	
	
	



[bookmark: _GoBack]Essential skills for study and employment 

Time management 
It will increase production and reduce stress; this will help you get more done and produce better work, you will allow yourself time to reach your goals and achieve better results. Will help you drive time between different activities which will help you work smarter not harder.

Comunicacion 
 skills are needed for giving and receiving various kinds of information. This can be written verbal nonverbal and active listening effective communication will build respect with others. Will help defuse any hostility, this means listening to others, not interrupting and not being rude.  communication within the workplace will help drive better results, and better for team building.

Teamwork
[bookmark: _Int_17t3amC0]employees who work as a team complete jobs more quickly and effectively than those who work alone. By sharing ideas and duties, working as a team will help with your workflow and make things run more efficiently. There is a lot a lot more pressure on those who work alone on the task as they have the same workload as those who work as a team. Will also help develop effective relationships with different personalities
organization
[bookmark: _Int_5lk1IFaC]Planning ahead will let you stay focused on all different tasks. Organizing work will give you more time to complete your tasks and reach better goals; it will strengthen your physical space and mental capacity. Will also help you meet all your deadline on time, this will help your workflow and goals and make things easier for your task ahead
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Essential skills for study and employment

Time management

It will increase production and reduce stress; this will help you get more done and produce better work,
you will allow yourself time to reach your goals and achieve better results.

Comunicacion
Today, E)mmunication is vital for maintaining a safe and productive environment.
Communication is also a important factor in employee and client relationships, team building,

And effective work productivity. Having effective communication can be a positive asset to an
organization or team whether it be a healthcare setting or corporate setting, good communication is the
key to having successful outcomes. There is positive as well as negatives Aspects that involve
communication}
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