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Introduction

In this assignment I will be explaining about three of my personal skills that I use in the workplace and outside the workplace, I’ll be discussing the advantages and disadvantages towards each skill that I acquire.

Team Leadership

An efficient team leader provides guidance, instructions, directions and leadership to a team of a individuals purpose of attaining important result or group of ranged outcomes. The team leaders serve a range of roles in an organisation. (Zaccaro 2002) Staff have certain located roles in the workplace each members act can influence success, to accomplish goals the whole force need to achieve there aims to succeed. Leadership, the action of leading individuals or groups. Team leaders attain qualities, such as integrity and compassion, or learning leadership skills through training and experience. The nature of an effective team leader cause the trust and respect of a group therefore motivates production within the workplace. The skills needed to become an efficient team leader good communication, motivation, delegation, positivity, creativity, trustworthy and responsibility.
There are six leadership styles coercive: Finding ways to persuade others to do things they are unwilling to do, authoritative: Showing that you are in control, confident, wanting to be respected and obeyed, affiliate: An affiliated leader shows harmony towards his or her followers, helping to solve any conflict. This type of leader builds teams and make sure that the team has a good connection, democratic: Also known as participative leadership or shared leadership, is the type of style in which members of the group take participative roles in decision making process, coaching: Coaching leadership is very effective when followers are responsible, agreeable and experienced. When performance or results need improving coaching leadership can be very effective and pacesetting: pacesetting leaders set high performance standards for themselves and their followers, exemplifying behaviour that they seek from other members of the team.
A team leader builds an inspiring vision, creating something new. Leadership is about mapping out the location to win as a team or organisation. 

Advantages

Effective team leaders not only guide their team to success, they show their team how to get there. Team leaders can share experience with their team, teach the team members how to achieve, maintain and increase overall productivity.
Effective leaders have the right tools and skills to inspire, therefore impacting teams allowing firms to run. A team leader can motivate and encourage a team to not give up through tough times. 

Disadvantages

A team leader will have more then one individual to supervise. Not being an effective team leader could potentially leave you with a lot of problems by the team. Making a wrong decision could effect you and your entire team or business.




Communication Skills

The ability to convey with others, share ideas and feeling effectively. Communication is a procedure that happens between two or more individuals in which a message is delivered and received by the other party. 

Being able to communicate with others can be really rewarding, for instance it can lead to meeting new people, gaining confidence, learning new things alternatively it can open doors. 

As you build your careers progression the importance of good communication skills are widen by the ability to be able to listen, verbally communicate as well as writing.
Verbal communication skills are considered number one among a job candidate’s must acquire.

Body language is a crucial ability part of communicating. It can show how you are feeling by a simple posture, hand gestures, facial expression along with eye movements to reveal how you really feel inside also highlighted by Maud (Tinkler) it can also be detected by the way you walk and how you move your feet.
Good communication is a very important skill that I posses. It is the ability to interact successfully. Communication works both ways speaking  carried by the message in exact intentions moreover listening involves holding the idea the other individual is carrying. Paying attention (Listening) and understanding are crucially important pillars of good communication. Whether we realise it or not, we communicate ALL the time, whether it’s at home, outdoors or at work. The main steps towards all communications are the formation of communicative: motivation or reason, message composition: technical elaboration on what exactly to express, message encoding: Digital data, written text, speech, pictures and gestures, transmission of the encoded messages: a sequence of signals using specific channels or medium, noise sources: natural forces and in some cases human activity begins to influence the quality of signals propagating from the sender to one or more receivers, reception of signals: resembling of the encoded message from a sequence of received signals, decoding: of the resembled encoded message and interpretation: making sense of the presumed original message.

Advantages

Effective communication delivers clear directions moreover increases productivity. It can lead to a successful career as well as a personal sense of accomplishment. Projection effective communication whether it’s verbal, written or nonverbal communication make your messages direct and easy to understand. Providing clarity along with direction can prevent a misunderstanding which can lead to an argument followed by frustration. Creating self satisfaction, understanding and being understood helps gain self satisfaction. Effective communication also allows you to discus terms and live from persuasions. Understanding how to provide effective communication is very crucial as it can lead to a positive impact whether it’s on the phone, face to face or email, what ever the situation.

Disadvantages

Bad communication can lead to unsuccessful work, it can lower productivity as well as confidence. Not being able to present good communication can lead to a major set back when it comes to job interviews or as simple as trying to have a conversation over the phone. When there is no understanding between two parties this often opens up the door to misinterpretation, moreover interrogating motive and intentions. 

Time management

Time management is the procedure of organising and exercising responsive control of time used on specific activities, mainly to increase effectiveness, efficiency or productivity. The seven tips for effectively managing your time are, knowing your goals, prioritise wisely, just say no, planning ahead, delighting more often finally followed with taking care of yourself.

Time management is not very difficult as a notion, however it is surprisingly difficult to do in practise. It involves a sacrifice of a little time upfront to prioritise and organise yourself. The main purpose of time management is harmonising tasks and activities to widen the effectiveness of an individuals attempts. Essentially, the purpose of time management is authorising individuals to get more and better work done is less time.

[bookmark: _GoBack]Planning how to divide your time between specific activities is another way to manage your time effectively. Time management is the thinking skill that helps prioritise tasks and accurately asses the amount of time needed to complete the objective, it helps completing activities in a timely fashion, thus learning to manage and stick to a schedule. This is mentioned by Morgan (2017 p.63) where he claims using a diary helps you select what has to be done with importance taking a role to select.

Here are some example buzzwords and terms related to time management; creating and sticking to deadlines: Creating ideas and making sure things are done before the deadline, delegation:  A team of individuals who are chosen to vote or act for someone else. goal setting and meeting goals: Setting a goal ( target) and making sure you achieve it, decision making: The action or procedure of making important decisions, managing arrangements: Making sure that appointments are attended on the right time, team management: The ability to manage your time efficiently. They are project management: the application of process, methods, knowledge and skills and experience to achieve the project objective and making schedules: A plan of procedure, usually written, for a proposed objective.

Advantages

Time management activity does not require extra skills, however the only need is of some knowledge as how to and be dedicated to applying a schedule. The implemented never being an easy task, becoming a little more persistent when understanding the benefits. It will bring you a positive response. The advantage of time management is not just important for development of a career. It has a notable impact on ones personal life. A good scheduling decision is involved and leads to self discipline as there are a lot of advantages of punctuality.

Disadvantages

Falling while trying to manage your time is one area of your life which leaves an impact on the other areas. To keep away from any compromising situation just understand that learning time management is mainly implementing a change in your lifestyle. The main disadvantage in managing time is using up a lot of time (consumption) in Making plans.
There is a need for logic values adoptions for effective time management. Not knowing to say no can be a major set back when it comes to completing your objectives.



Conclusion

The skills I have above work effectively in the work area and on a normal day basis. Time management would have to be the most important skill I posses, without knowing how to manage your time efficiently it would leave you facing a lot of problems, not being on time to appointments, low attendance and more. I feel that time is too precious to waste, that a schedule could change your life. To be a good team leader you would need to understand how to manage time.
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