TOURISM FOR A BETTER WORLD

Soft Skills for Problem Solving and Task Management
Task Management Skills: The Foundation of Efficient Workflow

Task Management Skills are crucial for successfully running any project, especially in the tourism
industry. At its core, a "task" is simply one of the many parts needed to complete a larger project.
The fundamental steps of task management involve capturing, organizing, and assigning everything
that needs to be done to bring a project to fruition.

Task management is an integral component of both project and process management. It involves
breaking down a larger project or ongoing process into smaller, manageable tasks. This approach
serves as the basis for efficient workflow within any organization, ensuring that every step is clear
and accounted for.

What's one common project in your tourism business that could significantly benefit from improved
task management, and why?

Description

Let’s talk about glorious task management. You know, they say the devil is in the detail. Well, |
like to say that success lies in the detail, and that's how | look at task management. It's not easy,
but it needs to be done. For instance, we are having a function, right. And every function is
unique. Everybody wants something bespoke about their function. So what we do is, you know,
normally we receive a phone call, or an email, and it will say “Hello, team iKhaya Lodge. We
would like to hold a function for 50 people, on X date from, and we want to know if you're
available”. And so we normally reply, “Thank you very much, we're excited that you'd like to
have your function at our venue. Could you give us a little bit more information?”.

And then begins the task management. The task management requires: What date is it? How
many people? From what time? Are there dietary requirements? You know, will you be having
entertainment? Should we provide entertainment? So you list them off, one by one, to guide
the client into responding to you accurately. Because the more information you have. when
you're managing the task, the better.

| suppose, if you think about it in the simplest terms, task management is seeing something from
beginning to end. And then, because you know that you have to replicate it, you create a list
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that you follow through, and then you have a process in place. And that saves a lot of time.
And that'’s another thing about task management, actually. It's a time saver. Because you don't
have to reinvent the wheel every time you need to do something.

You either perfect it, or vary it, but ultimately what you have, are systems and processes in
place, that are designed by your task management. So, it's really cool.

Have faith in yourself. Have faith in your dream. Look, if everything was so easy, we could all
do everything. It's because things are not that easy, that it takes passion. So, if you believe it,
you can be it, but then you need faith and passion. The first five years are hectic. There are
going to be huge highs. And then there are going to be these awful lows, when you're scraping
the bottom of the barrel, and you're asking yourself, why on earth did | do this?

You need to also make sure that you have the right people around you. That's sometimes easier
said than done, because the right people around you, even before you start hiring people, it'’s
the people who you associate with. It could be family. It could be friends. If you are hiring
people, boy, it's working. Because it means you're replicating yourself. It means you need that
extra support to make your dream come true. Hire the right people. Listen to them. Talk with
them, not to them. So remember. Believe in yourself. Have faith. Keep the positive vibe around
you. Hire right. Be passionate and have fun. It will work.

Task Management: Driving Your Tourism Business Forward

As Ruth Kamau explained, task management involves overseeing a task from start to finish, including
planning, testing, tracking, and reporting. It's crucial to provide clear information so that you and
your team understand a task's priority, due date, involved personnel, budget, and next steps.

Why Is Task Management Important for Your Business?
Effective task management is vital for your tourism business in your country for several key reasons:

o Efficient Project Execution: Task management is essential for running projects efficiently and
effectively. It meticulously tracks each task, from planning and analysis to evaluation and
progress reporting.

o Effective Resource Allocation: It helps with the effective allocation of resources, whether it's
manpower, time, or budget. This, in turn, reduces waste and increases your profits.

o Prioritizing Tasks: Task management helps you prioritize tasks that are urgent versus those
that can wait. This relieves undue pressure on your team, boosts productivity, and improves
timeliness, especially with limited resources.

¢ On-Time Delivery: By allowing you to monitor daily progress through a task management
system (online or manual), it helps you and your team deliver on time.
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Financial Monitoring: Task management helps monitor the financial situation for each task
within a project, ensuring you stay within budget. If you unexpectedly go over budget in one
area, you can identify opportunities to reduce expenses elsewhere, thanks to a complete
picture of the task's finances.

Motivation for You and Your Team: Breaking large projects into specific tasks can be a huge
motivator for you and your team. There's a powerful sense of accomplishment as each task is
successfully completed.

10 Soft Skills for Effective Task Management

Rate yourself from 1 to 5 (1 being the lowest and 5 being the highest) on these 10 soft skills crucial

for task management.

1.

Allocate Resources Wisely: You must allocate your resources—manpower, budget, time,
equipment, venue—wisely. Limited resources mean unnecessary use increases costs and
reduces profit. Conversely, insufficient resources can overstretch your team, compromise
materials, and lead to late or poor-quality delivery.

o Self-assessment: Rate yourself 1-5.

Connect Tasks to Project Outcome: The goal of the overall project must always align with the
task at hand. Otherwise, the final result could be misaligned and ineffective.

o Self-assessment: Rate yourself 1-5.

Monitor Closely and Have a Complete Picture: As the Task Leader, you must monitor closely
and have a complete picture of each task from start to finish—including allocated resources,
progress, deliverables, and available manpower.

o Self-assessment: Rate yourself 1-5.

Be Patient and Proactive: Most projects don't go exactly as planned. Situations and resource
availability can change. You must be patient and not let emotions take over. Be proactive in
anticipating risks and unexpected changes, like a sick staff member or unavailable product.
Accept these as part of project unpredictability and be ready to make calculated adjustments
without being perturbed.

o Self-assessment: Rate yourself 1-5.

Prioritize Tasks: You must prioritize tasks based on their importance and urgency. Be flexible
and adapt. If a task becomes irrelevant due to a change in priority, eliminate it. Task
management isn't just about managing existing tasks; it also involves knowing when to
eliminate them.

o Self-assessment: Rate yourself 1-5.
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10.

Communicate Clearly and Regularly (Part 1): (Note: This is a duplicate in the original text, but
we'll treat it as one point for the rephrase) Communicate clearly and regularly with your
team regarding task updates. Keeping them in the dark can lead to demotivation and
uncertainty.

o Self-assessment: Rate yourself 1-5.

Communicate Clearly and Regularly (Part 2): (Assuming this reinforces the previous point for
emphasis) Communicate clearly and regularly with your team regarding task updates. They
need to be informed to stay motivated and aligned.

o Self-assessment: Rate yourself 1-5.

Stay Involved: Stay involved with the team, even after delegating tasks. You need to follow
up consistently to ensure targets are being met, but always avoid micromanagement.

o Self-assessment: Rate yourself 1-5.

Stay Focused: Many distractions can divert your attention. A single task, if not completed on
time or up to standard, can negatively impact the quality of the entire project. Stay focused
on each task's importance.

o Self-assessment: Rate yourself 1-5.

Be Tech-Savvy: Many software options are available for task management, including free
ones. Choose a system that fits your budget and needs. For teams across multiple offices in
your country or globally, an online Task Management System is highly recommended.

o Self-assessment: Rate yourself 1-5.

Self-Directed Exercise: Improve Your Task Management Skills

Review your scores on the 10 qualities of task management.

Identify the areas where you scored 3 points or less. These are your key areas for
improvement.

Set a target for improvement.
Create a schedule and budget to enhance these specific skills.

Monitor and evaluate your progress regularly, much like you would a project or task itself.

What's one immediate change you could implement in your tourism business's daily operations in

your country to improve task management, based on your self-assessment?

Problem-Solving Skills: Navigating the Unexpected in Tourism
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Problem-solving is one of the most sought-after soft skills in the tourism industry because of the
many unpredictable elements that can arise with any tourism package. As Ruth Kamau states, it's all
about identifying an issue and then finding innovative ways to solve the challenge.

What is Problem-Solving?

Problem-solving is the skill that helps you resolve issues quickly and effectively. It enables you to
identify problems and then implement solutions. This is a highly desirable skill in any industry, as it
makes you reliable, dependable, and an innovative team member. By effectively solving problems,
you directly increase your business's effectiveness and profitability.

The 8 Steps for Effective Problem-Solving
Here's a structured approach to tackling challenges:
Step 1: Identify the Issue

You must have clarity about the problem, challenge, or issue. Remember that different people will
have different perspectives on what the issue is, as each views it from their own point of view. You
can gather better information through data collection and analysis.

Step 2: Understand Everyone's Interests

A good problem solver aims for a win-win outcome for all parties involved. What are the underlying
needs (interests) that each person wants satisfied by a solution? Don't get fixated on one particular
solution. This step requires active listening. Set aside any conflicts you might have with others and
truly listen to understand.

Step 3: List Possible Solutions

Brainstorming is an excellent tool here. Generate ideas with your immediate team, broader
colleagues, and even by yourself. At this stage, there should be no judgment or evaluation of what's
feasible or any restrictions. Simply collect all ideas; this non-judgmental environment fosters
creativity.

Step 4: Evaluate Potential Solutions

Once you have your list of ideas, evaluate each one. Consider the pros and cons of each potential
solution.

Step 5: Select a Solution(s)

After thoroughly considering and discussing the possibilities, it's time to choose one solution, or a
combination of ideas, to form a comprehensive solution. Ensure it satisfies each stakeholder to
some extent. Formally record the selected solution.

Step 6: Implementation
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Once a solution is chosen, it can be put into action. Personnel involved must be informed of any
changes to their usual Standard Operating Procedures (SOPs). This step heavily involves other skills
like Task Management and Time Management.

Step 7: Monitor & Assess Effectiveness

The newly implemented solution must be monitored over a period to measure its effectiveness.
Encourage feedback from all stakeholders and ensure the solution doesn't create new problems or
similar issues.

Step 8: Restart Process if Required

If the problem persists or new issues emerge, be prepared to adjust the plan mid-stream by
restarting the problem-solving process from Step 1.

Traits of a Good Problem Solver
Effective problem solvers typically possess these qualities:
e Analytical and a good researcher

Innovative and creative

e Adaptable and flexible
e Level-headed without an air of arrogance
o Willing to take risks and initiate new solutions
¢ Resilient in the face of failure, treating it as a new opportunity
¢ A team-player as well as a leader
e A good communicator
Problem-Solving Exercise: Cross-Cultural Communication Training

Issue: You've received complaints about insensitivity and bias from a few customers, leading you to
decide that your employees need training in Cross-Cultural Communication. However, your
employees feel their communication skills are sufficient and claim they're too busy. You've allocated
resources and arranged for a trainer, who has just informed you that the signup rate for the program
is very low.

Which of the possible solutions below would you choose to resolve this?
1. Make it compulsory:

o Possible, but the downside is team members may feel forced and might be
disinterested during the session.
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2. Give them a reward for attending:

o Possible, but the downside is it's not sustainable as employees will expect rewards for
all training. It will also add unexpected costs to your business.

3. Communicate the issue and the need for training:

o Best solution. This allows you to explain the "why" behind the training. You could also
frame the training as a team-bonding event, rather than just a formal training session,
to increase engagement.

What's one common problem in tourism in your country that you've observed, and how might you
apply these 8 problem-solving steps to address it?

Time Management Skills: Maximizing Your Most Valuable Asset

As Albert Einstein wisely said, "Time is really the only capital any human has, and the only thing he
can’t afford to lose." Time Management Skills are simply your ability to manage your time
effectively. This involves planning and controlling how much time is spent on specific activities.
Good time management allows you to accomplish more in less time, reduce stress, and become
more efficient and effective, leading to greater business success.

Time is an extremely perishable commodity, a truth deeply understood in the tourism industry. For
businesses, time means money and greater profitability. Therefore, understanding and practicing
good time management is crucial.

Benefits of Strong Time Management Skills
Cultivating effective time management brings numerous advantages:

¢ You Gain "Extra" Time: By managing your time well, you'll discover you have more time for
other business activities or even personal hobbies and recreation. This means more time for
your colleagues, friends, and family.

¢ Reduced Stress: Planning your day, creating a task schedule, and sticking to it significantly
reduces anxiety. You won't worry about spending too much time on one thing and missing
out on another important task. Seeing items crossed off your to-do list, calendar, or scheduler
provides a sense of accomplishment.

e Maximized Business Opportunities: You'll maximize opportunities for perishable, time-bound
products common in tourism. Efficient time management leads to a quicker turnaround for
services like hotel rooms, transportation, and guide services, directly increasing sales and
boosting your business profits.
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e Achieve Tasks and Goals: By structuring your work based on time, you can accomplish your
tasks and goals more consistently. For example, if you schedule each step of creating your
company website over a set period, you'll complete it on time.

o Professionalism and Respect: Managing your time well ensures you complete tasks on time,
projecting a professional image. You'll also be seen as someone who values others' time,
which encourages people to work collaboratively with you.

8 Steps for Effective Time Management
Here's a practical guide to mastering your time:
Step 1: Set Goals

Having a clear vision and setting goals is the first step to becoming a good time manager. Goal-setting
helps you understand your end objective and what to prioritize. Setting short-, medium-, and long-
term goals also aids in time allocation. Remember, your goals should be SMART — Specific,
Measurable, Attainable, Relevant, and Timely.

Step 2: Plan and Schedule Your Work

Basic planning is fundamental: plan your day, meetings, calls, and even personal commitments.
Being organized helps maintain a clear picture of what needs to be done and when. Create "Must-
Do" lists alongside "To-Do" lists. Use a scheduler or calendar to track tasks and commitments. Set
and try to stick to time limits for each task.

Step 3: Prioritize

Prioritizing your responsibilities is key. There are many ways to prioritize:
e Complete fast, simple tasks first, followed by longer, more involved ones.
e Prioritize the most time-sensitive tasks.

o Address tasks that are most lucrative for your business, especially if time or resources are
limited.

e Use the Eisenhower Matrix (Important/Urgent):
o Important and Urgent: Do these tasks right away.
o Important but Not Urgent: Decide when to do these tasks.
o Urgent but Not Important: Delegate these tasks if possible.

o Not Urgent and Not Important: Assess the need for these tasks and possibly set them
aside for later.

Step 4: Delegate
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While you might be a perfectionist, good time management involves delegation. It can be hard to say
"no," but you can delegate tasks to a trusted colleague. It's important to set boundaries to achieve
your goals.

Step 5: Do Not Procrastinate

Procrastination means delaying tasks. Regularly postponing tasks will cause them to pile up, leading
to either missing deadlines or compromising work quality due to lack of time. Remember the adage:
"Do today what you have to do tomorrow, and do now what you need to do today."

Step 6: Avoid Distractions

It's easy to get distracted, especially with difficult or uninteresting (yet important) tasks. For effective
time management, stay focused and stick to your schedule. Don't let distractions rule your day.

Step 7: Do Not Get Stressed

Good time management safeguards your mental health. While stress is sometimes unavoidable,
managing it positively helps you stay motivated. Schedule small breaks throughout the day to
decompress.

Step 8: Review Your Timelines Regularly

You should constantly be aware of the timelines for each task and overall projects. Tools like Gantt
Charts or Excel Spreadsheets can help you stay on top of your time commitments. If you miss a
deadline or expect delays, communicate this clearly and as soon as possible to all stakeholders.

Implications of Poor Time Management
Ignoring time management can have serious consequences:

e Poor Workflow: Inability to plan or stick to a schedule leads to poor efficiency. A weak work-
plan means tasks won't be completed in sequence, wasting time and potentially resulting in
missed goals and lower productivity.

¢ Distraction and Wasted Time: For example, chatting on social media instead of completing a
task. Time is perishable — once wasted, it's gone. This leads to task delays, which is
unprofessional.

e Lack of Control: A poorly planned schedule, or no schedule at all, leaves you unsure of what
to do next and how long it will take. This lack of clear information increases stress levels.

¢ Poor Quality of Work: Insufficient time to complete tasks can compromise work quality,
damaging your professional reputation and trust in your business.

Cultural Effect on Time Management
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Punctuality varies across cultures. For instance, a 10 AM meeting might mean 9:45 AM to some, 9:55
AM to others, or exactly 10 AM. Some cultures find a few minutes' delay acceptable, while others
tolerate delays of hours.

Be ready to adapt. Some cultures view time as more flexible, seeing schedules and deadlines as
restrictive. Delays are accepted, not seen negatively, and sometimes even expected. Adapt to the
culture of the person you're interacting with, or clearly communicate your time expectations upfront.

What's one small time management habit you could implement in your tourism business in your
country starting tomorrow that you believe would have a significant positive impact?

Stress Management Skills: Thriving in the Demanding Tourism Industry

The tourism industry is incredibly demanding, and you'll likely face stress often. That's why stress
management deserves as much attention as any other skill. You're simply more productive when
you're not stressed.

Here are some practical tips to better manage your mental health and well-being:
Practical Tips for Stress Reduction

1. Exercise Regularly: Working out consistently is one of the best ways to relax your body and
mind. Walking, exercising, practicing yoga, or playing sports will boost your mood and
improve your circulation.

o How often do you exercise per week? (Choose one)
= Often enough
* Not often enough
= Still trying to start

2. Stretch Your Muscles: Loosen tense muscles with a massage, a hot bath, or simply by
stretching.

o When was the last time you treated yourself to a massage? (Choose one)
= Just recently
* Alongtime ago
= Yet to find time for one

3. Practice Deep Breathing: Inhaling and exhaling with prolonged breaths for just 5 minutes can
help ease tension. Go on, try it now!
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4. Eat Well: Focus on healthy foods. Fast food can be an occasional treat, but it shouldn't be a
regular habit. Good nutrition provides your body with a natural release from stress.

o How often in the week do you rely on fast food? (Choose one)
= Very often
= Not so often
= Seldom eat fast food

5. Sleep Well: Consistent sleep is vital, though often challenging in the tourism profession. Aim
for a minimum of 8 hours of sleep to allow your body to rest and recover.

o Compared to friends in other industries, how much sleep do you usually get? (Choose
one)

* More than my friends
= About the same as my friends
» Less than my friends

6. Take Regular Breaks: Schedule regular breaks throughout your day. This gives you personal
time for meditation, a coffee break, or a chat with friends, helping you recharge.

Now that you're equipped to manage yourself better, take some time for your favorite "break-
activity" before we move on to the next topic: communication skills.

What's one stress management tip you find particularly challenging to follow consistently in your
daily work in your country's tourism sector?
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