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[bookmark: _heading=h.gjdgxs]Introduction 
Nothing beats effective communication when it boils down to managing teams and projects. Cottrell (2019) covers a number of strategies for enhancing communicative abilities in her research work. These include active listening, outlining goals and expectations explicitly, and providing constructive feedback. Paying close attention to what others are saying is crucial if you want to provide an appropriate response. In order to build trust and address issues raised by team members, this is a must. Effective goal & expectation articulation requires the ability to clearly express oneself and provide directions or criticism. (Alvarenga et al. 2019). Errors are less likely to occur, and productivity is increased. Constructive criticism is timely, specific, and offers specific, practical suggestions for improvement. As a result, team members are able to improve their performance and achieve more as a whole. Spending a lifetime improving one's communication skills may lead to improved social relationships, productivity, and stress tolerance.


[bookmark: _heading=h.30j0zll]Discussion
Learning to properly manage both people and projects is a skill that will benefit users in their personal and professional lives. Managing both individuals and assignments well may lead to improved interpersonal ties, increased productivity, and less stress. Cottrell (2019) presents many strategies for enhancing skills including communication, empathy, personality, and work style awareness, as well as time management, priority planning, and general organisation.


[bookmark: _heading=h.1fob9te]Effective Communication skill
Nothing beats effective communication when it comes to leading teams and projects. Cottrell (2019) covers a number of strategies for enhancing communicative abilities in her research work. These include active listening, outlining goals and expectations explicitly, and providing constructive feedback. Paying close attention to what others are saying is crucial if you want to provide an appropriate response. In order to build trust and address issues raised by team members, this is a must. Effective goal & expectation articulation requires the ability to clearly express oneself and provide directions or criticism. (Alvarenga et al. 2019). Errors are less likely to occur, and productivity is increased. Constructive criticism is timely, specific, and offers specific, practical suggestions for improvement. As a result, team members are able to improve their performance and achieve more as a whole. Spending a lifetime improving one's communication skills may lead to improved social relationships, productivity, and stress tolerance.
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Figure1: Effective communication skill key
(Source: haiilo, 2021)
[bookmark: _heading=h.3znysh7]Empathy
Having compassion for the staff and customers is crucial to your success as a manager. Cottrell (2019) suggests many strategies for fostering a more compassionate disposition, such as developing self-awareness, learning to see the positive qualities in others, and fostering a supportive work environment. Realizing these limitations may help one better understand and accommodate one's own talents and weaknesses, as well as the abilities of one's team members. (Sergey, Boris and Nadiia, 2020). Sensitivity is the ability to imagine and show concern for another person's emotional state and well-being. This helps provide the groundwork for a pleasant and productive work environment based on mutual trust and cooperation. Cultivating empathy improves people management skills, which in turn improves relationships, productivity, and stress levels.


[bookmark: _heading=h.2et92p0]Understanding Different Personalities and Working Styles
Understanding the diversity of individuals and their approaches to work is crucial for managing both people and projects effectively. Learning to understand and tolerate differences in others, fostering a friendly and varied workplace, and embracing fresh ideas are just a few of the strategies outlined by Cottrell (2019) in her scientific essay on developing this skill. It's crucial to take into account the fact that every team member brings something unique to the table in terms of expertise, passions, and personality peculiarities. One way to deal with a diverse team is to modify your management style to suit the preferences of the individuals on it. As a consequence, relationships strengthen and productivity increases. One way to encourage a more open and accepting culture is to create one in which people feel safe expressing who they are. (Magano et al. 2020). This strategy has the potential to create a more energised and productive team. Learning to work with and relate to individuals with different work styles and personalities may improve one's people management and interpersonal skills.
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Figure2: Understanding Different Personalities and Working Styles
(Source: gethppy, 2019)
[bookmark: _heading=h.tyjcwt]Time Management
Mastering time management is essential for managing people and tasks efficiently. Cottrell (2019) suggests, among other things, strategic planning, minimising distractions, and avoiding procrastination as methods for managing one's time effectively. The act of determining which tasks are most important and allocating resources accordingly is known as prioritisation. This guarantees that the most critical tasks will be completed on time, without taking up too much of anyone's focus. The goal of distraction management is to keep one's focus and minimise disruptions. The result is improved concentration and productivity. To prevent putting off work till later, users should get started on their tasks right once and break them down into smaller, more manageable chunks. Overwhelm is alleviated, and pride in one's accomplishments takes root. Learning how to better manage one's time might have positive effects on one's professional and personal relationships, productivity, and ability to deal with stress.
[bookmark: _heading=h.3dy6vkm]Prioritization
The capacity to determine priorities is crucial for successful people and task management. Approaches for learning to prioritise are discussed in Cottrell's (2019) research paper. These include setting explicit goals and deadlines, identifying urgent and vital tasks, and delegating work. Setting goals may be thought of as beginning with the definition of what encompasses to be performed and by when. This is useful for prioritising tasks and scheduling activities. Finding out what needs doing immediately and what can wait is an initial step in prioritising users' tasks. This helps to ensure that important tasks are completed on schedule and that time is not wasted on less important ones. (Adams and Blair, 2019). When users delegate tasks, they hand them off to the member of the team most equipped to do them. In addition to improving teamwork, this also releases up useful assets.
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Figure 3: Prioritization
(Source: railsware, 2023)
[bookmark: _heading=h.1t3h5sf]Organization
The capacity to properly organise and allocate resources is essential for effective oversight of individuals as well as projects. To-do lists, scheduling apps, and a neat workspace are just a few of the strategies for better time and task management that are suggested by Cottrell (2019). A to-do list is a list of tasks that has been written down, prioritized, and then crossed off when they are completed. Using this strategy, the user is less likely to forget important dates or lose important documents (Cerezo-Narváez et al., 2019). Calendars, project management programs, and email filters are just a few examples of how technology may be used in business to improve efficiency and productivity. This is helpful for keeping track of tasks, meeting deadlines, and keeping distractions at bay. Maintaining a clean and uncluttered workspace needs a dedication to order and to cleanliness. The consequence is less anxiety and more productivity.
[bookmark: _heading=h.4d34og8]Conclusion
This report summed up the reasons why learning how to manage people and projects well is crucial to your long-term success. Cottrell's (2019) research paper emphasises the need of many key approaches, such as open and honest communication, compassion, understanding of different personality and work styles, efficient time management, setting priorities, and organisation. Developing better people and task management skills may help individuals in many ways, including reducing stress and improving their relationships. Keep in consideration that it may take some experimentation to become good at these skills. However, with perseverance and commitment to improvement, both personal and professional task management skills may be consistently honed, leading to higher levels of success in all areas of life.
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