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Time management is one of the most essential skills to have in the modern workplace. Having time allows you to complete more, contribute more, and have a bigger influence. Every workplace wants employees with strong time management abilities since they can provide greater results. Time management is used to plan and organise personal resources and is applied to many areas of life.<1>

 Decision making skills prove your competency in selecting the best possible choice from those provided. It involves using the information you have to weigh up possible risks and opportunities of the decision you make and stick with. Consulting with people is a key element in decision making so that you can make unbiased and balanced decisions that produce the best possible results that benefit your surroundings. <2>

Active listening is when you are fully aware and concentrate on what is being said rather than passively hearing what the speaker is trying to convey. The purpose of active listening is to gather information and listen in order to comprehend others and situations before responding. Making a conscious effort to listen intently and comprehend what others are trying to say without passing judgement. Individual differences exist in listening skills. Yet, the good news is that it is a communication skill that can be learned given enough time and persistence. Focus, comprehension, and taking into account many viewpoints in order to further the greater good are all important. <3>
[image: ]         

References <1>
image.png
100%
Attention

Empathetic
being

Summarizing

Active

Listening

Paraphrasing

Questioning
with

curiosity

Clarifying
Self-

awareness

technique

Hearing
content
Neutral
Technique
Listening

for feelings

Observing
body

language

Awareness
of context

>

MELISSA EISLER




