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Introduction
The purpose of this report is to analyze different kind of skills mostly needed at the work place and at school. The skills which will be analyzed are: Decision making, problem solving, leadership skills, communication skills, time management skills, personal mastery, paraphrasing and writing.

Decision making
Decision making is when you have to choose between two courses of actions. Decision can be made when based on different factors as intuition or reasoning although many people talking about it like is a magic trick, intuition is actually based on different lessons or experiences you may have been through. But however, you have to consider carefully taking decision based of those feelings because it could be a wrong one. When a decision is made because of reasoning that means is a decision which has to be carefully considered all the possibilities. 
This skill is very important for the work place because many people may depend on one of this decisions.  Many times being a supervisor or a manager you have to take some wise decision regarding people and situations. Recently thanks to the new job I had developed this skill really much, but I still fell like I have to improve it because is a really important skill to have.

Problem solving
The quality of saving in any kind of situations during the life that could be in school, at home, at work, either when you are out with friends or family and you can find yourself in a difficult situation.
This is a really important skill which many of the employers are looking for, first of all mental and then practicing it, therefore you can have a really successfull career, if you love what you do obviously. Although it is really important as well in school because it helps you whilst learning and solting yourself out.
It can help you even in your day by day life. To find out if I have this skill, I decide to start working as a supervisor in a company that is packing products and I as a supervisor have the duty to organise the stuff around the site and to make sure everything goes well.

Leadership skills 
Leadership is not a skill that you are born with, you will develop it in time with some experience and some knowledge. To be a good leader you have to be a flexible character as is one of the most highlighted skill seeked by employers, as it involves dealing with people in a way to motivate and build a friendly and respectfull relationship. 
I consider that I grown this skill because in my job I have to deal with all kind of people obviously different characters so I always have to find a way to create a friendly and respectfull team that does a proper job.

Communication skills
Communication skill allows you to understand and be understood by others, being used when giving and receiving different kind of informations even feelings and ideas that happens around you. Communication skills involve listening, speaking, also helpfull to understand and make difference while communicating face to face, phone conversations and social media.
When you`re speaking it`s really important to be clear adjusting your voice in a way not to offend or disturb the others you communicating to, that`s one of the most important things.
Respect: is shown whilst talking with a group of people allowing them to speak without interruption is seen as a communication skill tight to respectfullness. 
Communicating at work : making your message as easy as possible to be understood by others it reduce the chance of being misunderstood, a better way to do this to avoid the misunderstandings is to cut down the message at it`s meaning.
Communication at school or in day by day life can be helped even just by expressing your feelings and thoughts in a respectfull way and again avoids misunderstanding and help us become more confindent.
I do have to improve this skill more in my private life because I don’t always express my feelings.

Time management skill
Managing your time helps you to improve and succed your career. Having strong time management skills can lead to advancing in your position.
Why are time management skills important ? 
Well, helps you structure your work and to accomplish goals, for example : Your goal is to pass an exam, you need time to research and update your resum and to prepare to present the assignment, so for this you need to know how to manage your time. To improve time management skill you have to be a flexible person open to new things in every moment, to set long and short terms goals, for example if you have the goal to be promoted within a few months you may have to set smaller goals that helps you hit the big one.
To improve your time manager position you have to take extra care to-do list, so you will succed.For employers being reliable is really important so time management can make you achieve their trust.

Personal mastery
Personal mastery is when you manage and control your feelings specially in the important situations and places. Personal mastery is one of the most wanted skills to be achieved from all of us even if we don`t really realise that.
Personal mastery is really important because you may have to control your feelings in different kind of situations. At work you have to be really careful how you come up with your words and attitude in a way not to offend anyone around you because in a situation where maybe you are angry and someone comes and put more pressure on you, underpressure or stress you could have an offensive reaction to stand at and to adjust after so in a similar situation you have to master your feelings so you can control the situation, either at work or at school .
I have to improve this skill mostly on the private life because at work I have to know how to and when to master my temperament in any situation.

Team work
In time, at work or at school you could be asked to work in a team to fulfill a job or even an assignment, which means you will have to work with some other people who have different characters thoughts or goals.
In school usually, students complain about team work because there are many lazy students and no one wants to be dragged down from a lazy one which doesn`t have goals and don`t really want to achieve point.
This skill is more limited to your time at University, however, it still an amazing skill that you`ll learn trough your time studying. Wether it`s learned the hard or the easy way, it`s a skill that you`ll certainly have to use in your day by day life. It is really helpful for the work place where you have to work anyway in a team due to the situation.
Paraphrasing
Paraphrasing is when you take someone elses and write it down in your own words so you can be accused for plagiarism. In the moment you paraphrase someone elses idea you may change the phrase structure, the phrase words, but the sense of the content have to stay the same.
This skill is really needed in school because it helps you take good marks and feedbacks.
I have to improve this skill because I don`t really know yet how to do it, but this is one of my goals and I really hope I`ll improve it.

Writing
Writing is a way to communicate and express ourselves using symbols, spaces and punctuation. Writing is a necessary skill in school without which you can`t study, because mostly you have to write so you can keep studying. Writing is used for school when you have to accomplished assignments.
To write you must to understand some basic rules as grammar, punctuation, and sentence structure.
I have to improve this skill even if I have been through some English courses which actually helped me integrate the work places I`ve been and into school.

Conclusion
All these being said we can understand that we need many skills into day to day life which help us to improve ourselves and others that we can do more and we can use this skills to live together. With that been said I can only push myself to improve all the skills I didn’t do till now, and reach the big goals trough the small achievements.
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