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INTRODUCTION
My assignment is based on my reflection on time management
,communication skills, teamwork skills and adaptability skills.
In this assignment ,I will be talking about the importance of each skill mentioned above and my reflection on each one of them .There are some skills which employee must be possessed to be effective in any sector they work in.  Also, Employers want to see trait of these skills in applicants before they can employ them.

TIME MANAGEMENT SKILL
Time management skills are valuable for the reason that they help out to set up your work in a form which enable one  to fu fulfil  aim .  When you manage your time very well ,you will be able to have time for breaking with routine and dynamic.
HOW TO IMPROVE TIME MANAGEMENT
Running your on your time management talent effectively will assist you to be  an excellent worker and  great candidate when you put in  for new chance of employment. 
 Setting a goal; Setting a goal and practise it habitually will  give you clear understanding on what you have to achieve to acquire certain solutions. To  achieve success or be prosperous you need to discover some significant aims along the way. For example, if you have a goal to get higher rank at workplace within some  months, you will  have to lay down smaller objectives to upgrade on your  skillfulness . You must work towards your objectives  to be distinct, quantifiable , accomplishable , proper and time based
Manage your calendar. creating  time to finish the priority job on your schedule is essential in time management. You might need   block some activities that will break your concentration or drag you away from your higher priority task. Avoid attending  long meetings that are a waste of time and always make sure there is a purpose for any meeting you will attend. 
 Prioritize your assignments. Prioritization is one of greatest challenges faced by many people.  Prioritization  can be practised by collecting a list of all your  to-do lists and put together all you  consider getting done and the most crucial one,identify  and pick which one that carries the greatest value. In case  you  require assistance ,you can ask your tutor,manager ,supervisor or a colleagues. Be aware of the due dates and how the task influence others .
Utilising time management talent will  help you be a good worker and be able to concentrate fully on your daily activities. You can become effective time manager  when you are organized, setting goals and prioritizing most crucial things
MY REFLECTION ON TIME MANAGEMENT
My case has been adjusted when I  have learned about this subject and I have set my goals on  how to make use of my time without wasting it. I have  trained myself on how to do things on a timely manner to avoid procrastination because I noticed that setting a time limit to every duties will put a stop to procrastination . I am focusing  on how to spend my time on tangible and important things or things that are productive. Also ,I have noticed my difficulties and  I  am now  planning on how to gain a victory over it. I noticed if I make use of my time in a positive way, it will give me a lot of chances to be successful . Managing my time has given me  opportunity to weigh between work time and pleasure time ,I always do the tasks that are very urgent and setting   a time limit to get thing done as quick as possible.
COMMUNICATION SKILLS
  Ability to converse are the competence  you undergo when delivering and accepting numerous category  of fact. For instance opinions and emotions . Communication skillfullness  includes paying attention ,talking, discovering and highlighting. It  is very essential to know  the dissimilar on how to pass on information through direct confrontation , phone ,and email disscussion .    
The most significant talent is skilfulness to interact productively. It assist people to get information that is being passed to them and to know what the other party is saying .  The talent is  to  transfer message  successfully will influence every aspect of someone’s  private and work life . Every aspect of your daily life will take steps forward if you knowing how you can communicate understandably  ,paying attention ,speak easily and settle quarrel .
TYPES OF COMMUNICATION
Verbal communication is the use of speech to transport message by speaking or using visual gestures. This is one of the most usual categories, regularly used when presenting, making phone calls,  in a meetings and direct confrontation. Verbal communication is essential for the reason that it is logical. 
 When giving out speech  to a few or a set of people, Always use  a well built voice in other to be  heard by all .  When speaking, be assured of what you are saying   so that  your ideas will be directly and easily understood by others.
When organising a meeting , delivering a speech or in direct confrontation paying attention  and listening attentively  is the main skill because it will help you build up as good communicator.


                 
Non- verbal communication is the use of attitudes and feelings, signals  to transport message  to others. It can be used on purpose and not on purpose. For instance, you can smile if you desire to when you receive an interesting idea or piece of message. This type of communication is useful if trying to know how others think and feel.
 
Written communication is method of sending messages by  letter writing , sending mails or by written symbols . It is advantageous for the reason that it put up a record of details for remark. Writing is regularly used to share information , Emails  are a frequent form of written communication in a place where people work.

Many key elements of communication are overlooked, the importance of listening and the role of active listening and the role of both verbal and non-verbal communication.
WHAT RESULT WILL I SEE IF I IMPROVE MY COMMUNICATION SKILLS
You will see immediate and tangible results from an improvement in your communication skills. All key relationships will be clearer and better, whether with the people who report to you, the people you report to, your customers or your business partners. You will operate with more clarity and command more respect as a result.
MY REFLECTION ON COMMUNICATION
This is a reflection on how I communicate with my love ones , my family and my colleague at work .I have known the useful of good and well built communication skills  for the reason that they have crucial role to play in how I can keep and make a good relationship with people .I   am able to have direct conversation with anyone by eye contact , with confidence I can look into the eyes of anyone that have conversation with .One of the great methods that can be used to establish perception of confidence among each other is eye contact For effective communication to take place. 
 Some people can not maintain eye contact for the reason that they  are not sure of themselves, or maybe they are lying. It is also crucial to know  that ,one of the features that some interviewer  want in an individual is being able to keep some features of confidence . They want to know  if  that person can converse without looking at the eyes of the interviewer . Meaning that the person having interview  is either not saying the truth, or is not assured of himself . According to this  reality, the applicant may not pass . For this reason, I will happily say this specific attribute, is part of my strength.
 Ability to use modern technology like computers ,mobile phones has really helped my communication skills. It has facilitated effective communication between parties involved in communication . Through the computers, Everybody get along and able to have access to the  internet. Using of internet makes communication possible and it makes it easy for people to have access to all social media platforms, and route of meeting old and new friends .  As a person it has given me opportunity to express myself and meet new friends.
 

 Other vital  strength which I have is my going out character. I am a person that likes to build  relationship with people , and keep the friendship under thought. For the reason  of this nature, I have been able to evolve many conversation talents that required effective attention, and observing any conversation controversy and argument that may happen between myself and my friends.
TEAM WORK SKILLS
Teamwork skills are crucial to   your good outcome at work , it doesn’t matter your industry or work title. Working well with customers, work mates, bosses and other people in your place of work can make you finish your tasks effectively and create delightful working environment you and your colleagues. An industry is that focus attention on good teamwork skillfullness is usually a well, blooming place of work. 
WHAT ARE TEAM WORK SKILLS
Teamwork ability is the characteristic  or skills which makes someone work very skilfully with people when talking , working ,in a gathering or another alliance. Teamwork talents depend on personal skills to converse very competently, be attentive listener and accountable and trustworthy. Many other are added personal attributes which will assist you to be an unusual team member at workplace .
WHY ARE TEAM WORK SKILLS IMPORTANT
You will have  to work along with others in all place of work at every stage in your chosen profession.  You can achieve all this in your profession  goal if you are an effective and responsible team player and it can also play a positive part in your organisation . It will also assist you form bond with other, forming accord will conduct bigger working interrelation, new relationship and perhaps latest chances.
EXAMPLES OF TEAMWORK SKILLS
Teamwork skills are comprised of several personal attributes you can  expand gradually. below are just a little examples of attributes that can assist you to develop your teamwork . 
COMMUNICATION The gift to converse in an understandable and in effective way is crucial in  good teamwork. When working with other colleague, it is important for you to  contribute your opinions, points and essential information. There are many different kinds of communication attributes both oral and nonverbal. 
RESPONSIBILITY It is useful that every one in the team know the work they are accountable for and endeavour to finish their jobs on time and meet up to standard. When each team member  operate satisfactorily by accounting for their own job, they can function in conjunction  to reach one goal. 
HONESTY It is very crucial to be sincere with your group. This involve  explain how you are not able to finish a particular job in good time, or share a new occurrence .It will be very hard for a group to grow and collaborate together effectively when there is no trust and transparency. 
 ACTIVE LISTENING is the action of making an attempt to concentrate attentively on people as they give their opinion ,passion and thinking ,this will make a group to know each other belief each other.
EMPATHY When a team member strongly know how others feel it will aid communicating with them in  a process they will answer correctly, When you are able to experience the feeling of one another  you will  know their concept and their feelings.
COLLABORATION It is very important to other people to exchange ideas and upgrade each team member to create a better team.Existing o f teamwork is making group of people with various set of talent and skills to collaborate to make something tangible than what a single person can make on their own. 
AWARENESS  It is significant  for every team member to give their opinion evenly. It is important to  generate space in a way that all team member feel  comfortable to participate their special  expertness and talents. 
HOW TO IMPROVE TEAMWORK
 It can require time and task to develop a personal attribute like teamwork, it is surely achievable  to construct these characteristics. below are a little steps you can take to develop your teamwork talent:
GET HONEST FEEDBACK It can be strenuous to recognise your own aspect of development. Getting a trustworthy colleague or mentor that can give you truthful response about your teamwork power and faults will  assist you develop them.
 SET PERSONAL GOAL Utilizing  your own views and response from others to form attainable, applicable and time-restriction objectives can assist you upgrade only teamwork skill at a time. Making use of SMART objectives structure is a simple  method to set suitable goals for your profession.
PRACTISE  It consume time and performance to see development in your person’s range of skills . Paying close awareness to your teamwork relation all day both inside and outside of work. Take conscious steps to reharse the particular attributes you are trying to construct.
 MIMIC OTHERS WITH STRONG TEAM WORK SKILLS When you see samples of exceptional teamwork, pay attention and know the reason why the association  is much more better. Put in those features in your own relationship when functioning with others.
 teamwork skills development will assist you  in your profession and when looking for new options. Take is required  to rate your present  set of talent and know the areas advancement is needed.  You can start constructing  solid  set of team work talent gradually  with practice.
MY TEAMWORK REFLECTION
Undertaking  teamwork that I encountered begins with setting objectives, recognition, trust development ,and  team obstacles.
 Following or before the establishment of a  team,  an objective or set of aims must be created . Goals setting that is created by a team , surrounds the attainable things which the particular team will study, and this weigh if  the team is doing competently together.
            Awareness is specific stair which assisted me to get along with the other team mates. It has also supplied a condition that the team members can belong, regardless of  our dispute . It also made me value each member of my team.
Trust is the most important part of a prosperous teamwork. On the other hand collaborative jobs serve like gum that stick the team  together. When there is cooperation , a  member of team,  perceive that a particular goal has been achieved for the reason of team effort or a team member. 
             The talents that I have accomplished in the team has developed my decision making and  dispute management
             We can still work to a higher standard in a team if more connecting actions are performed.   Repetition  and time with imbalance strengthens the talents,  encounter and understanding accomplish from process the  of working collaboratively. 
ADAPTABILITY SKILL	
Top of Form

Bottom of Form
Adaptability is a  personal attributes that explain being able to  study  new talent quickly and habits in responding to different situation .When recruiting staffs, companies usually consider adaptability  and this talent is always added in their job illustration for the reason that is very crucial for the development in a job role. 
Employee adjusting to new condition in the place of work is flexible and have the capacity to react effectually to his working situation and adaptable  when  things is not as organised. These people always  relate and work very well on their own even  with team mates
Someone in  headship post are usually suppose to control  uncommon conditions without direct order. An  leader  who has ability to adjust to situation should be able to resolve problems  very quickly in their surroundings and be sure of their perception when reaching hard  decisions.
IMPORTANCE OF ADAPTABILITY IN A WORK PLACE
Some of your personal attribute will assist you in  dealing with some circumstances at workplace. The higher you can adjust to changing situation, the superior worker you will become.  
WHY IS ADAPTABILITY IN THE WORKPLACE IMPORTANT
Adaptability in the workplace is  for a several reasons. Employers appreciate workers that are fortunate  to manage adaptation in the place of work. Adaptability  is also useful being the reason that it displays your talent to be creative,  decision, systematic skills and more .There are some benefit of adaptability in the workplace.
YOU WILL BE VALUABLE
Employers like to  recruit staffs that are able to adapt to the changes. Adaptability display to the company that you have ability to manage new turns or trials with ease.
YOU WILL BECOME A BETTER LEADER
The more you can adjust to situation , the more headship you will have. This will involve concentration, desire and  unbiased views .It will motivate others to do the same when they see  you embracing change and will also assist you get the esteem from your colleagues. The larger you are able to adapt to  reform, the larger you ability to conduct your industry.
YOU WILL BE ABLE TO FACE CHALLENGES
The better you can adapt to change , the better your ability to effectively manage distress successfully . This means having a restored sense of reasoning and being strong whatever the  workplace difficulty.

YOU WILL BE A HAPPY PERSON
Some changes in the place of work can create stress. Accordingly, the stronger your ability to for see adaptation and switch to it, that is how cheerful and more relieved you will be. Adaptability is when you have a confidence in yourself and able to adjust with  moments. 
YOU WILL BE ABLE TO ADAPT TO CHANGE
When you experience change which intimidate your profession, being able to anticipate change have tendency to reduce your tension considering  this new situation. When you are stressful , you will be  prepared  to give the required correction and also move on.
YOU WILL BE RELEVANT
Looking at continue reformation in technology with other sectors, it is crucial to be admissible in your desire profession because how you  can manage change will determine how pleasant you will be welcoming latest structure of performing things. This includes the execution of a new system in work place. 
  Adaptability is something will we all gain from in a this transforming world As managers climb the stairs from a supervisor post to a middle manager and eventually to more senior post, they will need to adapt to their system. Headship position increase in involvement as you proceed in an organisation. And, as a leader’s position upgrade, they need to study how to equip, render, and let go of some of the talents that allow them to carry out successfully in prior leadership roles.
HOW TO DEVELOP ADAPTABILITY SKILLS IN YOUR LEADERSHIP
When all leader’s drive to raise their ability to cope to cope is a special and distinct is all depend on their change areas ,below are a little main tips that could assist your leader upgrade their adjustment talent in the place of work.

MY ADAPTABILITY REFLECTION
I have  being aware of any space in my actual action  and   wish action levels, as this perception will move my behaviour change. But having a clear perception of my personality  must be balanced with my self ability. With all these, awareness of development needs will be increased and motivated , and encouraging. I have learned how to prepare my team by  communicating  with them clearly my aims and what I expect from them to achieve success,
By creating a collective objective and distinctly explaining expectations, my team mates will be able to adjust to plans of action and solutions and accomplish the wished result even when further adjustment happens later.
I have also learned to encourage diversity thought by  paying attention when new solutions are suggested and  taking a time to study and find advantage in each opinion. this diversity of thought will permit me  to search ideas which may  have not  been  considered .I have  been able to welcome  new plans and views. Responding confidently and focusing quickly when situation change. Seeing issues as chances to discover latest and unforeseen solutions. 
In conclusion ,My reflection has given me opportunity to  change my thought and perspective in some aspect relating to work . I can see now that I am more focused and have confidence in carrying out most of the things I was unable to do before now This  Self-reflection allows me to have knowledge  and view things from different perspective angle. I have known that what I accept to be true is not usually the fact. Reflection has built empathy, a main characteristic of effective healthcare worker. It also opened my eyes to assimilate from my experiences and encourage change.
Reflection helped me to have possession of my past, appreciating the present, also feeling pleasure for the future. Self-reflection gives me opportunities to see how observe the other people and examine the importance that the association brings.
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