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Introduction
[bookmark: _Int_a4Nh2bBQ]Human life is driven by skills that in most of the time, are acquired through exposure and experience. The skill kills are helpful in both personal and professional life. Excellent skills in given activity help an individual select the best strategies to accomplish an activity and properly prioritize tasks within the project under consideration. A well-planned project is not completed within the period but also yields excellent skills at the end of the day. Some of the activities that help individuals manage personal and professional life include time management skills, research skills, communication skills, and teamwork skills. Each skill is developed and improved differently for the other, but they aim similar goal-meet deadline and produce excellent results.
Significant of Assignment 1 Feedback 
The feedback from my tutor on assignment 1 helps me develop and improve time management skills, note-taking skills, and communication skills. The feedback contained guidelines on managing the time allocated to accomplish the assigned project, like assignments. Besides, the tutor highlighted tools that can be used to evaluate a successful development of a particular skill. For instance, the 4Ds of time management and CRAAP are effective tools for time management skills and research skill development. 
Ways and tools for Developing and Various Skills
Time management skills
Time is a critical aspect in any project may it be a personal or commercial activity. Excellent time management skills help individuals prioritize tasks based on their importance and urgency (Sarfraz 2017). Besides, time management skills ensure all the project processes are followed, forgetting nine, and the project is completed with a set timeframe with success. 
Planning 
The ability to manage time properly is realized through the successful planning of project activities. It begins by outlining the tasks that must be accomplished in the process of achieving a given project. Allocate specific time to each task within the project depending on the timeframe allocated for completing the entire project (Shchetynina et al., 2019, p. 379). Mark everything on the calendar and evaluate your work after each set milestone. Besides, proper planning helps individuals remain within the course and not spend too much time on some tasks than they should.
Decision Making and Prioritization 
[bookmark: _Int_OLxqb8p1]Upon developing your plan of activities to cover and the timeframe for each action, it is significant to decide the number of hours you will spend working on the project each day. All individuals have equal numbers of hours in a day; what one does this, the available hours in a day are what matters most and cause the difference between one and another (Aeon and Aguinis 2017, p. 326). Where possible, prioritize your tasks depending on their significance and urgency and discard the project's insignificant duties to pave the way for significant and urgent ones. 
Set Limits for What You Will Say Yes To 
 Many miss the mark in managing time by accepting more responsibility above their capability to create a positive impression and show their seniors how there are dedicated to working. Having too much to deliver in a day makes it develop a schedule that can accommodate all of them in a day. Setting the number of jobs you can accept from others can help someone refrain from an overwhelming number of responsibilities and manage time properly.
4D as a tool for time management skills
Every project has several tasks to execute that varies in terms of urgency and importance. The 4Ds of time management –Do, Delete, Delay, Delegate help manage time by tackling acting based on their significance and speed to the project. Tasks that are deemed significant and urgent in the project are given priority are performed first. The less urgent ones but essential in the projections are the lower list to be made later (they are delayed but set in the calendar). Non-urgent and less critical tasks are deleted from the list to create other activities that are more crucial in the project. Finally, urgent but less significant tasks are assigned to the external party to ensure that the job is completed successfully within the set project deadline. 
How to Develop Communication Skills
[bookmark: _Int_Cow61zkw]Communication is incredibly significant for the success of any project. Through communication, managers can share instructions pertaining to the project. On the same note, members of the same teamwork faster and better through consulting one another, which is also possible through information sharing. Effective communication is possible among individuals with excellent communication skills. There are mechanisms of developing ad improving communication skills as discusses below;
 Listen What Others Have to Say 
[bookmark: _Int_m8C8UgQ1][bookmark: _Int_4LAn2yZT]All speaker people to be attentive to what they tell them. Listen to what other people are saying, rather than formulating your response. Listening is the foundation for developing communication skills because for one to respond appropriately, one must understand the question asked (Claro et al., 2018, p. 168). It is significant to ask for clarification for the purpose of understanding before responding to the speaker. The person speaking is significant in a conversation since the information aired gives the listener guideline to respond appropriately. It is also significant to deal with one conversation at a time. In other words, if you are conversing over the phone, you should not replay an email simultaneously; otherwise, the recipient would construe you have divided attention. 
Consider the person you are conversing with 
[bookmark: _Int_Xs17e2Uv]It is well with using informal language and acronyms when conversing with your allies, but email or testing your boss is considered wrong to use informal language. It is crucial not to assume the other person understands the acronyms you are using. Various acronyms have different meanings to diverse people. Effective communication is achieved by formulating the message based on the recipient. Try your level best to have your recipient in your mind while putting across your message. 
Be Brief and Specific To the Point
For both verbal and written communication, it is advisable to provide just enough information. However, the information offered should be relevant and comprehensive to enable the recipient to understand the concept of communication. Is the conversation if via email make sure you thoroughly understand the before composing the response (Spies and Xu 2018, p. 29). Enough practice, one gets sufficient skills to deliver just enough information to help the recipient understand your answer.
Tools for Developing Communication Skills
Role-playing is one of the best tools for learning communication skills. Participating in role-playing in activities whereby individuals put themselves in the other parties' shoes who find it difficult to understand. Coercing yourself to think, act and feel like your recipient would think in various situations can offer you a better comprehension of what makes them tick. Such understanding makes it easier for you to get the message across to your audience members since you can use their bodily and verbal signs to figure out what is lingering on their minds and resultantly.
The Use of Body Language 
[bookmark: _Int_clSz58Jz][bookmark: _Int_TXNSGsSo]Body language makes a message more interesting, and draw the attention of your audience. Non-verbal communication involves a variety of aspects such as eye contact, coordination of hand and arms when you deliver your verbal message, and facial expression reinforce verbal communication (Hardini and Sitohang 2019,p . 245). Using just your voice to convey your message, you are only utilizing one of this magnificent communication medium you have at your disposal –your body. The various gestures you make with your body can very subtle to overt. However, using different body gestures can help deliver even more meaning than words can provide. Posture is critical while giving an oral presentation. The best body language, especially for individuals who are not comfortable rehearsing in front audience, you can practice while standing in front of a mirror. Practicing in front of a mirror can help someone determine which body posture works better for them and which does not work and hence perfect.
Critical Thinking Skills
[bookmark: _Int_IkegxnvB][bookmark: _Int_eKkmVkEE]Critical thinking is the intentional and systematic processing of information to make better decisions and understand concepts better. Critical thinking needs an individual to apply different intellectual tools to various information. People can run into a problem, though, when they allow their automatic mental process to control significant decisions. Without critical thinking, it is easy for individuals to manipulate others and for all kinds of catastrophes to outcomes. Critical thinking can be improved through several ways, as discussed before; 
Ignorant Certainty
[bookmark: _Int_hX5ZrOjx]Individuals looking forward to developing critical skills believe that all questions have correct answers that can solve them. Critical thinkers are tasked with finding the right source of their solution (Cottrell 2017). Understandably, most of the students report to universities with such thinking-it is enough to get a person through most of their high school coursework. However, in university and life, the answers to the most meaningful questions are complex in most cases. To perform well on campus, students must think critically about their material.


Question Basic Assumption 
[bookmark: _Int_3MZjyRW1][bookmark: _Int_wU5ODqoD][bookmark: _Int_1NQhyv6a]Critical thinking is the mother of innovation. People who come up with innovative ideas implement by disputing the usual way of doing things and supporting new reasoning tactics that facilitate the production of latest items. People do not have to question great ideas to become critical thinkers, but they gain crucial thinking by question assumptions you can prove otherwise. Everything can be a reality if individuals can question their assumptions and critically evaluate their beliefs about what is prudent, possible, and appropriate
.
Understand your mental processes.
Human reasoning is fantastic, but the pace and automation with which it happens can be detrimental when people are training to think critically. Human brains use mental shortcuts to explain what is happening around human beings (Larsson 2017, p. 38). The shortcut thinking was helpful to people when they were hunting big games and bating large animals, but the application of shortcut thinking in the current world can be disastrous. Critical thinkers are conscious of their cognitive biases and personal prejudices and how they influence objective decisions and solutions. All individuals have biases in their thinking. Understanding and accepting their biases is what perpetuates critical thinking.

Critical Thinking Tools
Ladder of Inference
[bookmark: _Int_oO3Eno9c][bookmark: _Int_neeWb35o]Ladder of interference is a model for decision-making behaviors created by Donald Schon- a Harvard university professor. Ladder of inference helps students moderate and realize which information they should consider while deciding and how an individual's previous experience influences their choice of data. Assumptions are often made in a split second because the brain is wired to prioritize information that ascertains the model an individual already holds. The ladder of inference helps to check assumptions employed in critical decision-making.


                                                              Conclusion


[bookmark: _Int_ZuYBiXqV][bookmark: _Int_S5fRg9jT]Skills are fundamental aspects of human life, and they exist in different forms. Other mechanisms perpetuate each skill, and different tools are used to influence various skills. Listening is crucial for an individual aspiring to develop and improve communication skills because careful listening enables someone to understand better and respond appropriately. Critical thinking is perpetuated by individuals question all the assumptions to create latest ideas that result in innovation. 4D of time management, the tool is significant in developing time management skills since it helps a learner prioritize tasks and discard the activities insignificant to the project
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PERSONAL DEVELOPMENT PLAN

	Personal target
	How will I achieve this?
	How will this improve my academic or employability prospects?
	How will I know that I have achieved this?
	When will I achieve this by?

	Improve my public speaking skills
	I will join an organization or take a class to advance my public speaking skills
	Public speaking is important to the workplace because you may have to address your team in a briefing
	When I will feel confident, without emotion in the front of the public
	Hopefully at the end of the course

	Improve time management skills
	-by making a to-do list.
-setting goals 
-being organized
-learn to say no
-plan rewards
-being realistic

	Working on my time management skills can help me be a better employee and strong candidate when I will apply for new opportunities
	When I will work smarter, not harder, to get more done in less time –even the time is tight.
	At the end of this course

	Develop a reading habit
	[bookmark: _Int_i7uXYvkD]-read a variety of diverse types of books
-trying out different format (eBooks, audiobooks)
-separate myself from my phone/tv/etc
	Reading more, it can give me multiple perspective and inform the decision I make. This improves my competence in the workplace
	[bookmark: _Int_8pzIlfYP]When I feel like I improve my vocabulary and communication skills, but it is never enough 
	Like Benjamin saying” We are all born ignorant, but one must work hard to remain stupid”
So, I think that I will never achieve this!
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