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Introduction
This report aims to analyse how time management, communication skills, people skills and self-management can be improved for the future in the work place owned by employers. These skills will be required by all the employees to have in the work place owned by the employers.

Communication skills
Communication can be broken down in too many forms such as verbal communication or nonverbal communication. A few examples could be speaking and writing, body languages or facial expressions. 
This skill can be very useful in the work place because employers are going to be communicating with the employees all the time to make sure targets are met. Effective communication can build a healthy relationship within the business which can also improve staff morale. 
Having good communication skills in the work place is also needed because a hiring manager will consider hiring the candidate that communicates most effectively over someone that could not. For example, according to Nielsen (2018) Communication skills have become more paramount and the managers off today are looking for people that excel in this category, so they can function in a complex business environment. 
Many would agree with this fact because most jobs of today are so fast paced and advanced with technology that no matter where you may work in the business there’s always going to be interactions with either the customers or other colleagues and managers. If the communication is not good enough within the business goals would be much harder to achieved customer service will be very poor. Which today most colleagues struggle to do because of minor things like being selfish or wanting to be the number one within the company and unfortunately this is one of the many reasons why employers are finding it hard to keep a steady relationship with everyone in the business.

 Most days it could be many things like miss interpretations between an employee and an employer or some one’s arrogance or bad manners. A manager could say something to an employee, but his body language may say something else.
 Perception goes a long way because in many businesses they are multicultural and diverse, according to Morgan (2017) if somebody has the impression that an employee may be a lazy or disobedient worker they might communicate at bit more abruptly or in more of a hostile manner. 
If a manager believes that an employee is happy in their role, they will respond to them in a more calm and professional manner. I have this skill because I take cultural diversity seriously and I am patient in times when I feel there may be a cultural or language barrier with myself and another co-worker. 
Time management 
Time management is the ability to control our use time effectively without causes unnecessary stress to ourselves. This can mean many things for example being able to have a job and still be able to study and attend university or having a young child and having commitments at work. This skill is very important to employers because someone that takes pride in their time management will get the goals achieved due to prioritising. 

A step by step plan to get things done in the opinion of Kinsey (2018) the quality of your work improves and achieving your goals one by one is more efficient. Somebody that works in a fast-paced environment with the same skill might agree with this fact as they are used to prioritising their workload.
 By not having time management as a skill they may find it quite difficult to meet targets and therefore they would find it difficult to gain credibility from their employer. In the words of Mack (2018) without proper time management keeping concentration within work hours can be deemed challenging. 
This could be because of your life outside of work which could cause you to procrastinate, Family or friends could distract you from the task at hand personal phone calls or emails could be prioritised over the actual work at hand which isn’t good for any business. 
Staying on top of your time management skills is essential because it gives you a better and more organised start and end to your day. An employee could miss an important briefing in the morning and by their absence it will cause the employee to play catch up for the remainder of the day.
It could be that and employee and other colleagues are set a task by the employer and by them not being there on time everyone else would do there share plus the absent colleagues own which can cause conflict because the tasks are unfairly set.
 I have this skill because I believe that prioritising is the key to success when working in a business and it’s a skill that others could learn from. Many employees need someone that can show them the benefits of scheduling your tasks, but with practice it can become simple it will keep your customers happy and the employer.   
People skills 
People skills are the ability to listen and understand someone and to communicate and relate with another person in many ways for example in a professional or personal way. This skill is vital in any business because having people skills will keep customers very satisfied, employees could be the spokesperson for the company a friendly face because not only can the employee speak well with others they are also polite and respectful.
 It is also important to have people skills in respect to interacting with other colleagues and management in the business. In the words of Mcquerrey (2018) Tolerant people at work would have the ability to accept the differences even if they don’t condone it.
 If an employee does not own this skill it will be very hard for them to achieve greatness at work According to sharrieff (2018) without actively listening to other peers could put employees at more of a disadvantage because messages would be miss interpreted and never fully understood.
Not only would the peers feel distant with other employees it will create a physical barrier between employees and the customers because they couldn’t relate to someone that is trying to communicate with them because they might not be focused on the actual conversation.
 I have this skill because I’m not a selfish person very kind hearted so hearing another person’s opinion is all ways a pleasure for me because it could be something I could relate to or learn from depending on the situation. 
I’m not perfect so taking lessons to progress is something I take seriously from my own experience not having great people skills has been a struggle for me throughout my working years I have progressed and have learned a little bit more about my skills I feel more confident within myself. Every customer deserves to be treated with respect and if you were to give it out then I will come back to you That is the only way to build relations with anyone when working in a healthy business once showing gratitude long way. 
Self-management 
Self-management is the ability to schedule targets from your employer accordingly and make sure they are met for example being in control of an employee’s time management setting their route before they have left out or being in control of problem solving there could be a minor fault with something at work but without causing stress to a worker they would find another solution.
 This skill is essential to have when at work because your employers want to be able to set employees tasks and not have to babysit them through the objective itself. Whilst also having trust and confidence in your ability to complete the task alone. There might not always be another employee that can help someone in need and a good employee would need to take control of the situation it shows they have the skills to be a leader and determination to get it done alone.
 Mcquerrey (2018) stated that if an employee prioritised long term or short term the most important task would get done first and the least could be finished toward the end so setting a deadline for an objective would keep the employee a lot more focused when at work. 
For instants any employee that does not have this skill their targets would be a real struggle other peers could feel distant toward an employee because of the independency taking lead of their targets in the eyes of other people could be intimidating.
 If an employee does not own this skill in the words of linman (2011) having great memory over an employee’s daily tasks could be a looped occurrence in their business which would lead to many mistakes.
 It’s about having the initiative to make sure their targets are met being in that position it puts them forward to set examples to those that does not possess this skill. 
I would say I own this skill because I believe if you do not prioritise the objectives while you’re in a business you wouldn’t have a chance against your competitors that would be very structed and to have a healthy relationship within the company things need to be very organized for everyone to know where they stand. 
For others that may be coming into the establishment there’s nothing more embarrassing then someone that verifies checks at companies comes down to inspect and nothing is where it belongs especially if you’re supposed to be a 5-star rated business. Being the employer of the company, you have to mean what you say to get a clear and frim message across to those that are not pulling their weight otherwise you are going to have lot of employees giving the business a bad reputation.      
Conclusion 
This report was written to highlight why employers would need the following skills in a success business communication skill, time management, people skills and self-management by now this report would of shown you these 4 skills and there necessity while working in the 21st century and all employers are looking for employees to hold these skills because without these skills being used daily can be it can be hazardous for the company.                   
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