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This is a report about my experiences where I had to deal with problems and how I found ways to solve it. I will be writing about the steps I took to understand the problem and reasons why I strongly believe that understanding the problem is very important. I will also write about what options I considered and what influenced me to take the option that I took to solve the problem.
I will also be writing about the options that I considered and the reasons for my choose of options, and why I felt it was the best option to take. Also, my reasons for the choice and what I considered before making the final decision.

[bookmark: _Toc535095303][bookmark: _Toc535095732]Understanding the cause of Problem.

The steps I normally take to resolve any problems is to first understand fully what the problem is. I strongly believe that knowing the problem that your faced with and getting to understand as much as possible about the problem helps you come up with ideas to resolve it. Unless you know how the problem started and what the cause of the problem is you will not be able to find a solution, therefore you must know the root cause of the problem. 
Getting to know where the problem has started from sometimes has the answer to resolve it, and that is one of my reason to understand the problem. There are many other reasons to know where the problem has started from like i.e. you will be able to prevent it from happening again or at least find options that you can consider which would prevent it from happening again. 
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It is very important that you have set your goals and clear about what it is that I am are trying to achieve. This to me is the first and foremost thing that I will have to understand when it comes to doing any task, as if I am not clear about what I am are trying to achieve than I might confuse myself and not find the best way to complete the task. 
When I have a clearer idea about what my goal is and what I am trying to achieve, I can then venture into achieving that goal, and if I am unsure about what I want to achieve it will be very difficult to be focused and find solutions to any problems that you might encounter.
I know that there will always be obstacles when I want to do something, it might be very simple or might be very difficult but there will always be something that I will face and need to overcome to succeed in whatever I am trying to achieve. Therefore, having a clear goal is very important as this will give me the motivation that I need when I am faced with a difficult obstacle that I must overcome.
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The office that I was working in was coming to the end of lease period and the department was moving to a new office.
I was given the task and the responsibility to manage the entire move and ensure that it was done with as less disruption to the departments work as possible.
I had three months to arrange the move to the new office and below is a list of things that I needed to do and make sure it is completed before the deadline, for the move to go ahead.
1. Informe all members of the staff about the office move, who will be leaving the office.
2. Get all the staff to complete a security form for the pass to the new office.
3. Security forms to be completed and sent to the relevant department for the checks to be carried out.
4. Set up all the necessary equipment’s in the new office for staff to do their work.
5. Carry out a trail in the new office to make sure the equipment’s are all in working order.
6. Have boxes for the staff to put any things that they will be taking to the new office.
7. Arrange for a removal team to move all the boxes to the new office.
The above are all the things that I needed to do but not limited to, to ensure the move goes smoothly.
The first thing on my list was to inform the all staff that are affected about the move.
To do this I called a staff meeting where all the staff that are moving to attend. This will give me the opportunity to tell all the staff members about the move and what they will need to do to ensure the move goes smoothly, this will also give me the opportunity to take any questions and concerns that any team members might have. This will also give me a better understanding of the way I have planed the office move is going to work or I might have to consider any other things that I have overlooked, by the questions and feedback I get from the tea.
In the meeting I explained what I proposed to do and the importance of all the team members to do their part, as if they fail to comply they will not me moving and as a result might lose days off work.
I got very good response from the team and they thought I have covered everything, but the only question they had was that the if the security clearance will be done on time, as there was a lot of staff members and there was a rumour going around that the security clearance can take up to 6 months to complete.  I had to reassure the team that I if I receive all the completed form back on time that I have given I can forward it to the security team, I have made prier arrangements with the security clearance team that I will be needing all my team members security clearance within the given time, and they confirmed that if I give them the forms within the set time they will be able to process them within time, as they already have the basic clearance. And therefore, I stressed to all the team members of how important it was to receive the completed form in time.
I told all team members that I will be having a meeting every two weeks to update every one of the progress, and the status of the move. This will give me the opportunity to let people know if what I have planed is going accordingly or if we face in hiccups on the way.
The forth thing on my list was to carry out an inspection on the new office to ensure all the equipment’s are in working order and staff members will be able to do their job without any problems. For me to carry out the inspection and make sure everything was done accordingly to our needs by the IT department and the facilities team in the new office, I got volunteers from different team to go with me and try out the new office and the equipment’s to ensure they can do what the do using the new equipment’s. I decided to take a team member from different departments as not everyone uses the same software, and therefore wanted to know that all the software that all departments need to carry out their work is installed and in working order.
After the trail I found that not all the software that the teams need to work was installed. I was then able to ask the IT department to install the software that we needed. This was not a huge job for the IT department and I was confident that the work stations will be ready and working before the move and was pleased with the test and considered it as success. 
The other thing on my list was to make sure everyone took what they needed to the new office and arranged boxes for them to put the stuff in, as the boxes were not too big I told all team members to only put in what they need and not to put anything which might be breakable.
To ensure the boxes are not lost and to make it easier for staff members to find it in the new office, I allocated boxes to staff members with their ID and location. This will also help the removal team to know exactly which boxes go to which locations. To ensure that we don’t lose any valuable items on the move I told all staff members not to put any laptops, Ipads or work phone in the boxes and keep them in a bag with them, that way if a box does go missing we will not loose anything that might be valuable or have sensitive information.
Taking all the above steps helped to ensure the office move was done within the deadline, and all staff members were able to carry out their work without any problems.
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I was able to successfully deliver what was asked of me, which was to manage the office move. This was possible as I had to first identify what it was that I needed to do, and by asking myself that question I was able to come up with a plan.
When I planed what I needed to do I then discussed my ideas with the team as I might have overlooked some things.
I then followed my step by step guide which I planed for the move and by doing this I was able to keep a track of the time and stick to the plan.
Because of my actions I was able to successfully tackle the problem of moving office within the deadline and make sure staff were able to carry out their work in the new building.
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In the first term of my University in one of the modus I was given the following task:
In a group create a business plan and give a presentation about your business plan.
I along with all the other students were all new and just getting to know one another, and therefore the group was decided based on who was seating close to one another at that time. 
I was in a group of five and the other group members decided to make me the team leader. I was given the responsibility to help the group come up with a business plan and discuss ways to give the presentations.
Before I an decide on a business plan, I needed to get to know my team members as this will help me and the team to know each other’s strengths and weakness, so we can work better as a team.  
Therefore, we all shared a little bit of our life and what we have been doing before joining university and the reason for joining the university.
All this was really good information for me and the others as we felt that we knew each other a bit better now.
I found out that two of the members in my team use to own their own restaurants and are very knowledgeable in the fast food business, I and the team decided to take advantage of their knowledge and decided t that we will make a business plan about a fast food business in the high street. Now that we all agreed on a business, I decide to make a list of what we need to do to complete the task. 
Following is the list of thigs I and the team needed to do to make sure we complete task and achieve the highest mark possible.
1. Think of what fast food we will be selling.
2. Location.
3. Competition.
4.  Licence.
5. Staffing.
6. Health and safety.
7. And how much we will be investing on the business.
Having a list of the above things to consider gave me and the team a lot to think about, I felt that it is good to cover as much as possible before venturing out and opening the business as this will be useful information, and we can anticipate and overcome any risk or problems that we might be faced with. 
The team and I came up with a very promising business plan, but this was just the half of the task done. The most important thing was delivering a presentation on our business plan which we will be marked on.
I allocated things to individual team members to talk about on the presentation, based on their own knowledge and experience. I had one team member who refuse to do the presentation as she was very nervous and did not fell confident that she can talk ion front of the group. I was a bit shocked to hear that as she was very well spoken, and I felt that she will be able to do the presentation better then some other members in my team. As this was a team task if one team member does not participate the whole team will get marked down, and I did not want that to happen.
I had to some how persuade the team member to do the presentation and boost her confidence so that she would do it.
I decided to find out why she felt that she could not do this, because I felt if she talks about why she was so nervous it might help her realise it is not that bad as she makes out to be.
I sat down with her and we spoke about why she felt that she was not able to do this. She told me that she was shy, and she felt embarrassed to stand up in front of a group of people that she does not know that well and give a presentation.
I told her that she was very well spoken and knows what she is talking about, therefore she has no reason to be embarrassed.  I explained that if she feels uncomfortable talking in front of a group, what I find helpful is to pretend and put on an act. This is very useful when it comes to talking to people that you don’t know and when you’re consciously putting on an act subconsciously thing this is not the real you and become more confident in yourself. I gave examples of when I used this technique myself and how this benefited me. I gave an example of how people use this method on job interviews. After I had the conversation with her I saw that she was becoming more enthusiastic about doing the presentation and the nervousness was turning into excitement. I wanted to further boost her confidence and decided to have a mock presentation, where everyone will give their presentation and I will be the observer. After the presentation I was able to give my feedback to the others. After the presentation I and the team discussed what went well and what they can improve on. The whole team was pleasantly surprised by the presentation that was given by the team member who did not want to do it, her presentation was delivered very well, and she gained that confidence that she needed.
The team and I gave our presentation on the day and were very pleased with our performance.

[bookmark: _Toc535095308][bookmark: _Toc535095737]Conclusion.

I started of with the task of coming up with a business plan with a group of people that I did not know. This later become more challenging when a team member did not want to take part in the presentation due to not having the confidence of speaking in front of a group. 
Taking to the team member and helping her overcome her fear of talking in large group was an achievement on it own. I think talking to her and find ways to overcome her fear was the one thing that got the team to perform how we did.
I started of with a group of people that I did not know, and through this journey we have now become very good friends, and developed and learned so much in the process.
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I was working for a restaurant as a waiter and I was also responsible for taking booking. I once received a call for a booking for a group of 40 people. On the day of the booking I got the staff to arrange and prepare the tables and waiting for the group to come at 8 O’clock in the evening.
On the same day about 7 O’clock in the evening a group of another 30 people came and asked for a table. I did not have same to accommodate a group of 30 people extra as I was expecting another group of 40people to arrive at 8 O’clock.  I also did not want to lose 3 customers. I asked the group if they can give me 5 minutes to see if I can make any arrangements for a table for them. I was in a bit of a dilemma thinking what if the booking for 8 O’clock for 40 customers decided not to come, I will the lose this group of customers too. In our restaurant we had a basement which was ready for customers to use but we were on the process of putting new stairs on as the current stairs were very steep but useable. There was table and chairs in the basement but not set up. I decided to give the group of 30 people that are here the table that we prepared for 40 people coming at 8pm.
I had one hour before the group of 40 people were due to come to the restaurant, whilst I had two of my waiters looking after the group of 30 people on the ground floor of the restaurant, I decided to take another staff member to the basement and prepare the table and chairs in the basement.
I knew the group of customers might not feel comfortable in the basement as it has not been used before, although it is ready for use, and I was not sure how they will find coming down the stairs.
I needed to do something that might take their mind of the stairs and feel as if I was giving them special service. Keeping that in mind I decide to get some candles and flowers to make the setting more appealing. I also decided to give the group complementary poppadum’s and drinks on their arrival.
When the group of 40 customers arrived just after 8pm, I welcomed them and told them that due to the large size of the group I have arranged for some privacy and decided to accommodate them in our VIP guest area. I could see on their faces that just by telling them that they felt special and overlooked the steep walk down the stairs, and when they saw the table and the setting they were very impressed. As soon as they were seated I had my waiters bring over the complementary poppadum’s and drinks. I then gave them all a menu and told them to take their time as they this space is for them only.
After the customers finished their meal they order deserts. One of the customers told me that they don’t normally have deserts after a meal, but they felt very relaxed there away from other customers and wanted to spend more time and catch up with one another. H e asked me if that was okay, I told him that they can spend as much time there as they wish, and we will be happy to assist them as much as they want.
When the customers were ready to go, I had one member of the group approached me and said thank you for giving them the special treatment and area to the entire area to themselves.
He also said that he was going to make future booking for this place and recommend his friends and family to come and dine her.
Other customers asked if we can accommodate for private birthday parties? I told him that we will be happy to accommodate for private events.
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Taking a chance on doing something different when faced with this problem as paid off, not only have I managed to accommodate an extra group of 30 people, I have managed to give the group of 40 customers a special night to remember, by providing them with a place to themselves and giving them the extra bit of service.
Taking this experience forward I decided to suggest to the owner of the business to close the premises for two day in the week when it was not so bust and get new set of stairs put in. My proposal was accepted by the owner as I told him of the response I got back from the customers.
What I did on that day to avoid losing 30 customers has led to the business doublings in size and generating substantial amount of more business.
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I have over the years have learnt that there is a very important element in solving any problem, this is the use of effective communication.
Communication is the key to successfully over come any obstacles and finding solutions to many problems.
I have used communications to solve many problems which I have given examples of above and I have concluded that when communication is used effectively it can be a very important tool to use to solve any problems. Communication is very important when working with large groups of people as miscommunication can lead to many problems and may cause a lot of misunderstanding and confusion between people, therefore for it is very important to communicate effectively. 
And my final thoughts about finding solutions to problems is knowing and understanding the problems, which can be done my any means of communications either written or verbal but has to be very clear and precise. And solving problems can be done clear verbal and written communications is well.
I hope with this I can shed some light on how I tackle many problems and find options and solutions.




















