TASK 1
A set of transferable life skills, "study skills" refers to the abilities a student must cultivate and comprehend in order to study and learn effectively. After leaving the classroom, you can use what you learned. Time management, prioritisation, the ability to analyse and solve problems, and the self-discipline required to maintain motivation are just a few (Tracy, 2008). 
Time is the single resource that cannot be borrowed, purchased, or exchanged. It contradicts the fundamental concept of the market economy, which holds that how effectively we manage the time we have influences our success or failure. Time spent on something that is important to us can make a huge effect, according to Zeller (2015).
Just like with any other skill set, mastering time management requires practise and perseverance. In the long term, perseverance pays off because it lowers stress, saves time, and might even enable task completion ahead of schedule. Manser (2010) defined managing our time as requiring self-reflection, developing excellent habits and organisational abilities, as well as making use of some useful tools.
	At first, I didn't think I had the time-management skills necessary to succeed academically; I struggled with everything from getting ready for lectures to finishing and turning in assignments on time. Week after week, class after class, I had a firmer grasp on how to maximise my time effectively. Because I am self-aware and strive to improve, I have been reading up on time management strategies that will allow me to devote enough amounts of time to my academic pursuits, my family, and myself. It doesn't always work well, but that's because I still have a long way to go in terms of mastering time management. The lesson I took away from this is that this is not a talent you're born with; rather, it's a skill you need to hone through time.
Successful students and workers are more likely to have good writing skills, which can only be acquired by dedicated study and practise. Conversely, poorly written material increases the likelihood of misunderstandings and leaves a negative impression on the reader (Bisconti, 2021). Writing is a great way to improve in areas such as communication, the ability to think critically and solve problems. Workaday writing tasks such as emailing, letter writing, report writing, and PowerPoint preparation all require strong writing skills, and not just for those in "writing" professions such as journalism. Over the course of a decade, Time magazine studied 100 LinkedIn profiles, finding that those with grammatical errors were promoted only 1–4 times, while those with well-written profiles were pushed 6–9 times.
Although I had always considered myself to have above-average communication and writing skills, I have recently come to the realisation that I need to devote more time to developing these abilities to more effectively convey my ideas in written form. At first, I was very assured; then, as I began to examine my performance more closely, I became increasingly aware of how much improvement I still need to make. Now, honing these skills through reading and writing not only boosts my confidence but also my sense of self-worth; yet, I am well aware that I must continue to practise these skills every day, as the struggle to express myself clearly and effectively is an ongoing one.
Employers are seeking for graduates with a wide range of well-honed life skills, not simply the ability to do the job, as defined by Che (2021), thus it takes more than a solid degree and a few high grades to secure a job. Aristigueta (2013) thinks that to succeed, one must be self-motivated and be able to work well with others, be creative and be able to think of novel solutions to problems. Companies value professionals who can adapt their talents to new situations. Someone with strong analytical abilities, for instance, may be able to look at a problem from different angles and assist narrow down the possible solutions. Companies want workers with transferrable talents because those workers are more likely to be able to contribute in ways outside of their specific roles.
My previous jobs in customer service, the travel industry, which required me to work within a team and interact with customers face to face, and my current position as a company administrator have all forced me to overcome my preference for working independently and learn to function more effectively as part of a group. I wasn't great at it at first, but I eventually figured out how to listen to others, adapt my own expectations, and work well with people who have different personalities than mine. But I'm growing better at it every day because to what I've learned from my experiences and from my co-workers. Though working independently has its benefits, nothing beats contributing to a team effort that has a common vision and ultimately succeeds.
Employers place a high value on transferrable talents, and we should, too, because they are crucial to furthering our career. A key benefit of developing my transferable talents is that I can use them in any job. Whatever path I may choose to take in my professional life, the transferable abilities I acquire along the way will always be there to support me as I adjust to new situations and advance in my career.
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	Specific
	Measurable
	Achievable
	Relevant
	Time-limited

	· I will improve my time management skills by keeping a monthly planner agenda in which I record my daily, weekly, and monthly objectives.
· I will apply a few methods and strategies to improve my time management skills -the main focus will be on the Pomodoro Technique and the Eisenhower Matrix.
· I order to improve my communication and writing skills I will attend the course suggested by the company I work for from the 6th of January.
· In order to improve my team working skill I will read and apply the information read in Dan Hogan’s book on How to Facilitate Team Work Agreements; the book is a guide to becoming a good teammate while working as one.
	· I stay on track with my plans for the month because I use this monthly planner agenda every day.
· By using the two techniques I shall be focusing on prioritising tasks according to urgency and importance, as described in Administrative Professional Today (2021).
· When I take the assessment for the communication course I'm enrolled in, I'll know if my progress toward becoming a more effective speaker and writer is on track.
· After reading the book, I will create a process map which will be communicated to my team and applied accordingly.
	· I create monthly and weekly goal lists in addition to daily to-do lists, and I use the 'crash-course' guide from the book The 12 Week Year by Michael P. Moran (a guide on how to shorten our execution cycle from one year to twelve weeks).
· I try to use the two techniques daily, if possible.
· I will complete the course on the 6th of January.
· I will finish reading the book within a week; I will create a process map within a week from finishing the book, send it to my manager for approval, make the necessary adjustments and then communicate it to my teammate and apply it accordingly.
	· I've been falling behind on my regular work and monthly objectives.
· I’ve been failing at prioritising my tasks according to urgency and importance.
· The course has been suggested to all the employees of the company.
· We have become a dysfunctional team by not working hard enough and with each other.
	· In order to improve my time management skills, keeping the agenda daily is very important because it creates focus and clarity on what matters most and a sense of urgency to do it now.
· In order to improve my time management skills and prioritising, I will try to apply the techniques daily.
· In order to become a better communicator and writer I’ll complete the course and assessment on the 6th of January.
· It is necessary for members of the team to have faith that the group is working toward important and productive goals within a very short period of time as described DuBrin (2022).
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