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Time management
Time management can be challenging when you have many things to do. One way to organise yourself is to make a list of your tasks and prioritise them according to urgency and importance (Figure 1) [2]. 
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Other techniques for good time management include:
· Set yourself reminders and deadlines
· Priorities important tasks
· Get rid of distractions while you are working 
· Avoid procrastination

Communication 
Good communication skills are essential for gaining employment and doing well at your job. They allow you to clearly put forward your point of view, listen to what others have to say, solve problems, and avoid conflict. Good communication skills can include the following strategies [3]:
· Clarify your objective.
· Find common ground.
· Move beyond argument.
· Summarize often.
· Use visuals.
  
Problem-solving
We are all engaged in problem solving every day from simple to complex problems, e.g., what clothes to wear that are suitable for the weather but also appropriate for our work environment, what route to drive to work to avoid traffic and arrive on time, how to complete our tasks by a specified deadline, etc. Being good at problem solving is a very valuable skill for any job. This can involve [4]:
· Examining and analysing the problem until you can describe it
· Consider possible outcomes and rank them in order of preference
· Determine what is required to take you from where you are now to where you want to be and what is hindering that journey
· Come up with solutions to eradicate each roadblock
· Involve people who are required to put these solutions into practice

Leadership and teamwork
Leadership skills are not just for people who are managing or leading teams of people, departments or organisations [5]. In fact, every worker in an organisation is a leader in their own right and has their own sphere of influence which is task specific. As such, it is important for everyone to have good leadership skills. Similarly, good teamworking skills are not just for workers who are part of a team being led by someone else [6]. They are also very valuable for people who are leading teams. Good leadership and teamworking skills can include:
· Being able to clearly tell people what needs to be done, in what time-frame and to what specification
· Allocating roles and jobs appropriate to people’s level of expertise
· Emotional intelligence in dealing with people who are seemingly underperforming and conflict management
· Providing negative feedback in a private, constructive way
· Providing positive feedback in a way that motivates not only the person receiving the feedback but also other members of the team
· Taking responsibility for failings of the team, when it is appropriate to do so as opposed to scapegoating
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Figure 1 [1] - To help your prioritise your tasks, think about how urgent
and important they are.





