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Time management is the process of planning time spent on specific activities. Time management skills entails various skills that help individuals manage their time well. Good time management skills enable individuals to work smart so that they can achieve more in less time. Improving time management skills allows individuals to improve their performance and achieve their goals with more effective strategies and less effort. In contrast, poor time management can lead to missed deadlines, unwanted stress, life imbalance, lack of professionalism, and even poor professional reputation. 





Time Management Skills
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Developing communication skills is important in building a successful career. Communication skills helps in all aspects of life, from personal to professional life. In the workplace environment, communication skills help individuals to understand information more quickly and accurately. 





Communication is the ability to transfer or convey information to create an understanding.  Effective communication is the most important life skill. It enables individuals to convey information to others. 
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Teamwork skills are abilities, attributes and qualities that allow individuals to work well with other during collaboration, conversations, projects and meetings. The concept of team work is viewed within the greater structure of a team that involves individuals working together to achieve a common goal. Teamwork is an important soft skill that can lead to personal and organizational success. Working well with others can help in efficient completion of tasks while creating an enjoyable workplace environment. An organization that emphasizes and strengthens good teamwork skills is often healthy and high functioning. 
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Soft skills are a combination of personal attributes and traits, communication skills, social skills, social and emotional intelligence that influence how well employees work and interact with others, navigate through their work environment and achieve their goals with accompanying hard skills. 


Soft skills are important for people’s success in their personal life, in the workplace and contribute to organizational success. Soft skills make it easier to build relationships, trust and dependability.  Employers acknowledge the influence of soft skills in the workplace environment therefore, it is important to include these skills in job applications. Soft skills show that an individual understands the attributes that will help them success within an organization and within their positions. 


These soft skills include; Teamwork, Communication skills, Time management, Interpersonal skills, Decision making skills, and Stress management skills. 





Importance of Soft Skills in the Workplace














