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Introduction:
The purpose of this report is to give an in depth analysis of four skills which are relevant for work and the provide rationale as to why an employee must possess them. These four skills are: Flexibility skills, communication skills, organization skills and time management skills. 
Being Flexible: 
Being flexible means that a person who is ready and able to adapt to different circumstances. This is an important skill to have when working because it will show the manager that the person is versatile and can adapt to the needs around them. This adaptability will not only show your manager at work but the rest of the people as in fellow employees and other member of staff that the employee is able to do anything and can cope with changes to the workplace. The employee being flexible will indicate to others that he/she is open to anything, whether it is doing extra hours, changing shifts and even covering for a colleague because he/she may be off sick. This is a good skill for an employer to have because it will show the people whether that he/she can adjust to anything and is always ready for any changes to the workplace that may occur.  This can set an example to other employees in the workplace who aren’t flexible; that being flexible is one of the great assets to have as it will show the entire business that the employee is open minded. Beckstrand (2017) states that” Workplace flexibility is facing insurgents in many ways. Businesses will have to adapt to some preferred changes of styles in terms how the workplace is operated”. This indicates that businesses must learn to become more flexible in the way they work and employees must have the ability to work in differing circumstances. 
Flexibility also allows employees to work in various ways. Sometimes the company could allow certain employees to work at home, so he/she could have a balance of managing the work and for family commitments depending on the situation. The company can sometimes allow employees to attend parents evening at school for their children and try and fit an extra hour for that employee to cover the shift he/she missed. Flexibility also allows an employer to help another colleague to meet a deadline. Sometimes there could be an important presentation which an employee might volunteer to take because a colleague whom was originally going to present it might have fallen ill. Kitteneh (2013) Says” Employees with flexible working environments incline to have a better habit and may be more productive and efficient when working. Flexibility also brings a sense of happiness and satisfaction among the employees. This will improve the relationship of the between the employer’s private life and professional life”. This refers to employees who work in a more flexible environment and are happy and satisfied because of the flexibility afforded to them. They are also content because they are settling in well and are happy with their adaptation. Flexibility can also improve the mental health of the employee in the workplace. Having the psychological flexibility in the mind, employees will feel and have more control on the job and tasks given. Having the flexibility skills, the employees can deal with any changes of circumstance in the workplace. 
Communication skills:
Communication skills refers to the ability of a person to transfer their own ideas and feelings in an effective way. Excellent communication skills are vital in the workplace, be it face to face, through presentations or other mediums such as skype. Good communication skills will allow an employee to take on instructions on board, and communicate anything they may need to in return. Furthermore, good communication skill will lead to efficiency in the work place. Being a good communicator is very essential when at work, people will need to be able to understand what the person is saying to them. When it comes to interacting with others it is vital that the employer speaks clearly and doesn’t mumble. A lot of time employers will be dealing with so many customers and it is important that the customers get provided with good services and that goes for communication. For the employees, mangers and other associates is very essential. Heathfield (2017) states” Communication is exchanging information between two people”. Feeling to communicate well will results in dysfunction in the workplace as the success of business is centered around communication. Employees must be able to communicate with each other and with employers. Branches must be able to communicate with each other and relay information up the hierarchy in order for procedures and business to runs smoothly. 
In work communication is the most vital skill that any employee will need, most of the time at work employees and other member of staff will interacting with so many people i.e. the manager and customers. For example, if there are team leaders then he/she will have to be able to interact and speak with to fellow peers in a way that they can comprehend and understand what they must do. Communication also refers to body language and eye contact and are key to when people communicate with others. These skills are very important in a working place because without them people will find it difficult to work and will struggle. Communication can also boost the employee’s morale, confidence, productivity and he/she’s commitment to work. The manager of the workplace must be able to communicate in the right manner and be clear to explain to the employees and other teams what needs to be done to maintain the company in the right way.
Doyle (2017) states “Being able to communicate in an effective manner with colleagues and other member of staff is important”. Communicating with others at work must be done so precisely that the message a person is trying to send must be clear and accessible to its target audience. Being polite is another way of making sure you communicate or speak in the ideal way, being polite is another good way of getting messages crossed when talking. Face to face communication is the best way to boost one’s confidence. It is easier to talk to a person in a one to one basis as you can develop a clear understanding from one another.
Organizational skills:
Organization skills refers to the ability to arrange systemically in an effective way. Being organized is a key asset a person at a workplace needs to have. The manager of a business must make sure everything within the workplace is well organized, clean and well maintained so that it can give a positive impression to customers, etc. The employee that takes to pride on the work will always have a motivation on keeping things intact. (Hakobyan, M) has said “In terms of embracing lists, it is important that a person writes down lists of what needs to be done or worked on. This will ease everything in the head and will and free up the brain”.  The above refers to the need for a clear mind to tackle tasks, and in an effective manner. This can be brought upon by good organizational skills as it compartmentalizes tasks to be done. An organized worker will always make sure the desk he/she work on is always clean and tidy. This will ensure that any resource they need is easily found and will cut down on time. A workplace which is clean, organized and has a positive vibe and atmosphere will bring a sense of professionalism for both manager and employees. This will establish a clear devotion to detail, purity and kind planning for the colleagues and customers. This will establish a clear devotion to detail, purity and kind planning for the colleagues and customers
An organized workplace can prevent added work-related stress. The manger will want everything to be efficient by doing this it will be provide a good structure to the workplace. Having good organizational skills will make sure employees are always on time, this will help the workers punctuality and will impress the manager. The whole environment and atmosphere in the workplace will be different and from the outside it will give a good impression to the people outside the business and possibly to the people that would be interested in working for the company. Its important organizational skills are enhanced in the employee, this will only improve them as a person and will give an example to fellow colleagues on how to be efficient by keeping things organized.
The company itself would have to be organized. Restaurants and small retail businesses would have to create and organize a schedule which consists of different times and shifts for the employees. The workplace may have certain shifts for the employees for different days of the week. It is very important for those businesses to have a schedule which prevents any misconceptions from happening, this will also prevent any confusions from happening. By having an organized schedule, the employees will know when and the time he/she need to be in. Another important organizational skill is to be able to meet deadlines. This skill requires a lot of experience, the managers will wait of the employees to develop more before assigning certain tasks. Andrews (2015) has identified that “When you make a promise to yourself, retain it. When the person has created a plan with aims and expectations then it is appropriate to travel the extra distance to achieve the goals set”.

Time management:
Time management refers to the effective use of time that one is given. This is linked to organizational skill as one can manage time more effectively by being more organized. Time management at work is very important. An employer must be able to meet deadlines, work according to the time given and be able to work under pressure. Time management really tests out the employee’s characteristics. The manager of the business will be identifying how well the employees manage time and how well he/she can cope with pressure situations according to the time which is limited. Time management consists of planning and doing the activities and tasks given to the amount of time. This will increase the effectiveness and efficiency and productivity. Time management is very challenging for any employee and it is something that he/she needs to adapt to. For any employee it will be a balancing act in terms of how he/she can juggle work life with personal and social life. Kallayil, G. (2015) has stated” The lists of how you should use the time or hours each day will contain the things different activities with different primacies”.
In many workplaces, everyone would want to prioritize the time given and use it effectively. Employees might need to set goals and use the time given effectively. It can be also a motivation for a lot of employees to finish the tasks in the time specified.  Time management is also about how the employee prioritizes the tasks and how it can be done to the limited time given. Many workplaces might use the time tracking software application to analyze the working time of the employee. The system of time management in the workplace allows the employees to get perceptions into the business. This also allows the workplace to look, plan and manage the employees time and at the same time allows the employers to regulate labor costs and increase productivity in the workplace.
Listing daily routine tasks will be a waste of time for an employee. When creating a task list, the employee would have to make sure that there aren’t unnecessary or irrelevant tasks.  What the employee will do at home in what times isn’t really to do with what needs to be done in work related purposes and in what specific times which is scheduled. If the employee does go on with designing a task list, then only work-related tasks and activities should be written down and at the same making the times which the workplace would want time the tasks should be finished. Adams has said “One of the most appropriate skill a person can have which is influential and effective is time management. The fact is that time is the supreme equalizer in life. No matter the persons age, race or religion, everyone is equal and will get the same amount of time as the next person”. The above outlines the importance of time management; we are all given the same amount of time and it is up to us as individuals to utilize it efficiently. External factors in society which may unfairly disadvantage people such as race, religion, etc have no bearing on the time one is afforded. 
Conclusion:
The skills that have been mentioned in this report are important in a person’s daily life and more importantly the work life. Being flexible will show the workplace that the employee is open minded and can adapt to any situation. This adaptability will ensure the employee can work in a dynamic situation and cater to the firms needs. Having good communication skills will only will help the employee to speak clearly and deliver messages which everyone can understand. Having good organizational skills will improve the efficiency and productivity of the employee. Time management skills are key, in terms of keeping a routine of an employee. Managing time and planning certain tasks to the appropriate times will be very helpful. All businesses will require the employees to be established and having these skills. Each of them are essential and effective for work.
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