	
	
	



[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.

Comunicacion 
Today, communication is vital for maintaining a safe and productive environment.
Communication is also a important factor in employee and client relationships, team building,
[bookmark: _Int_IFvSudqP]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.  

Teamwork
[bookmark: _Int_17t3amC0]According to statistics, employees who operate as a team complete jobs more quickly and effectively than those who work alone. By sharing ideas and duties, working as a team on various jobs reduces workloads for all employees. There is a lot of pressure on staff members, particularly salespeople, to fulfil sales goals in a shorter amount of time. 

organization
[bookmark: _Int_5lk1IFaC]Planning ahead will help you do your work accurately and prevent mistakes that could cost you money. and organizing your work will increase your efficiency and productivity. You can accomplish significant goals and objectives by maintaining good organization and creating successful plans and skills.


























experienced employees to challenge each other’s ideas and ways of doing things to come up with an agreeable, effective solution that helps employees complete the tasks at hand.

	
	
	



