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Time Management Skill:
How do time management skills have help me?
Being more focus in Improving my time management has deftly increases my focus, builds my confidence, and has allows me to plan most of my time more effectively. I strongly believe effective time management helps leaders, entrepreneurs, and small business owners achieve their goals. Managing your time wisely improves work-life balance and increases happiness.
So, time management to me is the process of organizing and planning how to divide your time between specific activities. Enjoyable time management enables you to work smarter – not harder – so that you get more done in less time, even when time is tight.
 So, this is how I have improved my time management skills.
By Starting my tasks early Set limits for what I will say yes to by giving myself some breaks Prioritize most of my tasks Schedule, and I make sure I get rid of tasks and deadlines Organize all my workplace Learn my patterns of productivity Use technology to help keep me accountable.
Benefits of time management: It helps you achieve your goals faster It Helps you prioritize your work You get more done in less time Reduces stress Prevents procrastination. It boosts your confidence and offers Improved career opportunities Define and prioritize your tasks Break down tasks into smaller tasks. Communication
Being a good team member means clearly communicating your ideas with the group. You must be able to convey information via phone, email, and in person. You want to make sure your tone is always professional but friendly. Both verbal and nonverbal communication are important when working within a group setting.














Note taking: Taking notes is an important part of an active study strategy. 
Note taking forces you to pay attention and helps you focus on class (or while reading a textbook). It helps you learn. Studies on learning have shown that actively engaging with the topic by listening and then summarizing what you hear helps you understand and remember the information.
Effective notetaking: Keeps you alert. Notetaking keeps your body active and involved and helps you avoid feelings of drowsiness or engages your mind. Listening carefully and deciding what to include in notes keeps your mind actively involved with what Emphasizes and organizes information. As you take notes, you will decide on and highlight the key ideas you hear, Creates a condensed record for study. A set of concise, well-organized notes from each class session gives you what you.

There is no right or wrong way of taking notes. However, I always try to keep my notes brief and succinct. There is no benefit gained from trying to write everything down – my notes help me reflect on the main themes and the areas I have identified as important.
I always find it effective to take notes in two stages. First, I always write down the main points, and then later I go back to summaries, condense, and organize notes so they are in a useful form for writing assignments or revising for exams. Revisiting my notes helps me pull together the ideas I have recorded, so I can make cross-links with earlier study. It aids my memory too. Usually, I Try to find a technique that suits me. 








Presentation Skill: Presentation skills are the skills you need in delivering effective and engaging presentations to a variety of audiences. These skills cover a variety of areas such as the structure of your presentation, the design of your slides, the tone of your voice and the body language you convey. How can you make a good presentation even more effective? Show your Passion and Connect with your Audience. It is hard to relax and be yourself when you are nervous. But Focus on your Audience’s Needs. Your presentation needs to be built around what your audience is going to get out of Keep it Simple: Concentrate on your Core Message. What is the key message (or three key points) for my audience to Smile and Make Eye Contact with your Audience. This sounds amazingly easy, but surprisingly large.
This is how I Set my goals for my presentation kills. I always Ask myself what I would want to achieve with my presentation skills and how it is going to benefit my audience. I Show some passion and use my personal stories and some humor Include take-home points Ask questions and always Be prepared Practice - then practice again.

Team working skills: What are teamwork skills? Teamwork skills refer to a range of interrelated abilities that help you cooperate with others in different situations, meetings, and projects in an organized manner.
Why are teamwork skills important?
You will be required to work alongside others in every industry at every level in your career. Doing so in an empathetic, efficient and responsible manner can help you accomplish career goals, grow your resume and contribute positively to your organization. It can also help you build rapport with others. Building rapport can lead to deeper working relationships, new connections and possibly new opportunities.
Here are my tips I usuary follow to improve my teamwork skills, I always ask for and give my constructive feedback Foster mutual trust Resolve conflict, and I am always quickly to Be a team player I also Define, and separate responsibilities and roles by Learn from others with strong teamwork skills and define the goals for the team Conduct frequent meetings. 
Working with a group of people to achieve a shared goal or outcome in an effective way Listening to other members of the team Taking everyone's ideas on board, not just my own, I make sure by Working for the good of the group by Having a say and sharing responsibility. 




Here is how I put my skills on a resume: I Keep my resume skills relevant to the job I am targeting Include key skills in a separate skills section I Add my work-related skills in the professional experience section Weave the most relevant skills into my resume profile by Making sure I add the most in-demand skills.

Planning and organisation:
Planning and organizing skills help you manage time, tools, and resources to reach a goal. They help you work out what you need to do to achieve your aims. Planning is vital at all levels in the workplace. You will need to plan your own tasks and time. Arrange tasks in a logical order. Establish priorities systematically, differentiating between urgent, important, and unimportant tasks. Use a "to do" list, task plan, or similar planning devices to note action plans, deadlines, etc. Monitor & adjust priorities and/or eliminate tasks on an on-going basis.
Volunteering in the local community is a rewarding experience. Setting appropriate aims and objectives, as well as applying project management skills, are part of the planning and organizing process. Planning and organizing are important skills. Effective planning means being able to use time, energy, and resources to help you achieve your goals.
This is how I plan and organisation: By developing my strategic plan, I translate the strategic plan into tactical steps. At every point, I make sure I always create tactical plans by Planning my daily operations. Operational plans, or the processes that determine how I spend the day, by making sure I Execute everything I got to do by putting my time for me to make any mistake into action. Theoretically, activities carried out on a day-to-day basis Monitor progress and adjust plans. Because there will be No plan complete without periods of reflection and time.


















Reference List: 


·  Allen, David (2001). Getting things done: the Art of Stress-Free Productivity. New York: Viking. ISBN 978-0-670-88906-8.
· Fiore, Neil A (2006). The Now Habit: A Strategic Program for Overcoming Procrastination and Enjoying Guilt- Free Play. New York: Penguin Group. ISBN 978-1-58542-552-5.
· Le Blanc, Raymond (2008). Achieving Objectives Made Easy! Practical goal setting tools & proven time management techniques. Maarheeze: Cranendonck Coaching. ISBN 978-90-79397-03-7.
· Secunda, Al (1999). The 15 second principle : short, simple steps to achieving long-term goals. New York: New York : Berkley Books. p. 157. ISBN 0-425-16505-1.
https://in.linkedin.com/in/chandrasekaraleman?trk=pulse-article_main-author-card
