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Introduction

The purpose of this report is to analyse the business skills that I want to improve which are communication skills, team working and time management. During the report importance of communication skills and team working in the workplace will be discussed.  
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Communication skills are a part of the spoken and written language,
the ability to convey information to another effectively and efficiently. It is not only needed in daily personal life also important within the workplace and in business. 

Communication is the one common factor that impacts how well an organization performs (Harshman and Harshman,1999). According to these researchers, poor communication is a significant problem. Because it leads to a variety of issues including inaccurate information, misused information, inaccurate interpretation, and lack of feedback.

In 2006 a consortium led by Linda Barrington produced a report concluding that new workers lacked basic literacy skills based on the research of various groups. This report caught the attention of society estimated that a telling share of two and four-year college graduates were inadequate in oral and written communication skills (Barrington, 2006).

Since then, a number of national studies have addressed communication as one of the top skills needed for employment. Written communication (letters, reports etc.), oral communication (face-to-face and presentations), listening, and nonverbal communication have existed for many years. These are still used as traditional forms of communication along with using a host of newer electronic technologies, such as e-mail, text messaging, and social media. 

Additionally, Bovee and Thill (2012) stressed that while communication today is more interactive and conversational than it was in previous times what is essential for success is delivering the proper meaning of the idea or thought to develop knowledge in a range of formats for communication in institutions. 

Communication identified by American Management Association's survey (2010) as one of the four most important skills people needed for successful employment in the 21st century. 

It is well documented that good communication skills both written and oral are crucial when searching for and being successful in a job.

Bovee and Thill (2012) listed a variety of skills, which matched several textbook listings, including written communication, oral communication, nonverbal communication (touch, space, gestures, and voice tone), and listening.

[bookmark: _Toc512828982]Written communication skills 
It has been pointed out that writing skills have become imperative in today’s workplace due to the increased role of messages. According to Stevens (2005), employers noted that inadequate language skills were an obstacle to hiring some applicants because of clients and should be refrained from when professionally corresponding with clients. 
[bookmark: _Toc512828983]Oral communication skills 
Oral skills are part of almost every job description because Everbody has to convey information to other people or to sell an idea (Guffey and Loewy, 2002). Stevens (2005) reported that newly-hired college graduates needed stronger public speaking skills, stronger interpersonal skills, and more self-confidence.
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Bovee and Thill (2012) listed listening as an important skill that employees needed to be good listeners to understand and accomplish necessary tasks since approximately 80% of top executives.
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Nonverbal communication is also substantially valuable as it attests to the believability of the message. Bovee and Thill  (2012), and  Whetten and Cameron (2002) reported if nonverbal and verbal communication are congruent, the message is more believable. 


[bookmark: _Toc512828986]Team Working

Teamwork in the workplace involves cooperation and is usually for the sake of a common goal that the entire team is working toward. The common goal may be the wellbeing of the company. Teamwork requires that all workers contribute their fair share to the workload. 

The benefits of teamwork include increased efficiency, the ability to focus different minds on the same problem and mutual support. The teams accomplish more than individuals can do alone.

Other benefits of teamwork include, better outcomes, efficiency, better ideas, mutual support, and sense of accomplishment.

Wehbe (2017), summarized the importance of teamwork by the following reasons:

Teamwork motivates unity in the workplace

An environment where teamwork is encouraged helps create a culture of camaraderie faithfulness and support. An individual may have various talents, abilities or flaws consequently an environment where teamwork is not encouraged may hinder the successful outcome of goals and objectives.
This results in an atmosphere where each employee will focus on advancing their own goals and being in competition with their fellow employees.
Alternatively, when teamwork is successfully implemented the group will support and help each other in the aim of reaching their objective in unanimity. 

Teamwork offers differing perspectives and feedback

A good team atmosphere promotes the use of collective brainstorming in order to raise the likelihood of success in solving problems and achieving goals. Teams can be more effective and efficient when sharing ideas and working toward common objectives.
Sharing diverse points of view and experiences in a team bolsters accountability and contributes toward quicker conclusions then when done individually.
Teamwork increases productivity by increasing feedback times and allows for numerous sets of skills to be utilised in supporting your work. 

Teamwork provides great learning opportunities

Teamwork allows individuals to learn from the errors of others and prevents them from repeating them in future. It allows us to acquire different viewpoints and gain new ideas from more experienced teammates.
Experienced individuals can increase their skill sets and uncover new ideas become more productive and efficient by working with newer less experienced team members. 

Teamwork promotes workplace synergy

Common objectives, assistance and collaboration enables members to feel a greater sense of accomplishment. It enables individuals to be collectively responsible for results achieved and provides motivation to elevate their performance levels. When team members are conscious of their obligations and roles they will be motivated to share the same goals. This will create comradeship, trust, collaboration and support. 
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Time management is the process of organizing and planning how to divide the time between specific activities. 

There are many benefits of time management including greater work rate and output, better professional reputation, decreased stress, more chance of progress, higher likelihood of being successful in life and professional targets, objectives. Ineffective time management can be detrimental to meeting deadlines, cause falling standards of work quality, failing to utilize your time efficiently and effectively as well as increasing stress levels and having a low reputation professionally. 
 
Harris (2008) has stated that time management is the process of skilfully applying time to finish and perfect a specific activity within time constraint.  Time management is being in control, deliberately, intentionally. It is not shying away from problems but overcoming them (Kristan, 2010). 

Time management is not the goal, it is a tool to achieving the goal. It is a way of successfully completing and realizing goals for individuals and others. The purpose of time management should not only be considered as fitting more work into available time even though this may be a part. It must be to make sure that goals are achieved (Forsyth, 2010).

Time management does not just constitute more time but is about using the time we have in a more productive and useful way. When time is managed more effectively and efficiently the likelihood of stress and disappointment are reduced thus becoming more self-assured and feeling better. 
It is important to note that in spite of all popular attention to managing time, relatively little research has been conducted on the process involved in using one’s time effectively and completing work within deadlines. (Claessens et al., 2007)

According to Investors in People (2017) using the following techniques and ideas will improve the time management of employees:

Keep a diary of how you spend to time.
Use the pareto principle. 
Make a plan.
Bucket tasks into long-term goals.
Use a suitable tool for tracking tasks and goals.
Chunk time around your goals, rather than tasks.
Use a chunking system for time management 
Pick a location to suit your focus.
Learn to give important things priority.
Develop your focus and concentration.
Reset interpersonal expectations. 
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The results of this study show that communication skills are considered one of the most important skills necessary in the modern workplace both by employers and scholars alike. Although traditionally a useful skill it has become more important in modern times due to the increased use of electronic technology in the workplace such as emails, texts etc.

It is imperative to have good written and oral communication skills in order to ensure ideas are put forward accurately and clearly in order that the message is understood correctly and to avoid misinterpretation. Nonverbal communication skills are also important in backing up and adding credibility to ideas and the message.

Working as a team has numerous benefits for a company or organisation helping to create an environment where new and productive ideas can flourish and employees can support each other. Teamwork when implemented properly can make tasks more efficient with individuals striving for the common good rather than individual personal goals. Teamwork is also beneficial as it allows employees to pass on and learn new skills.

Using time management correctly has a big impact on many levels both as an individual and a collective. When managed properly it keeps employees organised and increases output at work and in their personal life causing less anxiety and stress. It enables employees to take on tasks and obstacles head on and deal with them more efficiently.
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