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Skills to Success
Introduction:
The aim of this assignment is to explore four different skills that are required for an individual to be successful within a work environment. There are many skills which employees need to possess to carry out their daily tasks, employers often outline a set of employability skills which can also be defined as transferable skills that they want from an employee. This assignment will describe how Communication Skills, Time Management and Organizational skills are important and why employee’s need to have them in this demanding and competitive corporate world.

Communication skills:
[bookmark: _Hlk512278804]The definition of Communication is often described as Information that is being exchanged or to express an idea between people, there are many forms of communication, such as face to face, through technology or it can be even in writing. Heathfield (2017) states “Communication is exchanging information between two people”.  A person that possesses excellent communication skills is a sign that he/she is a very confident person when it comes to talking, whether he/she is interacting face to face or talking in groups or even presenting them self to a large audience. Communication skills is very important and one of the main skill that an employee will have at work environment because it will demonstrate the persons confidence. Being an excellent communicator is very essential when at work, colleagues, customers or clients will need to be clear and understand what message or idea the person is portraying to them. When it comes to interacting with others it is vital that the employee or employer speaks clearly and doesn’t mumble or show signs of nervousness especially in work environment i.e. retailors. In businesses where selling is involved such as clothes store or a grocery store the owners/managers expect their employees to deal with customers face to face and provide exceptional customer service experience which can be achieved by good communication. 
Communication Skill is regarded as the most vital skill that is required to a high standard in a workplace. most of the time at work, employees and other members of staffs will be interacting with so many different people i.e. the manager and customers. For example, if there are team leaders then he/she will have to be able to interact and speak with fellow peers in a way that they can comprehend and understand what they must do. Communication also refers to body language and eye contact and are key to when people communicate with others. These skills are given great importance because without them people will find it difficult to understand each other which will lead to poor service. Communication can also boost the employee’s morale, confidence, productivity and he/she’s commitment to work. The senior figures of the workplace must be able to communicate in the right manner and be clear when explaining or giving tasks and instructions to the employees, doing this efficiently will help to achieves company’s aims and objectives. 
Doyle (2017) states “Being able to communicate in an effective manner with colleagues and other member of staff is important”. Communicating with others at work must be done so precisely that the message a person is trying to send must be clear and accessible to its targeted audience. Being polite is another way of making sure you communicate or speak in the ideal way. To be polite when talking is highly recommended and appreciated. Face to face communication is the best way to boost one’s confidence. It is easier to talk to a person in a one to one basis as you can develop a clear understanding from one another. 

Time management: 

Time Management is the process of planning and excising conscious control of time spent on activities. In todays world one of the most precious thing to human beings is ‘Time’. Time Management is not only referred to work environment but also broadened to personal time. Kallayil has stated “The lists of how you should use the time or hours each day will contain the things different activities with different primacies”.  Being able to meet deadlines and work according to the time given is extremely important in a work environment. Time management assess an employee’s capabilities and how well they can cope with time conditioned situation and pressure. Time management involves planning, and by doing this a lot of time can be saved and an increase in efficiency and productivity. Time management also includes balancing the amount of time given to work life and to personal and social life. Giving enough time to be social has major benefits to mental health. At a work place it is the Managers/Supervisors duty to decide how much time should be given to have breaks, the time is calculated from the start hour to the finishing hour. This is so that the worker could work in a manner which has less stress but also allows them to be much more productive in work. Time management is very difficult but it’s crucial to everyone’s lives, planning will bring much better benefits to a company and social well-being of an employee. It is vital that he/she adapts to a timetable.
In a workplace, some tasks need to be prioritized over others depending on the length of the task and time given. Employees should be able to set goals to complete by a time specified and finish the job effectively. A longer project may require more workers and more time dedicated to completing the job, where a short assignment can be done by a single worker but over a long course of time. Time tracking software applications can be used to analyze the working time of the employee in a workplace. Some allow to get perceptions into the business that allows a plan to be made and manage times of the employees. It also allows an employer to increase productivity by regulating labor cost.
When planning a ‘Timetable Routine’ or ‘To do Task’ sheet it's important the employee keeps some slots free in case there is an extra workload to do, but also cross out any unnecessary tasks which are not work related. In addition, linking back to being well organized, sometime should be spared to tidying and cleaning up. This usually depends on the kind of environment an employee is based in, for example, in a small business where cleaners are too expensive to hire, a few hours a week should be given, so the employees can clean their workplace. In contrast, if a workplace is usually well maintained, time given for cleaning shifts should be much smaller to once every month.  When an employee makes a task list, list of tasks should be written depending on priority and timescale of the task. More important tasks which needs to be finished first should be above the other tasks, whereas long term tasks could be written on the side. Adams has said “One of the most appropriate skill a person can have which is influential and effective is time management. The fact is that time is the supreme equalizer in life. No matter the persons age, race or religion, everyone is equal and will get the same amount of time as the next person”. 
 
Organizational skills:
When in a workplace it is important the manager of a business keeps everything organized, clean and well maintained. This is essential as it will leave a positive impression on customers and is safer and easier to work with. An employee who takes pride in their job must keep their workspace organized and neat. Hakobyan has said “In terms of embracing lists, it is important that a person writes down lists of what needs to be done or worked on. This will ease everything in the head and will and free up the brain”. 
A workplace which is clean, and tidy will bring about a positive, open vibe and atmosphere that's comfortable yet professional to work in. This will demonstrate to the manager that that the worker is prepared and is able to handle the tasks they were set. This will also allow other colleagues to use the workspace so that they could find and use all the resources and information open to them. This demonstrates devotion towards one’s work, kind planning, detail and commitment towards a job. 
There are many benefits to being organized, reducing the amount of work load is one of them. If a work space has a good structure and layout, and is kept tidy, not only will it allow the job to be carried out more effectively and smoothly but will also reduce the risk of losing important documents. This allows the worker to know what tasks to do in what order so that they finish all their jobs by the deadline. Being organized saves a lot of time and this may make a huge difference to a person's workload. For example, a person whose well organized will be able to do tasks in a set order and finish in set times and intervals so that they finish the work by a specified time. This would be done faster if they know what they must do, e.g. via a timetable, and will mean they spend more time on doing the work, rather than wasting time deciding which tasks need to be completed first. Tasks which are finished on time, will leave a positive impression on the manager and will keep customers satisfied. Furthermore, being organized is much safer and would reduce the risk of injury. Employees must work so that they know if something is out of place and should quickly take care of the problem. For example, if water was spilled onto the floor, first the worker must put up a wet floor sign, so people know not to walk too close to it. Then they should use a mop or notify someone to wipe up the water. The sign should be removed only after the water evaporated. This could reduce slipping and could prevent injuries and lawsuits as well. The impression of working in a safer environment left with customers and even people interested in working for the company will have a huge impact on whether they visit again or not. An organization should always look to enhance the skills in an employee so that they could both represent the company but also set an example for fellow colleagues.
It is vital a company has an organized system. Schedules which contain the different shifts of employees are vital in restaurants and other retail businesses. This would mean workers get a fair amount of time off, but also have a time table which they follow to induce efficiency of the business. Not only that but an organized timetable would also reduce misconceptions, so the employees knows what days to come in and what days not to. This would also prevent too many workers working on the same day, which could increase hazardous risks if the workplace is overcrowded, but also so there's enough workers to get the job done. In some cases, an employee whom was recently hired, would be given a temporary time table so the managers could assess how well they are suitable to certain tasks and how efficiently they could work. This could then lead to the amount of workload being lowered or increased depending on the individual, however if the individual is working at a perfect rate the timetable remains the same. Andrews (2015) has identified that “When you make a promise to yourself, retain it. When the person has created a plan with aims and expectations then it is appropriate to travel the extra distance to achieve the goals set”.

Conclusion:
In conclusion, these transferable skills mentioned in this assignment will play a significant role in a person's daily life and more importantly his/her work life. Being able to Communicate in a clear confident manner will have a positive impression on the manager, colleagues and customers. It will be easier to understand duties and fulfil them to the required standard. Being Organized saves a lot of time and could greatly increase efficiency and productivity at work, it also gives a good representation of your character. Time management is a vital skill everyone needs, as it will help employees to meet deadlines and work effectively whether that’s as a unit or individually. By following the Time Management procedures, it sets a good example for others to follow and keep up with the pace. Each one of these skills is necessary for all employees, as it determines how useful an employee is to an employer. They are essential as well as important skills everyone needs and will be a major asset in the field of work.
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