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Introduction 

 In the current day where skill sets can become obsolete, employees and employers themselves are thriving to maintain high standards and procedures in recruiting. An employee’s skills and attributes are helpful in terms of gaining credibility and also a strong professional relationship within the working world which, allows them to access further knowledge and aspects of soft skills. Soft skills are critical for productive performance in today’s workplace, current and future business leaders are emphasizing the development of soft skills (Nearly, 2005). I am currently working as a sales assistant at T2 Tea, in this report I will be assessing my own skills, attributes and how I can be more successful, as well as progress in my line of work. 


Developing skills and responsibilities 

The Modern day always changes, therefore the responsibilities and the skills required change with it. Standards are increasing, employers will be looking for an individual with a strong set of skills such as; strong time management, assertiveness, effective team work and critical thinking. These are a few skills in which are required to maintain a professional work environment, increase acceptance of challenges, create solutions in challenging situations and also to progress further and take charge in responsibilities.  Development is a more wide-ranging, longer-term concept. Nadler and Wiggs (1986) see development as preparation of employees for an uncertain future. However, development in skills and responsibilities can also contribute towards in a much more successful career for an individual, allowing them to be open to a wider field of opportunities. 


Personal skills and attributes 

As the Above states some required skills which a recruiter will be looking for, I have managed to obtain my own individual skill sets amongst my current place of work. My line of profession is to provide exceptional understanding of the products that are being advertised, purchased or inquired about. This would be to have great communication skills, so I can interact with both my employees and its consumers. Constantly having a flow of customers has allowed me to have strong communication both verbally and mentally. Being able to gain wider range of knowledge towards the company products internally with my employees and also externally, by learning more from its customers. Another skill set in which I have acquired during my time at T2 Tea, is great organizational and precision skills, this is due to conducting classes in making the specific products such as; green tea and its temperatures, methods of traditional equipment used and also having that extended knowledge of each tea and its beneficial factors which was spread out amongst 250 varieties. Organizing my classes ahead of time always allows me to have a steady pace of my activities, in which I have planned out for the individuals in the group. This provides a much more focused environment and keeps a flow of understanding for both parties.   




Recommendations of improvement 

The working environment always has room for improvement, progressing on specific skills, meeting targets and requirements. During my probational period at T2 Tea, I lacked good communication skills as well as my ability to be open with confidence in what I was representing. I did not have the matured knowledge of my fellow employees around me, this made me more insecure and unsure of what to engage in with my customers and within my work environment.  Lack of communication and confidence, congested my ideas and thoughts when targets were being set and quires were being asked. When noticing the growth of succession around me and not in myself, it motivated me to improve and develop my skills further and build a plan in which I follow to progress in the near future. Building a plan allowed me to map out and identify what I need to improve on and how I can generate ideas in which will strengthen these individual skills. The plan in which I followed was a SWOT analysis, which originated from Albert Humphrey at Stanford university during the 1960s and 1970s.  A SWOT analysis is a planning tool used to understand the Strengths, Weaknesses, Opportunities, and Threats involved in a project or in a business. It involves specifying the objective of the business or project and identifying the internal and external factors that are supportive or unfavourable to achieving that objective. 
Mike Morrison (2016) SWOT analysis (TOWS matrix) Made Simple viewed 5th August 2018, https://rapidbi.com/swotanalysis/ . Whilst applying the SWOT analysis towards my environment of work, I then started to focus on the improvements I needed to develop on. Therefore, gradually I became more confident and assertive in my approach with communication within my workplace.


Improvement of performance and responsibilities 

Further improvements can be made, the performance aspect and the greater responsibilities. Some aspects in need of improvement within myself are effective team working, my ability to show sufficient confidence and to lead with my thoughts and ideas, had made me anxious to contribute in my workplace. Therefore, in affecting me overall and lack in other areas such as; group working, oral communication, problem solving and presentational skills. Having difficulties in these areas of skills will implode my positive skills and cause issues for me further and also within the workplace environment. Historically, technical skills, also known as hard skills, were the only skills necessary for career employment; but todays workplace is showing that technical skills are not enough to keep individuals employed when organizations are right-sizing and cutting positions (James & James, 2004). This is due to soft skills, such as the ones I have stated above that I lack in performance, are much more important in the work place of the 21st century. 

Critical Thinking 

Critical thinking, a skill in which is a necessary requirement in order to manage your obstacles within the work environment. A much more understanding term of critical thinking is ‘insightful thinking’, a way of knowing an individual is demonstrating critical thinking is when they: (1) can identify gaps, errors, assumptions and weaknesses in others work; (2) can provide a strong argument for a particular view and taking a particular course of action; and (3) provide a clear and sometimes detailed interpretation of situations and events Morgan, P, 2017. The business students guide to study and employability. United Kingdom: Sage.  


Developing solutions in work base environments

Having this skill set has allowed me to stay alert and well-focused during all tasks set as well as achieved and what I can further improve. Using the SWOT analysis, it has provided me with a much clearer acknowledgement of how I can resolve current and future issues. When in dire situation, I have been able to conjure an idea or a resolvent of the issue on hand.  This shows my ability of fast paced thinking and assertiveness in order to deal with the issue. 


Effective Time Management 
 
Time management is something a moderate amount of people suffer with during day to day life. Being able to process exceptional time keep, is to map out and be precise in what activities are to be done within the day and what can be done later if there were to be sufficient amount of time left to spare. ‘Time management’ refers to the way that you organize and plan how long you spend on specific activities. The mind tools team what is time management viewed 5th August 2018 https://www.mindtools.com/pages/article/newHTE_00.htm.  


Strategic methods in time management

During my time in T2 Tea I have found that if I do not follow a set of rules with time, that my general schedule falls behind. I had difficulty at first, as I was a new employee amongst other matured individuals that were well experienced in exceptional time keep. Seeing this I had to figure out a number of methods, in which I could improve my time management. Strategic methods in which I have found that helped me balance my time management are; using a planner. This is the first tool which allowed me to map out my different activities during my hours at work and how I can effectively get tasks done without extending more time to do so, in so effecting other tasks later on. If I could not finish a specific activity during that amount of time I’ve given myself, I then add that activity into another day in which I have spare time and can finish it within that time. Another tool I had used to develop in time keep was to priorities tasks. In doing this I laid out my tasks for the week, individually dividing them between days and a time in which I can complete these specific tasks that were important. Starting with the important tasks that have a shorter deadline, allows me to focus and prepare the task effectively and efficiently, then moving on to the shorter less important tasks that have a longer period of time to be completed by. This way I was on track with all my activities and tasks and had a well-balanced time management scheme. 

Team Working 

Teamwork is one of the most important skill sets required within a workplace environment. It involves a number of crucial aspects and also provides countless benefits. Being able to work individually is seen as a strength but working amongst a team of people is like a form of synergy. Teamwork is a trait in which many employees search for in an individual, it is seen as one of the skills that allow rapid growth within a work environment in terms of business. In manual production, small groups of workers with bounded decision-making authority and flattened hierarchies help firms adapt to rapidly shifting markets and consumers tastes (Cappelli et al., 1997). Teamwork has also emerged as increasingly important in white-collar work, where it promotes creativity, effort and normative control (Crowley et al., 2010; Kunda, 2006; Sennett, 1998).       


Effective team working strategies

T2 Tea is a team-based company, it drives it sales through individual knowledge, but also depends on team effort, this is done by demonstrations of tea making and equipment uses in doing the demos. When performing a demonstration class, I found that doing it individually was merely impossible, therefore needed the support of my fellow employees. When communicating amongst one another and showing the customer our understanding of the products and techniques, I could see that the customer was much more involved, also had a strong understanding and trust towards us. This helped us gain customer relationships in the long run and also gain referrals of new customers to share the experience. In noticing the team and I working together, it provided a number of benefits one of which is a strong support network; allowing challenging times to be less stressful as you can rely on one another for guidance and support. Also encouraging innovation, being able to share thoughts and ideas with one another, the creativity extends further. And overall improved service for myself individually and as a team, providing a better work atmosphere, showing strong work ethic and team working skills. 


 Conclusion 

As my report comes to a close, I have therefor concluded that based on the above in order for me to potentially grow within my company, I will need to develop and extend further knowledge of the skills that are required. The report entails where my strengths are and weakness and how I can improve them, as well as improve myself as an employee. The skills in which I have already gained can always be excelled further, in doing so I can be an adequate individual for better opportunities within T2 Tea. Using the tools, I have gathered, I can use these efficiently in extending my skills and performance in my place of work, showing that I am an applicable individual with the exceptional skills.  
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