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     Introduction
In this report, I will discuss problem-solving tools and techniques to identify and propose solutions. I will have two different problems where I will explain how I resolve the problem and which technique I used.
    Ways to recognize, define, investigate, and analyze
It can be difficult to solve problems. Mostly because we don't always identify the true problem. However, identifying the problem can help. Problem identification is a multi-step procedure for identifying and resolving life's difficult quandaries. Identifying the root cause of a problem, developing a detailed problem statement, and implementing an ideal solution is all part of problem identification. The problem-solving process enables you to delve deeply into the issues at hand. It also encourages you to develop a solution that directly addresses the issue at its root.
You may face problems in your personal life, your professional life, and your community regularly. Any type of problem can be intimidating, but taking the time to define it may make it easier to find solutions. Begin by gathering information about the issue. Then, work on putting your thoughts into words. After that, go over what you've written and look for potential solutions to the problem.
The speed and nature of the investigation should vary depending on the impact, severity, and urgency of the problem, but the appropriate level of resources and expertise should be applied to finding a resolution commensurate with the priority code assigned and the service target in place for that priority level. There are a variety of problem-solving techniques that can be used to help diagnose and resolve issues, and these should be used as needed. These techniques are discussed in greater detail later in this section. It is frequently beneficial to attempt to recreate the failure to understand what went wrong, and then to try various approaches to finding the most appropriate and cost-effective solution to the problem. To do this effectively and without causing additional disruption to users, a test system that replicates the production environment will be required. 
The process of understanding real-world problems and user needs and proposing solutions to meet those needs is referred to as problem analysis. Before developing a solution, the goal of problem analysis is to gain a better understanding of the problem being solved. 
Objective setting about problem
When an organization plans goals and how to meet them within a reasonable timeframe, this is known as the objective setting. Objectives help to define the responsibilities of each department and employee within the organization. Setting objectives is part of the process of establishing and managing expectations for employees, also known as the performance management process.
When management communicates effectively with their employees, setting objectives can help a performance management strategy. Communication between company and department leaders can help employees learn what they need to improve their performance. Managers can achieve this by fostering an open and communicative work environment. Assume an employee has a personal issue that affects his or her performance at work. It might help if management adjusted the employee's work hours or gave them time off to deal with personal issues.
How to evaluate the option
Decision-making is the process of selecting among possible solutions to problems that may arise in a business. This is a necessary skill for all managers and team leaders to possess.
Avoid delay when decision-making- simple decisions, such as what to eat for breakfast, are simple. Making business decisions can be extremely difficult.
Leave ego & emotions at the door- thinking objectively is the best way to make decisions. Too much personal investment and making decisions based on emotion rather than logic can lead to problems.
Get an expert opinion- you may be new to the problems that are arising, but the decisions you must make have most likely already been made.
Get the right data- It is your responsibility to gather the necessary information before making a decision. A friend's opinion may not be the most reliable source of information.
Understand the risks- understanding the risks associated with your decisions will enable you to make better decisions. Now that you have a few pointers to help you improve your decision-making abilities, consider the importance of a decision to a business.
Decision-making techniques
Many decisions and problems are so minor that we may overlook them. Even minor decisions, on the other hand, can be overwhelming for some people. They may come to a halt as they reflect on their predicament and try to figure out what to do.
Decision-making is the process of deciding on a solution based on your experience, judgment, situation, facts, knowledge, or a combination of available data. The goal is to avoid potential problems. Opportunities must be identified as part of the decision-making process. Making decisions is frequently required as part of problem-solving. To increase your productivity at work, use a streamlined and organized approach to problem-solving and decision-making. Here are five steps you can take to make the most of your situation. -problem-solving and decision-making abilities:
· Define the issue- - The first step is to define the issue or problem. Once you've identified the problem, examine it and consider what might have caused it.
· Brainstorm different approaches- After you've defined and analyzed the problem, you can start brainstorming potential solutions.
· Evaluate different approaches- Consider all of the advantages and disadvantages of each option, as well as how each would affect your organization.
· Make your decision- After you've considered all of your options, it's time to make a decision. You can select from a variety of decision-making structures.
· Implement your decision- You must then decide how to put your decision into action. Begin by identifying key objectives and deliverables, as well as setting deadlines.
· Monitor your progress - Once your strategy is in place, keep track of your progress over time. 
 Clear communication for change and importance
Communicate the objective
Every communication strategy must include technical information about what is changing. All employees must recognize and comprehend this. But communicating that transactional, technical detail does not guarantee success. The bigger picture must also be understood and effectively communicated: 
· Why- Prioritize the business-wide reason for the change and the overall impact on everyone.
· What- be very clear about what will change and when the changes will occur
· How- Finally, explain in detail to each employee group, and then individually, "how" this will affect them and what is expected of them.
Developing an effective communications strategy 
The necessary groundwork must be completed before putting together and implementing an effective communications plan. Interrogating the business objective behind the change is critical so that the team leading the communications strategy fully understands the 'why' behind the change. Following those strategic actions, investigating your data and analytics to better understand the business's behavioral mood, staff retention, and performance, and conducting focus groups and employee surveys will help you better understand what needs to be done to effectively communicate the upcoming changes.
Understand the bigger picture
Before implementing any internal communications strategy, a thorough examination of the big picture is required. It is critical to futureproof the brand in addition to understanding your people, what they require from you, and how they require you to communicate the change to them. Remember that once these changes are implemented, you want your people to remain loyal to you and your brand to remain strong.
Effective communication drives business performance 
His improved business performance generates wealth in turn. But not only money. Of course, turnover and profit are critical in any business. A healthy bottom line, on the other hand, supports employees' ability to live the lives they desire; thus, improved business performance translates into mental and emotional wealth for all employees. Because people can see the big picture and their place in it, a successful change communication strategy embeds change on a transformative level. They don't just learn a new process; they understand why the process is necessary to move the business forward and how important their role is.
Effective presentation of a case
In this paragraph, I will present a case from my workplace and an explanation of how I solved this problem.
One day, while I was checking the rooms ready-made yesterday, I received a call from one of the girls if I can come to the office because she want to discuss a problem with me. I told her that I’m coming in 5 minutes.
I asked what happened and what problem she has. She started telling me that she is very upset and that what the other girls are doing doesn’t seem normal to her. That day it was very crowded and each girl had several rooms to clean. She knows in that morning I said that no one should go home even if they finish their rooms because help will be needed so that we can finish all the rooms in time, whoever finishes first will go and help the others who still have rooms. 
The break was for twenty minutes and she had been in the break only that when the break was over she noticed that the girls were still sitting. She started to clean her rooms, but only after more than half an hour did she notices that the girls still haven’t come back from the break, she had only had a few rooms left to finish, while the others had much more and the reception started to press us because they wanted the ready rooms.
I listened and tried to find the problem and see what decision I can make so that it ends well for everyone. After analyzing the problem, I started to explain to her that I understand what bothers her and that I also think that what the girls did is not normal. 
The decision I made was to inform her that I would have a meeting with the girls and to ask them why they did this considering only twenty minutes and why they were waiting for help from the others who finished before considering that they waste more time during the break and do not finish their work. I explained to them that from now the whole team will leave together during the break and come back together after the break because the rules are the same for everyone. It is not possible for some to follow the rules and other not, because in the workplace we are all equal and we should not make a difference.
That’s how I solve the problem and I make a decision.
Conclusion
In conclusion, I think that the problem-solving and decision-making module will help us a lot in the future because we understand more easily the steps that we need to follow to solve a minor or a major problem and at the same time we will make the right decision.
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