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1. INTRODUCTION

Team leader skills:

• Organizing and Planning

• Time management

• Leadership

• Teamwork

• ICT skills

• Communication 

(Totaljobs Group Ltd, 2021) Source: https://ultratechlife.com/blog/learn-new-skill-during-quarantine/



2. TEAM LEADER TASKS

▪ Coordinating and motivating people at 

work

▪ Time keeping and pursuit of the goal

▪ Problem solving if something happen

▪ Checking projects and office work

▪ Reporting any issues and conflict 

resolution

(Bathory-Griffiths, 2020) Source: https://teamcoachinginternational.com/programs/program-team-leader-view/



3. MY PERSONAL SWOT ANALYSIS 

✓ Communication at work

✓ Using computer and 

applications

✓ Planning my next step

✓ Working with my colleagues

✓ Learning from different 

situations

STRENGTHS

Costumer sale experience

Personal character 

Microsoft Office skills

Hospitality education

Teamwork

WEAKNESSES

Lack of presentation 

skills  

Limited language 

education

Wasting time For Social 

Media

OPPORTUNITIES 

Education Progress 

Improve my skills 

Personal Development

Ability to move

THREATS 

Limited position in my 

area Competition 

Not to many Jobs 

Limited ability to develop

SWOT

Source: https://cacoo.com/blog/a-comprehensive-guide-to-creating-your-

personal-swot-analysis/
(Indeed Career Guide, 2021)



4. PERSONAL DEVELOPMENT PLAN

➢ Giving me motivation

➢ getting to know myself

➢ completing my long term plans

➢ developing my career

➢ Analyzing my progress at work

Main long 

term goals

Steps to take What will 

positively 

complete the plan

Start Date Target 

completion 

date

Done

Find a new 

job as a 

team leader

Applying online, 

Using my 

experience in 

costumer service

Motivation,

Knowledge,

Hard work

01. 03. 

2021

01. 03. 

2022

Completion 

of 1 year of 

study

Organize my time,

Learning types and 

research methods

Attending classes 

and work shop,

Doing my own 

notes,

Reading articles 

and books

15. 02. 

2021

15. 02. 

2022

Create my 

own 

business on 

eBay

Knowing website 

regulations and 

costumer needs

Good costumer 

service, lower 

prices, fast 

shipping, positive 

feedback

04. 12. 

2020

04. 12. 

2021

Source: Cottrell, S. (2008) p. 344. 
(Cottrell, 2008, p.333)



5. EISENHOWER METHOD

Personal Education

Be punctually at work

Monitoring and motivating

Problem solving

Manage Resources

Working in the team

Answering phone

Incident reporting

Sending e-mails

Scheduling meetings at work

Using social media 

Call my friend from work to 

meet outside

URGENT                      NOT URGENT                                                

IMPORTANT

NOT 

IMPORTANT

Source: https://trainingindustry.com/articles/strategy-alignment-and-planning/what-

is-the-eisenhower-matrix-and-how-can-it-help-with-time-management/

❑ Urgent Important- I have to do it now

❑ Not urgent but Important- do it today but 

later

❑ Urgent but not important- plan when to do it

❑ Not urgent and not important- I do not need 

to do it

(Markey, 2019)



6.THE PARETO PRINCIPLE

✓ Focus on the right tasks

✓ Planning my moves

✓ Working smarter with my team

✓ Vision of my goals

TASKS AT WORK THE MOST IMPORTANT 

TASKS

1. Sending emails 1. Communication with staff

2. Writing report 2. Stock control

3. Schedule team meeting

4. Stock control

5. Conflict avoidance

6. Communication with staff

7. Using social media

8. Phone calls

9. Training stuff

10. Planning Customs 

Source: https://medium.com/pm101/how-you-can-apply-the-80-20-rule-in-your-life-and-work-

7d094a78e136

(Fernandes, 2020)



7. CONCLUSION

Source: https://www.shutterstock.com/image-photo/wooden-pieces-on-

background-showing-words-1601321614

➢ Communication

➢ Time management

➢ Leadership

➢ Learning

(People Scout, 2021)
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