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This report focuses on the skills that I have, and situations that demands the use of certain skills in different situations in my workplace or collage. The fallowing project gives a closure to my first term in the circle of higher education.


















Communication
Communication is important in my workplace because I believe in resolving problems and it can create a better relationship between the team. We often organize staff meeting and we exchange ideas, sharing problems and we organize the job. After that, we feel more as a team and I can feel if the atmosphere of the team is good or changed. I believe I have good written communication, but I also not shy to speak in front of the people and I often use the media to communicate. I recognize sometimes my way of speech is a bit tough, but I am the one who gives feedback to my team. Communication is important at the university because I can speak with a lot of students from different backgrounds and teachers, which can help me to develop my skills. I am improving my oral communication and my way to study, and I can offer group presentation and assessments. 
Communication represents the act of sharing information’s from a person, place, or group to another.
The most important parts of communications are the message, the sender and the receiver.
The communication is formed by multiple types (e.g. verbal, nonverbal, official, un-official) and is transmitted via different sources (e.g. Media, Letters, Newspapers etc.)
On this report we will focus on the verbal communications.
The verbal communication is mainly formed by both our words and our filters.
According to Robinson and Robinson (1982) “the effective communication represents a mix between verbal messages, and accurate interpretation of offers verbal message the meaning of the communication is cocreated” 
Maundy, A., n.d. Certificate in Higher Education. Sage (www.sagepublishing.com), p.67.
There for, communication represents one of the most important assets in the education and employability skills.
In my workplace I constantly use this skill to complete tasks, understand the various issues that we find during working hours, but also in education field and daily recurrence.
Communication is important in my workplace because I believe in resolving problems and it can create a better relationship between the team. We often organize staff meeting and we exchange ideas, sharing problems and we organize the job. After that, we feel more as a team and I can feel if the atmosphere of the team is good or changed. I believe I have good written communication, but I also not shy to speak in front of the people and I often use the media to communicate. I recognize sometimes my way of speech is a bit tough, but I am the one who gives feedback to my team. Communication is important at the university because I can speak with a lot of students from different backgrounds and teachers, which can help me to develop my skills. I am improving my oral communication and my way to study, and I can offer group presentation and assessments


Leadership
Leadership represents the art of motivating a group of persons to act towards the achievement of a common goal, there for is one of the most important skills that we can achieve.
In the business sector, this can be achieved by the good communication between all the persons involved, meaning that the leader needs to set directions towards workers and department colleagues, towards the achieving the standards and goals and needs of the company.
“To live with the legitimate power involved in servant-leadership, not a power that 	dominates or controls, but a power that heals, restores and reconciles, humility is necessary” (Shann Ray Fetch, 2012)
The definition of a good leader and leadership is keeping the essentials parts of being able to inspire and lead by example. In the business, leadership is linked to the performance, therefore all the definitions must be aware about the definition.
Everyone can learn how to become a leader by improving skills set. A good leader keeps in his vision that he inspires, manages, and coaches a team to fallow his vision. By fallowing devise, a leader brings together his vision and the team strength towards the achieving certain set goals 
S.W.O.T Analysis 
Strength - I am currently leading a team, but what I am doing?
I am helping my team to do the right work fallowing my example, thanks to my experience in my background. I can easily accomplish this because they respect me because my way of communication is direct and straight, this method helps me to touch said goals.
Weak-ness – we are humans first , so is normal to have weak spots.
I try to make myself well-liked in front of my team , but it is not always like should this is the reason why is important to keep a good communication open and as frequently . At times I must take a bad decision, and I find it difficult to communicate this to my team and could break the atmosphere inside the workplace especially in case of the case when I need to fire someone.
Opportunity – in my workplace, I find allot of opportunities and is up to my decision if I should take them or not. I often communicate with the head office , like this the company starts knowing me , and I might have a chance to get higher in the earache  , like this I also treat my team , by letting them to step up , as a fallow-up to my example.
Threat – This appears as a balance to level the ground between workplace and personal time.

Problem solving
This skill focuses on the ability of making decisions that affect the changes that might treat our goals in business sector and also in personal time.
Main focus of this skill is to combat against challenges and changes in the regular timing that might treat our final goals.
“Creativity is best described as the human capacity to regularly solve problem or to fashion products in a domain, in a way that is initially novel” (Gardner, 2013)
I always try to solve quickly and efficiently in my workplace and here I present you my S.W.O.T. analysis.
Strength – During my shift, it happens often to solve problems.
For example, for costumers complains, I try to understand the situation, and to find the best approach for the best solution and a quick solving of the matter. The most important thing is to make the costumer comfortable with the solution, in a way that does not affecting the confidence towards our business. I am all the time in the front line checking the situations, this way I am trying to prevent future problems, and keeping assurance for the costumers and business.
Weakness – I think that I can do everything on my own, but I need to take into consideration the fact that my team could find better approach towards different costumers.
Opportunity – having this certain skill, motivates me and keeps me more focused on my job preventing problems.
Threats – problem solving is at times not good for the business or my team, this generating problems between co-workers and other department leaders.
Team Working.
This certain skill focuses on the connections between my team and my other skills. Often in life we need to team up with less than agreeable persons, that might not be always make us comfortable, but because of their skills and training are a bonus to our team inside the business sector.
“Teamwork is essential for health-care providers, who must work together to ensure safe and effective patient care. The ability to function effectively as a team is especially important in critical care, where ad-hoc teams are brought together for short-term management of crisis situations” (Dirks L.J, 2019)
This is my S.W.O.T. analysis for team-working.
Strength – I am an example for my team, and I am representing a strong asset inside of our team. I am explaining exactly what I am planning, and I give them motivation and come with plausible reasoning behind my decisions, always I keep reminding them our final goal.
Weaknesses – I developed the ability to catch-up quickly and during the busy hours I am not stressed about the rest of my team , there for I might do my best to solve the problems , and my team is not all the times fallowing the same direction.
Opportunity – we work as a team, to achieve a common goal, and I can see clearer my co-workers and appreciate different ideas.
Threats – one of the treats can be poor performance and different levels of effort from different team members, and as a leader I oversee the achievement of goals.

Time management
Time management is a skill that is most wide recognized for the importance in crisis situations, and for the insurance of the management between deadlines and certain steps in our business field.
The proper management of time is important in certain key moments inside the business sector, school environment and other sectors.
For the business sector this relates to the meetings, in case of a new job opportunity, and is management of different matters and deadlines that we must fallow toward certain goals.
There for a good time management, is a valued skill in all of life situations and a desired asset inside the business sector.
“Time management practice is the act of influencing one’s key behavioral dimensions to complete as many tasks as possible within a given time period” (Chania, 2020)
Students can avoid stress if they know how to manage time, so an effective time management gives a plus in academic fields.
At work-place time management is important because it increases our performance and helps us to touch our goals releasing the stress factor in our activity.
This is my time management S.W.O.T analysis.
Strength – I can be very busy during my shift, but I am trying to keep myself very effective and efficient. At the same time, I use multi-tasking and always planning next day shift, setting myself higher goals.
Weakness – I must delegate some of my jobs, so I can relax my working time, and eliminating less important side jobs that could be done by other colleagues. I also try to do thinks in the quickest matter of time.
Opportunity – I usually keep on planning my next day in a way that allows me to have more time for myself and other unseen problems that might take away lots of time and resources.
Threats – at times , my time management might not be same with my planning , co-workers could find other problems and miss a shift and this makes me to find another solutions , or in a situation where I need to find replacement for the missing colleagues
References
Maundy, A., n.d. Certificate in Higher Education. Sage (www.sagepublishing.com), p.67.
Communication
Chania, Malukan Genet. "Assessment of Time Management Practice and Associated Factors among Primary Hospitals Employees in North Gondar, Northwest Ethiopia." Plops ONE 15.1 (2020): 1-12. Web.
Time management
Fetch, S.R., 2014. The heart of servant – leadership: Ten years of the international Journal of Servant-Leadership 10(1), pp. 7-9
Leadership
Dirks, Joni L. "Effective Strategies for Teaching Teamwork." Critical Care Nurse 39.4 (2019): 40-48. Web.
Teamwork
Page 1
