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Introduction
In this report I will be analysing the basic skills and how these skills are adapted in everyday life. I will also discuss how these skills affect daily life and what they are essential for. I will also include the way the skills can be used and how they become useful. In addition, I will explain the advantages and the types of disadvantages these skills bring. The types of skills I used are the ones that I am most familiar with and these skills are a part of who I am. 
I will also explain the important parts of the skills that will allow to understand how they are used when applying these skills. In this report I will explain and present how the skills are used.  

Time Management
Time Management is a type of skill that helps you to control how you want to divide your everyday duties without over lapping your schedule. This is important as those who are familiar with this set of skills are very keen on doing what they must do and follow their timetables making their day very organised. To achieve the very best you must know to use time effectively. This means that if you have deadlines to be met, you will know what to do at certain points through your day.    
Time management has 4 set of rules, the most important is what must be done now, what is the priority. This is a task that requires your full focus that you cannot miss out on therefore time has to be sorted out in accordance to priority. The most important first and the least important last.
The 4 type of actions are: Actions to do first need to be done as soon as possible, actions to do next are the ones that are easier and take less time, actions that you can do later are the ones that do not take as much time and you will only do it if you have to and finally the last action is the things you do not have to do but it is your choice.(Skillsyouneed, 2011). Linking these time management into your day schedule from work to home and have time with your friends all means how your priorities what you want to do.

Communication skills
Communication skills are the most important skills you must have. This is used to communicate and interact with others to reach a conclusion. Therefore, this is one of the most important part of your life and without this skill all other skills cannot be achieved at the full extent with mastering communication skills.
There are top communication key skills that are part of communication skill such as listening, nonverbal communication, clarity and concision, friendliness, confidence, empathy, open-mindedness, respect, feedback and picking the right medium. (theballancecareeres.com, 2018). 
Listening- To communicate you must be a good listener to understand and comprehend what your being asked or questioned. Through listening you can answer and respond appropriately.
Nonverbal communication – This means your body language, eye contact, hand gestures and the tone you use to convey your message. This helps to deliver or show what your trying to say such as a relaxed, open stance with a friendly voice would make you look approachable and allow others to speak with you.
Clarity and concision – This means trying to communicate clearly and conveying the message in just a few words. Speaking and trying to get your message across with not a lot of talking but getting to the point it helps to avoid talking excessively and confusing your audience.
Friendliness – This helps to approach people and seem opened as it indicates your harmless, ready to interact. Being kind and polite helps people to trust you and be honest towards you without them having to hide anything. 
Confidence – This is important in communication as it presents believe in what you are saying, and this indicates that you stand firm and know what you expect. However, you cannot show to much as it will seem your arrogant or aggressive, but a firm friendly tone would help you reach your expectations. 
Empathy – This basically means you must understand the opposite sides point of view e.g. if you disagree with your employer but also understand where he/she is coming from. By understand it means you have listened and comprehended therefore your using communication skills.
Open-mindedness – By this term it is meant that you can listen and understand the persons point of view and with an open flexible mind you can be more honest in a conflict or a disagreement and maintain a friendly calm conversation.
Respect – By making eye contact referring by their name will show respect, and this will make the person feel appreciated. 
Feedback – Being able to receive and give feedback is a very important communication skill. Feedback helps to increase a person’s morals or get them motivation to work and achieve what must be done. The feedback can be face o face, email or a phone call but saying ‘good job’ or ‘thanks for taking care for that’ can greatly increase their productivity. 
Picking the Right Medium – This means knowing what form of a communication skill to be able to use such as serious conversation it is best to do face to face. If the conversation is with a very busy person then it is best to do it through email. Each type of person depending on their job role or timetable will appreciate your effort of communication.




Problem solving
Problem solving is powerful skill to have as it is a key skill to help and understand how to solve a conflict. The problem-solving attribute is to know also how to behave in different situations and know how to reach a conclusion without making things worse.  This skill helps to understand and solve any disagreements between parties and helps to understand what must be than.  
Problem solving involves both analytical and creative skills. However, depending on the situation, the skills vary. These key skills help to solve the problem and they are: critical thinking skills, creative thinking, initiative, logical reasoning and persistence. ( University of Kent, 2013)
Critical thinking skill – this skill helps to evaluate the situation and plan on the type of approach. There is a type of approach such as the methodical approach that is used in situations where it is about a practical or technical nature. 
Creative thinking skills – this means to come up with fresh quick ideas to resolve the problem. This is what it is meant by creative as it is up to you on how to decide how to approach the situation. 
Initiative skill – is when you act in your own way, quickly and effectively think of the situation and decide on the type of approach depending on the situation. This is an important part of the skill as it will indicate how you want to do it.
Logical reasoning – This means how you decide to answer the question to understand the problem. This is basically a natural type of skill which means if your able to read what is needed in a type of situation e.g. if the person is angry your approach must be peaceful and have full awareness of what must be said, in other situation if there is a disagreement about the wrong price, your able to say a logical simple answer to explain why the price was wrong or mis read. This is all essential to be a good problem solver.
Persistence – being persistent in what your trying to convey to the person is not easy especially when the person is fuming, and you are trying to say the opposite thing. This basically means that you must know what is right and know how it needs to be conveyed.    
The other part about problem solving is to know what you are facing. This means he first thing you must do is to understand the problem such as:
Evaluating the problem means the person must first clarify the nature of the conflict and the figure out what questions to ask. After formulating the questions to ask the person appropriately systematically you are gathering information. This helps as your brain is collating and organising data and from this you are condensing and summarising information. Then after this process is through you the define your desired objective and understand what you are trying to do.
Then, managing the problem means using the information gathered effectively and breaking down the problem into smaller more manageable parts so it will make it easier for you. Using the techniques such as brainstorming and lateral thinking to consider everything you can do in that situation. Analysing these options in greater depth and identifying steps that can be taken to reach your goal. This all explain the breakdown of how you use the information you have gathered and plan your steps.
Afterwards, you now have decision-making which is when you must decide between the possible options for what action to take and checking if you do not need any more information before proceeding. Then you must plan what is needed when acting.
Finally, you must resolve the problem by implementing action and providing the types of information to other people if need be. Then you must review the progress and be sure everything is going as it should. Then you examine the results and monitor the outcome and try to review the problem and check the solving process to avoid problems in the future.
When being in a problem then you will need to get other anything if need be.     
  
Conclusion
In this report I have presented the key skills that are used in communication skills and how they apply in everyday situations. This helps to understand how these skills can be applied to your work study and when you socialise with other people. This also indicates that each person varies and therefore other type of methods needs to be using to converse with each person and to show your self as friendly and approachable.
The other skill that I have included is time management which is the most important skill as it concludes how you want to sort out your whole day and, in this report, I have explained the use of time management and what it is made of. 
The last paragraph is about problem solving skills that is very important in persons personal attributes because it helps to find answers when the situation is not good, and it helps to find solutions when they have problems. This is essential when there is a conflict and with this skill you would be able to find an answer and solve it according to the situation.
Therefore, I have explained and answered how and why these skills are used to be able to process and succeed in what you are doing when applying these skills in your everyday life. 
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