options: what are the options available? Use series of considerations when choosing the best alternative.

5. Select an option: more options for more satisfactory solution and select the best.
6. Document the agreement: You can’t rely on memory; write down in more details what you think.
7. Agree on contingencies, monitoring and evaluation: Create opportunities to evaluate. Evaluate the long-term results based on the final solution as you seek acceptance from the individual that have been affected. 
This process can be used within a group, between two people or on one person that is facing difficult time in making decision.
3.4. Plan and proposed solutions
The other methods to implement solutions and decision making that can also be used such as: 
· SWOT analysis
Is the strategic or technique planning to help people as well organization to understand and identify strengths, weaknesses, opportunities, and treats to assesses internal and external to operational environment  enables you make solid plan to growth business or been applied to infrastructural procurement (Visconti, 2016).  
· Pestle analysis
The framework or tool used to analyze and monitor the keys factors such as political, economic and sociological, technological, legal and environmental to profound the impact on organization performance especially when staring a new business or entering a foreign market.(Zorica Srdjevic, Ratko Bajcetic  et Al 2012)
Porters five force
This model is broadly used to companies in analyzing the competitive company’s environment to understand the forces that shape with 5 important factors to industry. (Roger Hawkins 2000)
The importance of the porters five force consist in bargaining power suppliers, bargaining power of buyers, the threat of new entrants and substitute products & services in the Rivalry Amongst Existing in the years.  
· Fishbone Analysis
This is the collaboration platform to help you to connect with the teams across the diagram also cause effect visualization tool for the potential cause of a problem to identify effect relationship.   
4. Experience within an organisation
I worked as Kitchen assistant at a primary school called Calverton in the king George avenue e16 3et with the age of range 3 to 11 years mixed. This was a public school with more than 456 pupils in Newham London and staff. My duties involved to helps in the school kitchen in preparing the food, preparing the hall and setting up the food display; cleaning kitchen surfaces and all the utensils. The kitchen assistant also works on rota with diner lady. During busy time, some kitchen assistants have to come to hall to organise the children as well as serving the food to them.
4.4.  Incident: Food allergies
The experience that I have faced during my time working as kitchen assistant/diner lady in to the primary school was about Food allergies within the school. There has been an incident when I was serving food to children. 
The problem occurred with a boy’s presenting allergy after having served Kiwi fruit on his school meal. That day, I have wrongly served that child the kiwi fruit which he wasn’t supposed to have on his meal as this was not a layout for him to eat. The boy received the meal without complaining. The next day, we heard that the boy got rush all over the body due to allergy reactions. I usually work at the kitchen preparing the food to be served but on that day I swapped job with one of the colleagues who was supposed to serve food to children but had to leave early. The supervisor asked me to go and cover the colleague in serving the food to children. 
In analyzing this incident in order to find a solution, let check the steps mentioned above:
1. The issue identified is the food allergy in school during school diner.
2. The interest of everyone is to have the job done efficiently which means the children are served, there are sufficient food and the process of distributing or serving food has met the standards required. (Is there a list of children with allergies and what is the correct temperature for food?)
3. Check the possible solutions: for this experience check the alternative food choices for those who have allergy in certain foods. 
4. To evaluate the options check with the person concerned, report this with the co-workers. Confirm with the child what allergy he has in eating the food
5. After evaluation discuss and select the one suitable. Ask the child to choose the selected food options 
6. Always document your actions as this will help you when complains are raised.
7. The actions need to be evaluated and monitored. What was the reactions after eating this? Check on the child or ask the staff in charge of contacting family to inform the family about the action or change on food choice for the child. 
Associating the school experience to solve the problem, Fishbone diagram has been used as tools in identifying problem and with decision making.
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Interpretation
The fishbone diagram applied when use the cause and the effect. This Fishbone diagram is used to identify the incident of Food allergy within a school. Using our example mentioned above, the starting point is the environment which is the school. How this school is described? This is a primary school which means that the group age of pupils is between 5 years old to 11 years old. 
At this age group the children during the lunch time make noise, so the diner hall is noisy, too busy and the communication can be poor. 
The second step is the communication which it seems poor. The children and staff may not have a good communication as this can be interfered by someone else or by the noisy environment. The communication between staff may also be affected. 
The step involving people is used when there is not enough staff as task has been shared between the staff available. The communication at this step is also affected as the team will have poor communication due to busy environment and noise. The staff covering may has limited experience and will need training.  Checking on staff availability and how to have attention to details when serving foods as there will have a n allergy procedure to follow. There also difficulties with handover as the worker as to leave the service urgently. 
The equipment can also cause the problem such as faulty equipment for displaying or handling food (trays, plates, bags) poor dispatching food, poor handling of food orders and poor training for machine use are also the major problems.
The procedures/Methods which apply to the worker to follow standards, policies and procedures in serving foods, giving attention to details and check every child food profile for allergies. Report any incident to the supervisor. Check reviews. 
The leadership which is for manager to check and provide the necessary equipment and resources available in order for staff to work efficiently.  Food stock to fill the demand of the children; control, manage and supervise the service accordingly. Offer training and check on availability of staff.
5. Implementing Solutions
There are things to remember when implementing solution. These things are the problems and conflicts. These can be used in fixing decision making. As people are born problem solvers, they always find a way to fix the problem but the big mistake is when they trying to put solution straight away. 
Using the above experience, the problem was in hand-over the service during the swapping between two colleagues but this was not done properly and resulting to mistakes.
To implement solution it is important to look at the organisation policies and procedures regarding the allergies prevention which may help the employees to follow during the food service such as having the children photograph and name specifying the allergies that each child may have. There is also a time management to establish in order to meet the deadlines and prioritising important task. At this point we can notice the incident occurred during peak time. So, solving problem also involves time management when looking to implement solutions to prevent incident. 
5.4. Time Management
Time management is an organization or opportunities in planning to reduce the stress and allows a person to accomplish more in a shorter period of time in the organization. This is a part of self-management for successful work life in dividing between specific activities in order also to have more time in less time. This is has been sometimes referred as time budgeting. Peter Drucker 
· Effective Planning: This is when planning your days well in advance to do important activities. to should be against time that should be allocated high priority work come on top by those which do not need much of important.

· Setting goals and objectives: Is working without involving the development to get goals is not right. It is important to know the organization’s strategy  as you may find yourself lost in certain situations which result to unlikely not achieve the set target date on time.  

· Setting deadlines: Is the strategic important for entrepreneur to be successful to figure out the right time limit as well to keep track of time from working too slowly by keep a manageable to-Do list, to complete the tasks you prioritize set a small goals as well keep distractions to a minimum while working to identify a schedule that works for you and stick to it. 

· Delegation of responsibilities: Is a successful and effective task to the authority to complete tasks and help save time for management, and it allows more work that will help managers and their team to the projects to accomplish faster. (ref) 
· Prioritizing activities as per their importance: Is to allow you to identify most important and urgent task to the work the term goals at moment and give more attention, as well to spend more energy and time on the right things that you need to carry out. 
· Spending the right time on the right activity: Are the inequalities in spending facilities to disparate achievement by race and class. (ref)  
Time management has a great importance in allowing you to accomplish and manage time. This helps you to work and organize more in the shorter time which you will take advantages and opportunities to get   lowers stress, as well as to focus in career for a great success. It prevents you to waste time and use you time accordingly. The benefit of time management is that it helps you to be organized while creating and managing your own. You will develop how to calculate and managing more efficient and save time as you set goal to achieve your task in less stress. (ref)
 There are many mistakes to take in account 
· Failing to keep a To-Do List. This is way to organise yourself and prioritising the tasks on your list. For large project people use coding system such as A for priority tasks and F for very low priorities.
· Not setting Personal goals. This is essential for managing your time well as the goals is seemed as your destination and vision toward your work. Through this you will learn how to define your goals which will keep you motivated. Not setting this will lead you to spending your time in distraction.
· Not Prioritising. It is hard to priories especially when facing a flood of urgent tasks but it is essential to learn to do it effectively.
· Failing to manage distractions. Minimise distractions and manage interruptions as you need to focus on your work or task to be done effectively. may prevent you to achieve your workflow. Having to minimize distractions and interruptions to gain control of your day and work to the best.
· Procrastination. This occurs when putting off tasks you suppose to focus on it right away. 
· Thriving on busy environment which the problem seems as addiction when working in as busy motive leading to stress. So. It is important to slow down and manage your time effectively for better result. 
·  Multitasking Same time multitasking May have bad consequence will result of full errors and frustrations and lack of concentration so the best things is to look at multitasking but to focus on task at a time to produce whish quality work.
· Taking on too much: this when it is hard for you to say “No” to people or colleagues and you will end up with too much on your plate. (ref)

6. Recommendations
Our recommendations through this present report are set as follow:
· Check the capacity of the school and the demand of the service
· Employ more staff and use the rota effectively
· More trainings in communication skills, food Handling and storage, Allergies and reactions, 

7. Conclusion
To conclude problem solving is skill that the everyone has to develop and especially for those in high position such as executive, managers and supervisor. Developing the problem- solving skill will help during the reviews of organisations, the regulator assessment on the quality services, the improvement of the service and when implementing new strategies or decision-making. 
When the action has been decided, it has to be implemented quickly and accurately to see if it is working or not in solving problem.
