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I am planning to be a Admin Assistant. To be a Admin Assistant I need the following skills:
1. Organisation  
2. Multitasking
3. Creativity 
4. Team work
5. Time keeping 
6. Communication

This report will examine and explain whether I have these skills and how I can develop these skills to improve myself in the workplace, and why these skills are of importance within my workplace.

[bookmark: _Toc503020829]Where am I now?
Currently I am a home owner, I am married and have two young children to look after.
My eldest daughter has started full time school and my younger daughter will start pre-school soon. Both my children will be at school and I will have a lot of free time on my hands, that is why I grabbed this opportunity to achieve something for myself and went back in to studying. The more you praise and celebrate your life, the more there is to celebrate. [Oprah Winfrey, 2016 ]. This indicates the importance of balancing work life and home life. 

[bookmark: _Toc503020830]Where do I want to be?
My goal is to work in a high standard professional workplace as an admin assistant. I enjoy organising and prioritising my tasks as this is what I do in my everyday life as a mother. Which leads me to talk about my first skill which is organisation. 

Organisation is very important as it is one of the key skills in life and extremely effective in a workplace. A clean and well-kept work place makes a strong impression on how a person views their workplace, it also shows how an employee takes pride in their work and make a positive change in their morale. 

I am generally a very organised person. I like having order as it helps me to prioritise which tasks need to be done and in what order I should do them in so I can get the important tasks done first. 

The challenge is not to manage time, but to manage ourselves. This means saying ‘’no’’ to what is not important and saying “yes’’ to what is. [Stephen Covey, 1991] In Stephen Coving’s book ‘The 7 Habits of Highly Effective People’ he say’s it is important to realise what is important and act on it.

 I think I’d be able to follow the guidelines of Stephen Coving and understand which things are important to act upon. Stephen talks about ‘what, why and how’ in his book, which teaches you to ask yourself questions on which things are needed why they’re are needed and how you can achieve them. I have found this method really helps to figure out and summarise which is importance and in what order to act upon it. Simon Sinek another great thinker and author agrees with this method also, he say’s articulate people think with these questions in mind.

 Second skill that is required in my chosen field of work is multi tasking. Multitasking is dealing with more than one task at a time. I am quite good at multitasking, being a mother I do it every single day. From the moment I wake up I have to deal with multiple breakfast making and feeding at the same time while keeping an eye on the time, getting myself dressed along with children as well as cleaning and keeping up with household chores. 

I would adapt in a busy environment because I am used to it as I have previously worked in ambitious work places, but I have found it can get challenging. I can improve this skill by keeping calmer when I am pressurized with time or too many duties at the same time. Multitasking is a great skill and can increase productivity, for an employer an employee who is good at multitasking will benefit them by saving them time and money. 

Employees with multi tasking abilities are able to perform more duties in less amount of time which gives them more time to get other duties done in that case the employer saves time alongside with money for they don’t have to hire and train another person to do the jobs this person can get done. They deliver more output with minimum resources. 

While multi tasking is an essential skill with the usage of modern technology a lot of the time in workplaces multitasking has been reduced massively, the reason behind this cause is some people believe humans were not built to multi task and having a certain amount of tasks at the same time is just a distraction and the mind cannot focus properly. According to MIT neuroscientist Earl Miller, ‘when people think they’re multi tasking, they are actually switching to one task to another very rapidly and every time they do there is a cognitive cost.’ the idea that humans can simultaneously hold two thoughts or tasks in their head is simply false, which explains why we are so easily distracted in the face of pervasive technology.
 However, I believe multi tasking is an extremely helpful skill in the workplace and if it can be executed and prioritised correctly, a lot of time can be saved. Entrepreneur David Silverman also defends multi tasking and states ‘multitasking actually makes us more productive’ [Bruce Weinstein,2015] 

Third skill which I require is creativity. As an employee creativity is a bonus for the employer as this skill can be rather special. Thinking outside the box is being creative and if I can apply this to my every day work I’ll be unlocking meaningful results. By developing unique ideas I will introduce new techniques to improve instant productivity. Theresa Amabile [1998] and her associates investigated the link between the work environment and creativity. She identified six leadership and management practices that foster creativity in the workplace. These findings are consistent with the observations of many other researchers and creativity consultants. The six practises are:

	Intellectual challenge
	Match people with the right problem-solving experiences, that is, experiences that challenge or stretch them intellectually. This enhances creativity because it supports expertise and intrinsic motivation. But, the amount of stretch is critical; too little challenge leads to boredom, but too much challenge leads to feelings of being overwhelmed.

	Freedom to choose method
	Employees tend to be the most creative when they are granted the freedom to choose which method is best for attaining a particular work goal. In other words, leaders and managers can set the goals, but it should be up to the team members to decide how to achieve them. Stable goals are also important because it is difficult to work creatively towards a moving target.

	Supplying the right resources
	Time and money are important resources for enhancing creativity. Deciding how much time and money to give to a team or project is a tough judgement call that can either support or stifle creativity. Under some circumstances, setting a time deadline will trigger creative thinking because it represents a favourable challenge. False deadlines or impossibly tight ones can create distrust and burnout. To be creative, groups also need to be adequately funded. But it should be noted that creative activities can be achieved at little to no cost with very few supplies, depending on the activities chosen (see below for some ideas).

	Effective design of work groups
	Work groups are the most likely to be creative when they are mutually supportive, and when they have a diversity of backgrounds and perspectives. Cross-fertilisation occurs and the various points of view often combine to achieve creative solutions to problems. Homogenous teams might argue less but they are often less creative. Getting the mix of team members ‘right’ does require experience and intuition on the leader’s part.

	Supervisory encouragement
	The most influential step a leader can take to bring about creative problem solving is to develop a ‘safe’ atmosphere that encourages people to think freely.
This includes making it okay for people to challenge assumptions and disagree with the leader.  If people don’t feel safe, they will only parrot their leader’s ideas.
Praising creative work is important because, for most people to sustain their passion, they must feel that their work matters to the organisation. Whenever possible, a leader should notice and publicly affirm creative thinking.  Creative ideas should also be evaluated quickly rather than put through a painfully slow review process.

	Organisational support
	The entire organisation as well as the immediate leader or manager should support creative effort if creativity is to be enhanced on a large scale. Organisational leaders should encourage information sharing and collaboration, which lead to the development of expertise needed for creativity and to more opportunities for intrinsic motivation. Executives who combat excessive politics can help creative people focus on work instead of fighting political battles. In a highly political environment, an employee would be hesitant to suggest a creative idea that was a political blunder.


Adapted from Dubrin, Dalgleish and Miller (2011)







[bookmark: _Toc503020831]Fourth skill is team working. In nearly every job and workplace you will have to interact with other work associates and other team members. Working alongside co workers and keeping harmonious is very important and takes good skill. I excel in strong team atmospheres. I can talk to a team in a friendly manner and get my message across in a nice way but the team can also see the benefit of my opinion. 
I have many strong references from previous work places for being a good team player. In the job field I want to be I will be surrounded by a lot of people which would require me to be an exceptional team worker. Communication is key to be a part of a team. ‘A team is not a group of people who work together, a team is a group of people who trust each other.’ {Simon Sinek]I have quoted Simon Sinek and I agree with him if you can communicate correctly it will make a great impact. Employers also benefit from having employees with great team working skills, their work place will be a positive and calm environment also employees will of more value if they can work together. 
I see the value of listening to other people’s ideas and opinion as well, it is very important to respect ideas of fellow workers whether you think its correct or not and advice them instead of judging or being rude, by doing so you will earn respect and become a valuable aspect within the group. Working alongside a team it is also a bonus to have leadership skills. 

My fifth skill is Timekeeping. I have this skill and I also know the key to good time keeping is understanding the difference between with what is urgent and what is important. Urgent tasks demand your immediate attention whether you can give the task the attention or not it doesn’t matter. Important tasks however may have serious consequences but don’t need instant attention. 

Learning to prioritise between important and urgent Stephen covey brought to out attention the matrix grid 

	
	
	NOT URGENT 

	IMPORTANT 
	Quadrant I: 
Urgent & Important 
	Quadrant II: 
Not Urgent & Important 

	NOT IMPORTANT 
	Quadrant III: 
Urgent & Not Important 
	Quadrant IV: 
Not Urgent & Not Important 


source: Stephen Covey, 7 Habits of Highly Effective People 
Quadrant 1 is for the immediate and important deadlines. 
Quadrant 2 is for long term strategizing and development.
Quadrant 3 is for time pressured distractions. They are not really important but someone wants it now.
Quadrant 4 is for activities that yield little is any value. These are activities that are often used for taking a break from time pressured and important activities. 
Many people find that most of their activities fall into quadrant I and III. Quadrant II is often under used. Yet, Quadrant II is exceptionally important because one must work both tactically and strategically at the same time. Finding ways to expand Quadrant II activities is a common outcome from using this grid. The main teaching is here that you do the important things first to get further in life.

My last skill to end this analysis is communication. This skill is the most important of all, it is key part of the beginning of everything. Communication skill is how a person will judge you first, the way you talk describes a massive part of who you are. My thoughts on communication skills are that it is crucial you communicate to the best of your ability every day. By being able to share your ideas and feelings effectively it will guide you to success. Workplace communication will lead you to the top and make you stand out. “Communication makes the world go round. It facilitates human connections, and allows us to learn, grow and progress. It’s not just about speaking or reading, but understanding what is being said—and in some cases what is not being said,” [Richard Branson 2017] based on what Richard said communication is actually the main body in everything, you learn by communicating, you teach, you progress, to do anything you will have to communicate in one way or other. Without the skill to communicate no influential person would have been able to get their own message across, so it’s the most important skill and it is a skill that can continue to grow and improve all the time because you never stop learning.

How will I get there? Conclusion
I will achieve my dream job by finishing my studies and planning in the right way. 
The way I present myself and update relevant information. Put in time and effort to look for jobs meeting my criteria. 
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