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I am Marina. I have a small cleaning company which i would like to develop and build a strong team of employees.So far my company has only 3 employees including myself and for that reason i need good academic and employability skills to help me communicate with my team and clients.In this report i will introduce the skills that I think would help me to improve myself and grow my business. Those skills are Time management, Problem solving, Team work and Communication skills.
 1. Time management
Time management techniques are very important for a successful person and i think and espetialy for me becouse i work myself at the same time i am managing my team.
There are many benefits of organising your time. In a article of  Corporate Finance Institute   ^^ (2017)  the author is describing the four benefits and the importance of Time management: stress relief, having more time, increased opportunities and achieving more goals.  
First Stress relief. His is saying that being organised with your time and making “To-do” list helps you to see that you are making a progress and going forward with your work. Helps us as well to avoid stress and not worry whether we have things done.
Second we have more time. Good time management helps us to spend more time with people we love or spend more time on things we want to do as hobbies.  More opportunities. Time management is very important for any employee and any organization. Well organized employee has work done in schedule has less time for less important things.
Ability to realise goals. Time organized people are more likely to achieve their goals in shorter time than other people.
In this article the author describe a good Time management techniques.
He says that  “setting our goals correctly using the SMART method, prioritizing wisely, setting a time limit to complete our tasks” are the keys for any successful employ.Taking a break between tasks is also very important. Going out for a short walk or having a short nap helps us to refresh ourselves and get ready to start again.Organized individuals plan ahead and remove non-essential tasks.
Prioritizing is one of the best techniques in Time management, knowing what’s important and what is not helps us to avoid spending time on non essential tasks.
The author talks about the importance of poor Time management as well. Poor Time management skills leads to poor workflow, poor quality of work and high stress levels. 
I think this article will help me undestand, prioritise and organise my time as well as redusing my stress levels.
2 Problem solving
Another academic skill that is very important for any organization is Problem solving. In article that i have found on www.mindtools.com the author explain what is Problem solving and the steps that are going to helps us to become effective manager and improve our career.
We are facing problems in probably every day at work and in our daily life. Therefore to have good problem solving skills is very important and will help us to succeed in our work place and make big difference to our career.
Whether we are solving a problem, supporting those who have a problem , or we are discovering new once we need a good technique to find effective solutions for them. With one , solving problems will be faster so the work can continue, or without one can affect any organizations business and have some serious consequences.
The author is saying that there are 4 basic steps in solving a problem:
2.1. Defining the problem
2.2 Generating alternatives
2.3 Evaluating and selecting alternatives 
2.4. Implementing solution 
The author is pointing that significant part of solving the problem is defining the problem and how important it is to use methods to solve the real problem not its symptoms.He uses example to explain us that in a department where work is not going well  we might think that problem are employees doing the work but however the problem might be a bit deeper and the big issue might be lack of training.The key for a good manager will be to use different tools to identify the real problem and focus on finding a solution.
The author thinks that using tools like “5 WAYS” , “ APPRECIATION”, and “ROOT COUSE ANALYSIS” will help anyone to ask the right questions and work to get to the real cause for the problem .It is very important that we have few options and ways to look at the problem and find the solution that we need.Understanding Complexity is very important stage as well.The simple the problem is , the simple is to solve it. Some issues are more complex and we need to use different tools to identify them.The author thinks that using a “AFFINITY DIAGRAMS” are good for organizing information and finding connection in them. Different tool that is helpful is “CAUSE-AND-EFFECT DIAGRAMS”. To find the best solution we need to have a proper understanding of what are the real reasons causing the problem. This tool will helps us to highlight to causes of the problem.When we have a business problem making a “ FLOW CHART” , “SWIM LANE DIAGRAM” or “SYSTEM DIAGRAM” will help us to see all the missing elements that cause the problem. Often what looks like a small problem can turns up to be more complex and it can brings many more problems with it. There are many things that can contribute to worsen our problem and “THE DRILL DOWN” technique will helps us break down the problem into smaller parts and find the best solution for each one of them.In this article we saw that the 4 steps approach will help us solving the problems but the author is also saying that for more complicated problems we can use different techniques like “SIMPLEX”, “APPRICIATIVE INQUIRY” and “ SOFT SYSTEM METHODOLOGY”.“SYMPLEX” is a 8 part process :”problem findings, fact findings ,defining the problem, idea finding , selecting and evaluating , planning, selling the idea and acting. These part are build on the previous one we’ve talk about and making a cycle of problem findings and ways to solve them.
“APPRICIATIVE INQUARY” takes a different , more positive approach by showing us how we can solve our problem ,finding what’s going to work well in all the areas around our problem.
“SOFT SYSTEM METHODOLOGY” will helps us understand more complicated so we can start looking for a solution. It issues 4 stages to help us see what is really causing our problem and then show as the right action we need to make to improve the situation.
This article is concluding that using these techniques will helps us to improve our problem solving skills and therefore our business or organization.
3. TEAM WORK
  As we all know another important academic skill that any organization is looking for in their employees is TEAM WORK. Team work is very important part of the business i think if i building a strong team will make my business more succesfull.Team work is essential of workplace success .As Luis Romero said in his article “ What everyone should know about Team work” the combination of different opinions, point of views and individual way of thinking can help achieving the best results in any organization also effectively solve problems in challenging situation.
People set to work in a team often are facing challenges to do so . For them to be an efficient teammates they need to learn how to control their ego, to be able to communicate effectively ,to be able to resolve conflicts quickly and be committed by archiving the same goal. Everybody who has been part of a team knows that the best way to be an effective team member is to become the best person you can be.The way of group of people to become successful team is by going trough 5 stages.
 The 1st stage is called “WORKING GROUP”
Working group is a group of people working individually.
Effective in more simple tasks.
The 2nd “PSEUDO TEAM”
Each member of the group will be ready to participate but in the end they will count on the team leader to do the main job.
The 3rd “POTENTIAL TEAM”
The team members are starting to know each other better and build some kind of culture between them and have a common view of what they can achieve together.
The 4th stage is “REAL TEAM”
At this stage the team members are able to see and identify new opportunities .They are motivating and supporting each other.
The 5th stage is “EXTRAORDINARY TEAM”
At this stage the team members have adapted to one another.
They are now achieving success but also have learned from previous mistakes. They are now able to discover new ways of work, adapting quickly to new ideas and working more effectively.
 4. COMMUNICATION SKILLS 
 Another skill that I will have to improve is my communication skills wich will help me communicate effectivelly with my employees as well as my clients. I have an article from about it in www.skillsyouneed.com called “ The importance of good communication skills “ by Matthew Scott.
In the professional world good communication skills are very important and desirable from any employer or organization.” Speaking properly ,looking presentable , practice active listening and be able to work in a team” are the most important skills any employer is looking for.
The National Association of Colleges and Employers (NACE) ranked verbal communication first in the skills that any job seeker must have.According to this article to get better in interaction with others we need to develop our interpersonal communication skills.
Verbal communication can be written and spoken but the author focus on verbal communication.Choosing the right words is very important in the way that other understands us. For example when we talk to a young child or a person whose language is not their own we need to use simple words so we can be sure that they understand us.Having a conversation with a friend with whom sometimes we don’t need to finish a sentence its quite different from having a conversation with a colleague when we have to use more technical language.Techniques often used to ensure us that what we have had heard is what it has been said and understood are “Reflecting” and “Clarification”
“Reflection” is simply the way we paraphrasing what the other person just said in order to check we have understood him.”Clarification” is the way we are looking for more information –for example asking questions .
Non-verbal communication plays a big part of the process of communication e.g. the way we speak, look, our facial impresser, the gestures we make and our body language.
Listening is also big part of the communication process. We spent around 45% of the time communicating by listening- being able to receive the information . In the article the author is showing us that there are a few more specific communication skills we should consider improving as well such a Presentation skills. Probably not all of us will have to make a presentation in a lifetime but having those skills will help us to simply share an idea.
Writing skills are also essential in communication- to be able to write clearly and follow the communication protocols.
Personal skills are the skills that we use to keep our “mind and Body” strong and healthy. The author is saying that improving our self-esteem and confidence will bring positivity to the conversation. Assertiveness is another skill-standing up for what we believe.  
 
 
 
5 CONCLUSION
 
In this report I have observed the importance of the academic skills that I believe will help me to follow my plan to build a strong team of employees who would help me to build a successful business.
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