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PART1:Skills for tacking the problems successfully

   Problems are in the center of what everybody do at work everyday.Even we have to solve a problem for a client,or we support those who try to solve a problem,or we discover new problems to solve,the problems the we face can be large or small,simple or complex,easy or difficult.
In almost sectors,problem solving is one of the key skills that all the employers want to find in a job applicant.Basically problem solving is the act of defining a problem,to know how determine the cause of the problem,identify the solution and to know how to implent the solution.
          AC1.1-Define a problem,the stages of a problem,how problem can affect psychologically on human health.Give examples of simple and complex problems in your organization.

Whatever problems we faced with there are some fundamental steps that we have to respect:

-we have to identify the problem

-we have to define the problem

-we have to examine the option that we can take

-we have to act on a plan

-we have to look at the consequences

This steps can be an ideal model of problem solving
When a person is working under stress,can affect that person on her physical and mental health.A lot of peoples encounter stress from different sources like work,health,mone or media.That s why stress is one of the biggest health problems that people face today.
Problems from our job can affect psychologically our human health,like stress,anixiety or depression.All of that can appear from job uncertainties,or we receive a poor support,lack of control,our manager demands are too much or to little,we have problems with our colleagues.All of these problems bring us to changes in our normal behavior-like problems with eating and sleep habits,we become nervous and demotivated,in the end we will finish to be confused and disappointed  with ourself.

Any problem that appear in our workplace,like running a bussines or software development,can be considered in terms of complexity.Problems can be simple or complex.

Simple problems are the problems that is easy to understand,the risk of that problem is low and the solution is fast to find.An example of a simple problem that I can confront at my workplace,working like a chef in a restaurant,can be the missing of a ingredient,because in the kitchen I always have to take fast decision and I have to be also inventive,I can replace that ingredient with something similar and a close flavor.

Complex problems are much difficult and involve a relationship between cause and effect,most of the time is not predictable.

For example a complex problem from my job,can that if one of our oven doesn t work properly,from that can appear a lot of questions like how will affect our bussines:discrepancies between actual and expected food costs,lack of budget to complete the renovation of the oven.

Even we confrunt with simple or complex problems,the best solution is to have a brainstorming with our colleagues,in that way we can find more possibilities of fixing the problem,also we need to spend more time searching for alternatives and observing their consequences.
          AC1.2-What is a critical thinking,analyse the key steps of critical thinking.How critical thinking and innovation can assist you at work place for tacking the identified problems.

Critical thinking is one the most impotant quality that all the company are looking for from their candidates.Critical thinking refer at the ability to analyze the information objectivel and make a reasoned judgment.Critical thinking refer to someone who know evaluate the sources such as data,facts,good observation,and research findings.
The six steps of critical thinking:

-knowledge

-comprehension

-application

-analyse

-synthesis

-take action

Knowledge-for every problem we must have a clear vision,this step identifies the argument of the problem that needs to be fixed.The question in this stage should be open and give us the chance to discuss about our problem.In this stage we must have in our mind questions like:what is the problem?or why do we need to solve it?

 Comprehension-after we identified our problem,the next step is to understand the situation.We collect the data about our problem,and with all our reaserches we must fix a deadline to solve our problem.

Application-in  this step we need to use mind maps,that can make us to determine the best way to move forward wit our problem.

Analyse after we set our priorities and  we know what are the causes of our problem,we can use also cause effect diagram,wich can dive the problem.

Synthesis-in this stage we can use solutions like swot analysis,we can identify solution’s strengths,opportunity,threats or weakness.

Take action-in the final step we are able to build an evalution of our problem that can be put in action.
The time for a critical thinking depends of the complexity of our problems.
I thing that using critical thinking in our workplace can be very helpfully because can save us time and money.
PART2:Understanding organizational analysis & communication skills

          AC2.1-Identify the key influencing factors to the organization(selected one of your own choice)like political,economic,social and technological with brief explanation of each component

Political factor:is a external environment that can affect our bussine and refer to all the actions that a government can take in the zone where your bussines is,can affect your bussines economically.

          AC2.2-Write a letter to your line manager about the impacts of political, ,social and technological factors on the organisation
PART3:Working with others and understanding employees behaviour

          AC3.1-What is Employee Behaviour and describe the two main types of employee behavior.Explain briefly the key influencing techniques of the management of managing the behavior of employees.

Employee behaviour is the reaction to a particular situation at workplace.Employee needs to behave sensibly at workplace not only to gain appreciation and respect from colleagues.
Types of employee behaviour:

-the commander

-the drifter

-the attacher

-the pleaser

-the performer

-the avoider

-the analytical

-the achiever

The commander-they can be perceived  like domineering and aggressive.They will never lose time worrying about hot speack tactfully.They can be great drive and initiative,they like to taje charge of the situation.
The drifter-is the opposite of the commander,have difficulty to stay on the task,two of the best qualities are creativity and variety.

There are some techniques that we can use to improve behaviour employee like positive reinforcement,give reward to employee to demonstrate desired behaviour,and keep them motivated doing a good job.Discipline can be another technique,extinction refer to elimination of procedures and policies that can inhibit the ability to communicate or work efficiently.But before to use these strategies managers must understand how each strategiy works and be aware of the benefits and drawbacks.
PART4:Data analysis skills and information communication technology

          AC4.1-How Technology has supported the business in general,present the key advantages and disadvantages of using information technology in your selected organization
Even we have a small bussines or important company is neccesarly to use communication technology,no company can have success for long time if their workers don t communicate with one another ,and this lack of communication can become evident of wasted time ,missed appointments or disjointed meetings.One of the most popular example of communication technology can be the email:one of the used forms of techonological bussines communication,can be valuable.

A lot of fields have been impacted by information technology like health,education,etc.

Advantages of using information techonolgy in my workplace:

-save time and increase of our production

-improve our communication

-is much easy to storage data or file management

-our financial management is much better

-we can cuts costs

Disavantages using information in my workplace:

-we can have security breaches

-we can duplication of our products

-our privacy is not safe
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