Introduction
The purpose of this report is to show the importance of skills in the workplace, for this assignment I will be analysing 5 skills. The following skills are communication, team work, listening, and willingness to learn.

Communication
Good communication is an essential tool in achieving productivity and maintaining strong working relationships at all levels of an organisation. Employers who invest time and energy into delivering clear lines of communication will rapidly build trust amongst employees, leading to increases in productivity, output and morale in general. The ability to convey information to another effectively and efficiently. Business managers with good verbal, non verbal and written communication skills help facilitate the sharing of information between people within a company for its commercial benefit.
It’s very important to have this skill in the workplace due to the fact that poor communication in the workplace will inevitably lead to unmotivated staff that may begin to question their own confidence in their abilities and inevitably in the organisation.
With communication skills as a whole I am very well spoken and direct in that department and effectively showed how well by how friends, colleges and people as a whole by the way they never really ask twice about something I’ve spoken about. I’ve always want to improve any trait I’ve gain over the years
Team work
The process of working collaboratively with a group of people in order to achieve a goal. Teamwork is often a crucial part of a business, as it is often necessary for colleagues to work well together, trying their best in any circumstance. Teamwork means that people will try to cooperate, using their individual skills and providing constructive feedback, despite any personal conflict between individuals.
Teamwork helps solve problems. Collaboration within a group can help solve difficult problems. Brainstorming is a good opportunity for the team to exchange ideas and come up with creative ways of doing things. By working together, teams can find the solutions that work best.
It is human nature that people don't always get along. Sometimes personalities just don't mesh. Business leaders need to identify situations in which two team members are in conflict, and to then develop an action plan that can help both to perform optimally. For example, one team member might be upset about having been passed over for a promotion and now, he must answer to the person who got that job. Leadership needs to acknowledge the issue and then perhaps create a development plan that will help both employees meet their personal goals at work.
As teamwork tend to be in most aspects of the workplace, every department, floor, and sector. I grasp to the fact that the slogan team work make the dream work is very accurate in this day and age. Teamwork is very handy and I’ve learned through out many years is helping others who are struggling or not listening to their personal feelings and instructions about the work causes conflict and slows work progress.




Listening
The listening process, listening within the work context is the process by which you gain an understanding of the needs, demands, and preferences of your stakeholders through direct interaction. A stakeholder could be anyone from your boss, a client, customer, co-worker, subordinate, upper management, board member, interviewer, or job candidate.
There are two components to actively listen with success in the workplace: attention and reflection.
· Attentive listening involves holding eye contact, nodding, having good posture, and mirroring the speaker’s body language to show genuine interest in what they are saying. In addition to these nonverbal cues, you must also allow the speaker to finish their thought in its entirety.
· Reflection is the repeating and paraphrasing of what the speaker has said to show that you truly understand what they are telling you.
Good listeners always strive to fully understand what others want to communicate, particularly when the statement lacks clarity. Listening demands the attempt to decode and interpret verbal messages and nonverbal cues (e.g., the tone of voice, facial expressions, and physical posture). Great listeners also show their curiosity and ask a lot of questions. Do this, and you will make a great impression.
Through their body language and other cues, effective listeners subtly communicate to the speaker that they are listening. Additionally, they encourage and welcome the thoughts, opinions, and feelings of others. One way to demonstrate your listening skills is to allow the interviewer to complete each question and statement before responding. Do not interrupt and be sure that your responses genuinely answer the question. Remember that it is perfectly fine to take a few moments to frame the right response. Doing so shows that you have fully absorbed the speaker's words and are considerate enough to formulate the best answer.
Not having the listening skills doesn’t help sometimes due to interrupting the other party indicates that your listening skills are underdeveloped. Likewise, responding in a way that fails to answer the question will reflect poorly on your listening skills, especially in a job interview.
Talking too much is also problematic, as proper conversations should be well balanced, with parties getting equal time to speak. Monopolizing a conversation prevents you from listening and the other party from fully expressing what they want to say. In the end, this will lead to you making a poor impression. Looking distracted is also a quality of a poor listener. That could involve anything from avoiding eye contact to checking your phone or watch while someone else is talking. 
I obtained the listening skill through helping to build experience and general all round knowledge of any task or topic in hand to give you the comfort feeling of being in control and listening to others puts you into that section and also prevents you from continuously asking for help or bothering others who are doing their own separate tasks
Critical thinking and problem solving
What is Critical Thinking?
When examining the vast literature on critical thinking, various definitions of critical thinking emerge. Here are some samples:
· "Critical thinking is the intellectually disciplined process of actively and skilfully conceptualizing, applying, analyzing, synthesizing, and/or evaluating information gathered from, or generated by, observation, experience, reflection, reasoning, or communication, as a guide to belief and action"
· "Most formal definitions characterize critical thinking as the intentional application of rational, higher order thinking skills, such as analysis, synthesis, problem recognition and problem solving, inference, and evaluation"
· "Critical thinking is thinking that assesses itself”
· "Critical thinking is the ability to think about one's thinking in such a way as 1. To recognize its strengths and weaknesses and, as a result, 2. To recast the thinking in improved form"
Weak critical thinking skills show themselves in many ways:
· Dangerous and costly errors,
· Repeated mistakes,
· Bad decisions,
· Failed systems,
· Inaction when action is needed, the giving of bad advice,
· Inaccurate assumptions, the poor design of training programs,
· The poor evaluation of educational curricular,
· The lack of anticipated action
· The list is long.
Weakness in critical thinking skill results in loss of opportunities, of financial resources, of relationships, and even loss of life. There is probably no other attribute more worthy of measure than critical thinking skills.
Critical thinking skills is key and always a skill to have due to less failure at work, mentioning and overcoming problems before they start are essential I possess this skill and believe it’s at least no.1 in certain aspects of certain jobs and tasks.
 In our high tech and constantly changing reality, desire and willingness to learn is a crucial skill for surviving, improving and achieving any kind of success in the career and business.
Ability and willingness to learn new skills
What is the willingness to learn?
It expresses the human desire, cheerfully consenting or readiness to know new things and to improve as a whole. In the business aspect, willingness to learn means you are a person who wants to be more qualified and wants to be up to date with changes and tendencies  in your professional area. You have desire and passion for improving your professional skills and competencies.
Willingness to learn is one of the most valuable skills required by companies nowadays. It is among the most important skills to put on a resume. So, if you are a person who is searching ways to improve yourself, do not hesitate to mention this during the job interview.
Learning is a long-life process and the knowledge that you have is never enough. There is always more to know. The desire to learn is among the best characteristics a person can possess. There are a huge number of benefits to possessing willingness to learn. Here are the most important of them:

The Importance of willingness to learn:
· Gives you the ability to create.
· The more things you learn, the more new ideas come to your mind. The ability to innovate requires a desire to learn a lot.
· Open doors to you for career and business success.
· There is no way to be successful if you are stuck with the old things.
· Help you to deal with unexpected.
· One of the most important characteristics you need to deal successfully with difficulties is to have a desire and willingness to learn. It will help you to find ways to solve the problems.
· Help you improve self-confidence.
· Gives you more flexibility.
The willingness to learn skill is a necessity both for children and adults and the more developed you will be the better future perspectives there are in front of you. Though it may seem that it is impossible to force yourself to acquire new knowledge, this skill can and must be developed. It will open new doors in your life and let you take the most of living in the modern world. I strongly believe I have obtained the necessary traits of willingness to learn
In my conclusion I have written about the skills needed in a workplace and they are as followed. communication, teamwork, listening, critical thinking and problem solving and ability and willingness to learn new skills. I believe these skills alone and are only a few of very important skills in the workplace, without listening you don’t have communication without communication you have critical thinking and problem solving come into hand and with all these in motion create lack of feelings willing to learn new skills and progress, in hindsight you can see a chain of problems starting from the first few skills and this can start from the C.E.O right down the receptionist or even the customers or students if it’s in the education sector. Some traits here I wish to improve on is listening and communication as I tend to believe I can get things done without asking for a second review of the task or topic to get a clearer understanding and that’s where I exceed in critical thinking and problem solving. I always will be willing to learn new skills and push myself to barriers beyond my comfort zone to get the best results and experience.
