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1. Personal statement
1. Working in teams
A team is a group of people with different sexes of skills, knowledge and ability of intelligence to organise, plan, direct and coordinate all company activities to achieve deadlines, and successes.
Whether you belong to a group or a team member, all work together for a common goal. While differences and disagreements may exist among team members, there are established rules that bind the team together, so that each one knows what is expected of everyone.
There are also commitments to sorting out disagreements to allow a team to achieve its goals. Communication within team work is very vital to each member that each one should tolerant what other think and not to store bad feelings which will include accommodating different types of people of different backgrounds, skills and experiences.
In a team, members trust each other and accept that the team is more important than an individual even through you don`t always agree with each other. Team work is very important in an organisation for it to work efficiently, well organised, setting up roles and to deliver what customers need and make profit.
According to Karen Holmes in a book titled “What employers want” (Homes, 2011) writes that working as team is so important with benefit to individual skills and experiences that you learn from each other, such as sharing ideas, responsibilities that will drive the team to achieve great success.
While teamwork apply to Bruce Tuckman`s development module stages of a team, such as forming, storming, norming and performing through gradual process. And the benefit is that even if one member is not at work, because a team shores work among themselves, work will not stop.
The benefits of working in a team are greater as you work well together to achieve more that individual working on him/her own. 
As an individual you learn from team members who have high skills and experiences. Working in a team can benefit the organisation by encouraging people to work together to solve problems.
 
1. Problem solving
Problem solving is being able to identify work based problems and obstacles by applying appropriate problem solving tools. We have to weigh up the probabilities and constraints before deciding on course of action to reach out on a conclusion. While we gather information about the problem which we have identified, we analyse it so that we can come up with appropriate solutions or choices. 
Although there are different approaches and methods to problem solving, rather the new technology have a big role to play within problem solving in order to come up with good decisions to achieve success.
By grading the problems, decisions and the choices, come up with priorities as you review and monitor what you have decided as your best solution.
Problem solving, according to (Homes, 2011), points out that a formula is needed to apply it on problem solving and decision making.
She pointed out that by using simple techniques called SWOT (Strengths, weaknesses, opportunities and threats) analysis, you can weight up your options and come up with a sensible decision.
Karen Homes concludes that to tackle weaknesses, one can balance the opportunities and the threats and get a good decision to problem solving
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Personal profile:
A dynamic, ambitious and self-motivated individual with strong work ethic, goal-orientated, target driven to embrace challenges. Able to priorities workload and deliver excellent quality of service within any working environment. Always keen to work in team as well as working effectively on my own initiative. Being flexible, reliable and committed to good time keeping that I take pride in a job well done by meeting deadlines. With my potential skills and experiences gained in my previous jobs, I am able to adapt quickly to any new working environment.
My Key Skills:
Excellent communication skills
Knowledgeable with IT
Flexible approach to extra working hours
Capable of working under pressure with good sense of responsibility
Ever polite, friendly, listen to others and quick to learn.
Well organised with time keeping to achieve goals or task set.
My learning Access:
Currently at full time student at University of Wales Trinity Saint David, course, of one year (June 2017 to June 2018) a Certificate of higher Education in skills for workplace.
Certificate of speciality work with the people with Alzheimer (2003) 
Certificate of geriatric (2001)
Accounting and Business Administration (1991) 

My work History:
I was worked in the Bank Branch
Personal assistant
Restaurant Manager
Offices cleaner Supervisor 
 I worked with cleaning Agencies in several areas of the city.
Care assistant

My work experience:
I am well organised and efficient individual in my work. I have learned to prioritise workload to ensure the most urgent issues are dealt with first. I am pro-active in my work and tend to show initiative in identifying problems at early stages, informing my boss and team mates, monitoring them and offer suggestions to find solutions, hence, meeting our time target. Though my IT skills are not of deep experience, having recently passed my computer literacy exams, rather I am a quicker learner and have good understanding of internet.
About my approach to work, I have good understanding of Principles of Health and safety at work place and I always observe the relevant guidelines. Being friendly and out- going in sports clubs, I get on well with people of different backgrounds. As an individual, I am highly motivated and self- confident when I am at work to ensure time, target and success. In any changing work conditions, I am to be relied on with honesty and trustworthy on task set.
My achievements:
In my previous jobs, I have acquired excellent skills, knowledge to time management, problem solving skills, work procedures, working in team and how to meet target by prioritising the important issues and monitoring the risks.
Team working
A group of people which is trying to complete a task. When you work with a team in the business you must take all the ideas and considering all data by analysing as a group the solutions.
Approach to profiling people we may need to find the strengths and the weakness of the members of group. There are a numerous team work theories, all with features to commend them. 
For example it wold be helpful to know the answer of the following questions:
· How do teams develop?
· Where do you need place your emphasis 
· How does the leader’s role vary as a team develop
To help these answers we need to apply a star model to improve team work.
The star model is defined by 
S- Strengths
T- Teamwork
A- Alignment 
R- Results 
Time management
The time management is the process of planning and exercising conscious control over the amount of time spent on the specifically activities. (Cottrell, 2013)
The major themes arising from the literature on time management include the following:
· Creating an environment conductive to effectiveness 
· Setting of priorities
· Carrying out activity around prioritization 
· The related process of reduction of time spent on non-priorities
· Incentives to modify behaviour to ensure compliance with time related deadlines 
“Time is money when you are running your own business. Maximise your day with our top ten times management tips”.  
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