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                                      1. Time management
1.1 Introduction:
Time management, also described as the ability to use someone’s time effectively or productively. It is based on the understanding of how to manage the time in order to complete the responsibilities as well as spending time for personal and social life. For all the successes in businesses, but also in life, it takes time. Time is a limited resource, and everyone needs to know how to manage it effectively. From the lowest to the highest position in the company, managing personal time, absolutely everyone influences the profitability of the company. In life and in private, achieving the desired professional goals and planning the professional activity is the priority of the individual specific, while the time spent on the road to the goal is the most valuable resource that each of us has. For this reason, the secrets of success, efficient and rational time management. It's not just about managing time in business; it's about managing your own life. Proper management of time and satisfaction in professional and personal life.
1.2 How to approach time management:
In present, people do not know how to manage their time efficiently, which prevents them from effectively and fully exploiting their business and human capabilities, taking as an example Donna’s case. In order for the planned activities to match the time available, she should have controlled her working day. Time management starts with scheduling tasks, prioritizing, planning and allocating time and Donna should have made sure she was dealing with key issues. She should have used the DIKW pyramid to prioritise her activities from the most important and necessarily to the least as losing time in business can be very damaging. Although she has scheduled her activities, she did not memorize the obligations making time for less important activities which lead to disruption of the flow. “Time Management In A Week is simple and straight forward guide to getting things done, giving you everything you need to know in just seven short chapters. From understanding how you work best, learning to say ‘no’ and simplifying your desktop, to effective scheduling, prioritization and delegation, you’ll soon be on track to clear your desk by the end of the day.” “The time managements worthy goal of many human activities. It concerns variety problems related to goals definition, assessment of available resources, control of management policies, scheduling of decisions.” By time management we mean all the measures that a person can take to use his time as efficiently as possible. Time management is the way of organizing the activities that a person carries out in a certain time interval using the exact division of time, giving each activity the minimum necessary for its successful realization. This category includes workplace tasks, social and family life plans, hobbies and personal interests, and other commitments that a person makes. All this must be related to the finite nature of time, so the effective use of time can give one the opportunity to carry out his daily activities at his own pace [1]. The time management process can be facilitated by a number of skills, means and techniques used to manage time when certain tasks, projects or goals have to be accomplished in a limited time. Initially, the notion of time management referred only to business or work-related activities, but eventually the term was extended to include personal activities. Time management is usually a necessity in project management, so it determines the scale of the project and the time required to complete it. It is important to understand that technical and structural differences in time management exist due to different perceptions of time in a particular culture.                                                                                                                                                           3



                                       2. Team working skill
2.1 Introduction:
Team working skill is a group of individuals successfully responding to an opportunity presented through shared responsibilities to achieve the proposed goal to benefit everyone. The American philosopher Henry David Thoreau wrote: "Forming a team is just the beginning, staying together is progress, working together is success!" Any organization works in terms of human resources, and most of the time it is organized in teams. A team works well when it is coordinated by a leader who has the role of delegating responsibilities and tasks to each member of the team and ensuring that each member is aware of the importance of belonging to the group.

2.2 Why is team working skill necessary:
It is important for each company to have an organizational culture that encourages teamwork. It requires collaboration, communication, trust and respect, but especially the presence of a leader with an attitude that represents the balance in the team. The leader will be able to identify the development potential of team members, encourage and help them develop new skills, as well as provide constructive feedback on an ongoing basis. Thus, employees will be able to evolve professionally, maintaining the sense of belonging to the organization and the work environment is also an important factor in increasing the productivity of team members - a modern, pleasant, welcoming space and a positive atmosphere will make a difference. An effective team is based on common goals, clear delegation of tasks, by recognizing each member as a unique individual with different experiences, knowledge and views, and encouraging creativity and innovation. Teamwork is a skill that is found in the requirements for almost every position available in a company. The recruitment specialist analyses this competence during the selection process, using different means of investigation: specific questions that assess the ability of personal interrelationship and understanding of the needs of the person with whom he interacts. The presence of the necessary qualities to be a good team member or, on the contrary, their lack can be decisive factors in hiring a person or in keeping him in the organization. “The way a team plays as a whole determines its success. You may have the greatest bunch of individual stars in the world, but if they don’t play together, the club won’t be worth a dime.”  
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                                3. Planning and organisation
3.1 Introduction
Planning means deciding in advance what needs to be done, who will do it, how and when.It is the process of thinking about something before implementing it or organizing it. For successful planning, past events as well as future opportunities must be considered - as well as possible imminent threats to your plan. Therefore, planning involves predicting the future behaviour of the business environment and defining one's desired role.
Organization is the process of developing and managing a company - regardless of type, mission and objectives - to ensure its effective operation. “Once you have a clear picture of your priorities – that is your values, goals and high leverage activities, organize around them.”
3.2 An understanding of planning and organisation
Good planning and organizing skills include setting achievable long-, medium-, and short-term goals and developing the necessary strategies and action plans. Although Donna has set a work plan, she did not follow it leading to non-adaptation to unforeseen changes having a lack of determination. She didn’t follow the Relevance from CRAAP, prioritising activities which were not relevant to her set goal. When planning and organising she should have been aware of currency, relevance and show both accountability and resilience towards her work by following the list of tasks she had to do. If the management of a company is done through planning, organization, management and control, we can say that planning is the basic function of management. If the planning is appreciated as the basic or fundamental function of the management, it is because through all the managerial actions of organization, management and control the aim is to carry out the planning decisions.In order for the company to obtain results through which to survive, and to prosper in its field of activity, it is for each department, each employee to know what it has to do, and this is obtained through planning.Planning is a basic activity in management. All managers, in one way or another, do planning. However, the way we approach planning, the way we approach plans, the complexity and content of plans differ from one managerial level to another and even from one company to another. What remains the same is the aspect regarding the efficiency of the managerial activities, at any level and in any commercial company, an efficient management, involves planning actions.“You can always amend a big plan, but you can never expand a little one. I don’t believe in little plans. I believe in plans big enough to meet a situation which we can’t possibly foresee now.”  
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                                                        4. Critical thinking skills
4.1 Introduction:
DIKW has already introduced the critical thinking skill throughout the process of the pyramid as it analyses the data, information, knowledge and wisdom linked to context, meaning and insight as well as decision making process as well as comparation, application, structure and facts. When a person encounters problems, the ability to think critically becomes vital. This ability helps her see what the problem is, how urgent it is, what the consequences and risks are, and what the possible solutions would be. “Learn to use your brain power. Critical thinking is the key to creative problem solving in business.” “
“We are all in favour of emotional intelligence. Intelligence can take emotion as a privileged counselling partner. However, it does not allow the emotion to take possession of us, besiege our mind, and subjugate our thinking. The emotion must regulate our thoughts, not manipulate nor substitute them. Our perception is only a biased picture of reality, and emotions are individual or provisional. Therefore, critical thinking and emotional thinking must go hand in hand. (‘No monsters hide at this point’).”

4.2 How would critical thinking help Donna
It is the ability to ask questions, to think clearly and rationally. This includes several skills such as: the ability to analyse and synthesize information, to distinguish between facts, opinions, and value judgments, to make logical connections between ideas and arguments, to understand the importance and relevance of ideas in a particular context, or ability to solve difficult problems.Critical thinking does not come naturally, it must be trained. People are not taught or encouraged to ask questions. They take the information ready or execute it based on rules and directions without questioning it. Donna, for example, should have thought before she executed, she should have wondered if it was relevant and if it was worth deviating from the activities on her list, information and offers of social activities should have been thought in order to understand the consequences of her own decisions thus she would be able to be productive and avoid problems. A person who asks questions, sees different perspectives and understands his own weaknesses in thinking and argumentation. At the same time, it increases resilience and flexibility, she could have made informed, fact-based decisions, adapted to the context, found solutions and seen connections. applying critical thinking donna would be prepared for the world we live in, investing in the development of one of the top ten skills recommended by specialists for the current and future world, she will increase the chances of having the best results in any situation. This process includes the part of documentation (research), analysis and evaluation of information from as many sources as possible. She will also be more careful when implementing a decision, because Donna will learn that both possible positive results and the avoidance of negative consequences must be considered.
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