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Introduction
The purpose of this report is to analyse several of the skills that I have accomplished to give me more respect when opportunities of employment become available. While doing this the employees perspective will be taken into account by doing this each of the skills will be analysed and have a definition of what it is. Each skill will have valid reason why it is an advantage to have acquired or why it is a disadvantage to not have achieved the skill and the effect it will have in the work environment. The skills I will be analysing are as followed time efficiency, analytical thinking and  problem solving lastly presentation.  

Time management/ efficiency
Time efficiency is the ability to make use of time to get matters executed when they should be done. To be potent, time must be used to accomplish what has to be finished in the time to be had (Thormack 2012). This is a good statement because if I had to describe time efficiency I would say it is like the elegance of a ballerina in a jewellery box. She would not be seen to her true form if all the clogs did not connect and turn on time to make her dance, as the box was opened and the music starts to play this is the perfection of time management.
[bookmark: _GoBack] By using time to the fullest life becomes less stressful this may be possibly made by preparing your route to work or other destinations. Putting timings to your activities before leaving home can help you reach your location quicker ensuring you will get there on time, avoid delays and have extra time spare. This is emphasized by Jones (2010) who says “The degree to which people feel they control there time”. 
When coordinating your time like writing a diary or list it can have major benefits by making great improvements with less time and effort taken. This meaning more time can be designated to where it matters plus there will be less re-work accruing. There are a few principles to take in to account when planning what is urgent?, when is the deadline? Also do not over commit and always allow time for unexpected to occur. Tasks may not always get finished on time when scheduled so review and then re-schedule for the next date or available appointment free.
A positive of having time management and being able to use time efficiency is that more tasks in less time will be accomplished. This is an advantage to the company and employer with tasks getting completed in a quick and efficient manner. I imagine this would improve the business because the company will develop a reputation for delivering projects on time and on spec. As more deadlines get met and customers become more satisfied with the service the company could soon find itself with more clients. This is backed up by  Thormack  (2012) who indicates “ Individuals who manage time efficient and handle paper once stop the workloads overwhelming their desks and get more work done”. Here is a couple of examples  of the benefits that time management and handling time efficient can bring in the workplace it can increase the productivity for the company, less mistakes will be made, it can save the company money due to meeting deadlines and being able to take on other objectives and less effort used with less wasted time meaning more time where it matters.
Lack of time management is a disadvantage in the workplace as it can become stressful when there is no structure or time planning methods in place. With work mounting up which would mean possibility of missing deadlines and targets not being achieved. Here are some other ways not having time management and dealing with your time efficiently can have effects in the workplace  individuals will not have clear image of the objectives and goals, they can overbook due to not being organised,  gain more stress due to overload of work and mismanagement of missions and tasks.

Analytical and problem solving
Analytical thinking is being able to observe and decide the dilemma and to eliminate unique knowledge from the evidence and form a solution.
Problem determination encompasses a consciousness, cognitive activity in which an idiosyncratic seeks to identify or discover solutions for problems that through-out quotidian life. Specifically this activity is commonly known as the inability to a project, human action or problem, apply the most grade appropriate solution to the identified problem and the effectualness of the solution to the problem (Diamond 2017).
This is backed up by problem determination requires two well-defined types of rational acquirements, synthetic  and fanciful. Synthetic or discursive reasoning includes skills much as coordination , examination, differences, evaluating and selecting . It provides a discursive theoretical account for difficult determination and helps to prime the prizewinning secondary from those acquirable by tapering down the reach of possibilities. Synthetic reasoning often predominates in determination out of the use from problems where as creative thought process is an activity, victimization the vision to a ample reach of ideas for solutions. The fanciful reasoning skills can be separate into various condition smoothness - producing many ideas, malleability- producing a beamy reach of ideas and power - producing exceptional ideas and lastly expansion  - nonindustrial ideas .
Research has shown that in no unspecific status each lateral or hemisphere of the neural structure  is different they act upon one of these groups of skills . The level of difference of each geographic area varies from someone to someone , There has been knowledge of  outgrowth  to the  right neural structure reasoning and leftmost  neural structure reasoning . The left neural structure  reasoning is much  discursive and synthetic, and is predominantly communicatory and the right neural structure reasoning is much  holistic and is afraid with sensitiveness and thought relationships . To be a good convergent thinker you must have the ability to be able to electrical switch from one abstraction of skills to the another and back again , although this is not always effortless . handed-down teaching gives far greater commendation to the development and utilization of the leftmost neural structure reasoning . This is strong in the way we need it to work. Where importance  is set on logical , discursive investigating of collection  in conclusions (Hadler 2016). 
When faced with a daunting task problem solving is a must acquired skill to have as it is crucial that you can analyse the situation and deal with problems in a time efficient and effortless manner. When you structure the problem, look for a solution then execute and make a decision in a professional and quick manner this would be an advantage to have when being employed. Here are some more examples of positive effects of time efficiency in the workplace decisions in a short period,  more problems get solved,  you will have better risk handling techniques, it help boost the companies potential and encourages others to have creative ideas.
(Cottrell,2010). Solving problems has many techniques that it can be tackled by time planned on projects, make an aim, evaluating situation to the problem, prioritise, plan some method of action, actually starting, staying focused and then finishing your mission. Here are some strategies for when problem solving it is important when achieving visualisation is a must, prioritising what tasks are of high interest and low interest you can do this by colour coordinating from a red colour to the green colour. 
Nobody wants to be stranded not knowing a solution to the problem that is encountered before them. Nerves will get the better of the individual as it seems that it is a never ending task so panic mode takes over the body. Time seems longer than it is and the tasks seem daunting and scary with little response. This leads to the task not getting accomplished and this would not be good for your employer or your co-workers in the workplace. Here are few other reasons why Analytical and problem solving is essential without this skill the following things may occur less solutions means less tasks completed,  more time than needed taken on tasks and goals,  animosity can build in the workplace also communication can break down with your workforce and managers.

Presentation
Presentation is being able to explain the meaning of a subject to a crowd or individual with communication of multiple directions and ways to communicate with being capable to adapt to many situations in a quick response. 
To have unique presentation skills you must have the ability to keep the audience entertained. To execute and deliver with perfection when presenting is a good way of handling the situation. However when presenting a presentation to an individual or wide audience  by vocal Communication or a power slide show the task ahead can become scary. It is possible that if nerves get the better of your body you can become anxious and nervous.
There is no prize-winning method when presenting a presentation. However you can have conventional and unanticipated procedures when presenting also convenient and improper ways of doing so, yet there is no appropriate fashion (Morgan 2017). This is a true statement as I believe there is many ways you can approach an audience because some individuals use a comical approach where they make the audience laugh and others  use the method of a formal approach well spoken and well dressed.
When planning a structure for a presentation you have to prepare your approach will you be using slides or will it be all spoken. Other factors to take into account is that there should be a start, middle and end also the viewers should know from the introduction what they are about be informed in the presentation ahead. One thing to keep in mind is as long as the audience are paying attention they are interested knowing what you are talking about and having facts about your subject makes it a lot easier for the audience to stay in tune with what you are discussing this is backed up by (Morgan 2017) who claims when adapting a stable plan to a presentation it inputs the same methods as an essay would produce. Viewers should be aware of what the topic discussion is about , what is the reason that you are on the subject also have prepared the category that is next to be spoken about. To keep the viewers feeling relaxed and at home as you present your presentation is a key objective.
Presentation is helpful to have and a great plus to for your employer and can benefit the company. This helps the company as you will be able to conduct meetings, lead conferences, speak to customers and suppliers confidently be versatile and have exquisite face to face communication. Not having the ability to be able to present yourself can have dramatic causes when trying to be employed nerves may take control at job interviews. Employers do not want someone who can’t hold there composure neither do they want someone who is easily distracted, has low confidence and who can’t communicate as there would be major problems and break downs in the company.





Conclusion
When analysing the skills I have achieved time efficency and management, analytical thinking and problem solving with presentation skills. I have noticed that i have more time spare and tasks do not seem to take as much effort as it once did. While  looking into more depth about each subject I have improved with how I think and solve problems, plan and use my time wisely also my presentation to a crowd which all helped out with me delivering my assignments on time with great ideas and presenting a good presentation.
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