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Introduction

Task 1 a : Essential Skills for study and employment
· Communication Skills
Remembering to be polite and well-mannered, will open up many doors, making it easier for you in a social environment as well as working environment. Being straight forward, blunt and expressing yourself directly it makes it easier for other to understand you and not be confused. In any situation emphasis on the positive side of your ideas for a clear outcome. An effective team member needs to have good listening skills, to concentrate on the peers and their ideas and concerns and for everyone to reflect from them.
· Teamwork Skills
Having the skills and ability to work cooperatively with others, by being a productive team member with a positive attitude, leadership, collaboration and excellent communication will help achieve goals or targets and will motivate others. Also maintaining and developing a good relationship amongst the team members with their diverse personality and their knowledge. Consider the viewpoints of the team members by being flexible and with an open mindedness. Listening carefully to the team members and to their input, discussions and disagreements, also being considerate and showing concerns to your team member regarding their interests and opinions.

· Time Management Skills
Being focused you will not be distracted and waste time, therefore you will complete more work in less time. Using your time wisely will reduce stress and make you feel relaxed. Allowing yourself good time management, will help you to accomplish your goals in an enjoyable and satisfactory manner.
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