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[bookmark: _Toc503107996]Introduction
This purpose of this report is to analyse three relevant employability skills that are required to gain credibility in search of employment opportunities. The three chosen skills to be covered are: communication skills, teamwork and technology skills.
Employers primarily require applicants with skills that are associated with the job in question. Most employers want to hire candidates who have strong interpersonal skills. General skills are also known as “employability skills, universal skills, interpersonal skills or transferrable skills”. Having employability skills can help a candidate get a job, remain in a job and work their way up the ladder.

1. [bookmark: _Toc503107997][bookmark: _Hlk502330738]Communication Skills
In the present global environment communication is an important interpersonal skill.
According to (Central, 2017) There are eight skills in general that an employer will be looking for regardless of the industry. Communication is one of them. Communication comes at the top of the list according to (John, 2009; Timm, 2005).  

Findings in one of two studies (Weldy G. Teresa, 1997) showed that oral communication is the most important ability for entering the workplace and a group of executives (Robles, 2012) strongly showed that communication and integrity were the top two, most exceptionally important skills needed in the workplace. 

The attributes of good communication not only include clear speech and the ability to be understood but knowing how to communicate a message effectively with clarity and conciseness. (Rasel, 2013) Articulated that; First the orator must prepare the message. In oral communication the subject matter must be clear to avoid confusion.
The area under discussion should be simple, logical and relevant data. The recipient should be silent while the orator is speaking. The information should be free from error to save confusion. Both the speaker and the recipient must have patience while oral communication is being made and to avoid emotion, as emotion can complicate the subject matter. 
[bookmark: _Toc503107998]1.1 Unclear Communication
The main attribute, necessary for positions such as customer services for example, is the ability to communicate clearly. It is not only important, what is communicated but how it is communicated (Symeou et al., 2012). Occasionally accents can be a drawback and a key factor in misunderstandings. The following incident gives an example of accent’s and their role in unclear communication.  

(Watzlawick, 1967)  Gave an account of a time when he turned up at a psychiatrist’s office. He wanted to discuss with this psychiatrist the role communication played in the development of schizophrenia but because of Watzlawick’s Austrian accent and the matter that his name was not written in the appointment book, an easy misunderstanding took place. 

Watzlawick announced himself. “I am Watzlawick” the secretary thought he was a new patient that had made a mistake with his appointment time and had said “I am not Slavic.” She relied “I never said you were.” Watzlawick was feeling irritated and puzzled by this time and replied, “But I am.” After several misunderstood exchanges they began shouting at each other which lead the psychiatrist to come out of his office asking why on earth his secretary was shouting at Watzlawick and Watzlawick was shouting at his secretary. 
The matter was eventually resolved but this demonstrates, accents sometimes (depending on the strength) may result in unclear communication.
1.2 [bookmark: _Toc503107999]Advantages of Oral Communication
Several advantages of oral communication are: receiving communication immediately, hearing the words communicated and in addition hearing the tone and pitch the words are communicated in. This can be of a great benefit to the receiver when analysing how the message is meant to be received (Rasel, 2013).
[bookmark: _Toc503108000]1.3 Disadvantages of Oral Communication
The disadvantages of oral communication are that there are no sound records unless the conversation has been recorded not to mention oral communications can be misunderstood. As oral messages are not put on record they can become distorted over time. 
Other disadvantages are inaccurate messages might be relayed to the receiver because of interference or forgetfulness and important information may be omitted from lengthy oral messages (Rasel1, 2013). The receiver may become confused if they have a hearing problem and only receive parts of the message resulting in confusion from both parties.
[bookmark: _Toc503108001]1.4 Communicating Using Body Language
Establishing and maintaining effective channels of communication with others especially in business is imperative. Research suggests that no more than thirty per cent of what we communicate is said via actual words (Innes, 2012).

(Dumbravă & Koronka, 2009) Considering only a small minority of what we communicate is communicated orally. Much more, seventy per cent is nonverbal communication. Thus, body language plays a huge part in communication.

The eyes, facial expressions, tone and pitch of voice and bodily gestures remains the most significant form of communication (Innes, 2012). 
(Kirton, 2012)  Suggests when in a business or formal environment it is good to consider how important first impressions are. When being introduced to someone for the first time one should move towards the person, have a friendly smile and offer one’s hand for a hand shake. Offer one’s name, make eye contact and retain it while doing so.        
2. [bookmark: _Toc503108002] Team Work  
What is Teamwork? Working with others, solving problems and decision making. A team is a highly communicative group of individuals with various skills and abilities working together to carry out a collected goal. It is a set of skills sought after by many employers (Adams, 2014).
In past years the use of teamwork in the workplace has grown significantly and has been a major factor in all successful organisations. Teamwork plays an important part today as teams are used throughout many organizations to serve a variety of purposes (Levi, 2015).
Suggestions about the fundamental characteristics of teamwork are offered by many theorists. Several of the most common characteristics suggested by (Mickan, 2000) are: having a Clear purpose, Self-knowledge, Coordination, Trust, Communication, Specified task, Commitment, Cohesion, Distinct roles, Flexibility, Decision making, Suitable leadership, having Relevant members, Social relationships, Performance feedback.
According to (Innes, 2012) To Be an Effective Team Member Entails: Being able to communicate efficiently with others, being able to identify and acknowledge the viewpoint of others, being able to recognise the contribution each team member is expected to make and being able to build strong interactive relationships.
Furthermore, It is important for individuals to know what attributes makes a good team. Being in a successful team gives employees a greater chance of success. When a team underperforms it reflects badly on all members of the team. Teams are usually rewarded as a whole rather than individually based on their performance.
Researchers have found when a team has guidance, experience and feedback it will run in a more effective way and be a more successful team. Overall developing the right teams can play an important part in the success of an organisation (Yeager & Nafukho, 2012). 
The author of the book titled ‘Group Dynamics for Teams’. (Levi, 2015).  Names several categories of teams and the functions they perform. (Sundstrom,1999)
Action or Performing Teams – engage in brief performances that are repeated under   new conditions and that require a collection of highly coordinated specialists. 
Production Teams – manufacture or assemble products.
Management Teams- composed of largely managers, work together, plan, developing policy, coordinate activities of an organisation.
Project Teams – bring experts together to perform a task within a defined period.
Service Teams – conduct repeated transactions with customers.
Parallel Teams – temporary teams that operate outside normal work such as advisory committees.
(Adams, 2014). A survey was carried out by The National Association of Colleges and Employers (NACE) where it asked hiring managers from large companies such as; Chevron, IBM and Seagate Technology what skills they plan to prioritize when recruiting.
The results were:
1. Ability to work in a team structure
2. Ability to make decisions and solve problems 
3. Ability to communicate verbally with people inside and outside an organization
Top team players have many attributes in common one of them being that they really care about what the team is trying to accomplish and want to make a positive contribution to its success. Top Team players aspire to progressively transcend to a better team player as time proceeds (Innes, 2012). 
3. [bookmark: _Toc503108003]Technology
Technology has become a part of everyday lives and is an essential requirement in business. (Steven M. Elias, 2012). Being in possession of good technology skills stands one in good stead.
(Turner, 2005) said When it comes to technology one of the most basic employability skills one should have are how to use a computer, mainly for sending email, word processing, PowerPoint, navigating the web and spreadsheets. 

Having basic technical knowledge of spreadsheets, database, word processing, and PowerPoint and web navigation is of great advantage to an individual when seeking employment.

(Krueger, 1993) found that the earnings for computer literate candidates was especially larger, suggesting that possessing IT skills is of a great advantage and that, the increased use of computers over time has led to an increase in the demand for technology skills.

Between 1984 and 1989 the percentage of workers reported to use a computer at work increased by over fifty percent, from approximately twenty to forty percent. Today in the 21st century workplace almost every business uses computers (Krueger, 1993). 
Technology has moved at lightning speed over the years. With the introduction of computers, laptops, tablets, notebooks not to mention scanners, USB drives, CD burners, digital cameras, digital video cameras and mobile phones (Turner, 2005).
(Beaudry, 2010) Said the introduction and dispersion of computers is broadly viewed as a technological revolution.

The significance of technology has grown at a worldwide rate. In a study (Tassell, 2011) performed to analyse the degree of technology usage in pre-service teacher education, it was found that although technology is not at the forefront of teacher education program thinking and planning, it is the tool noticeably changing education Internationally. The outcome is that pre-service teachers should graduate with the skills to effortlessly incorporate technology to further student learning.
Internationally, the role of technology has evolved. It needs people with up to date technical skills. (Lewis, 2006). Lewis asks the question “Is technology raising demand for skills, or are skills raising demand for technology?”

(Doms E. Mark, 2006)The clear association between computer use and business assets are often construed as proof that the utilisation of computers has raised the high demand for skilled labour. However, several researchers argue the skill intensity of technology is largely decided by the proportional supply of skilled labour.

Information technology is now standard in the workplace as well as across a range of social and cultural areas.  Different forms of skill and knowledge are being called for different forms of work (Simmons, 2015).
(Brynjolfsson & Yang, 1996) Said several researchers have found evidence that Information Technology is associated with improved developments in productivity, consumer surplus and economic growth.

With the primary benefit of technology being efficiency, no business can run effectively without it. Demand continues to grow for skilful technicians in every technical department. (Probst, 1987). Proves the industry recognises the importance of training more technicians.
Employees with little or null transferrable skills will not have an easy time succeeding in their profession, personal or academic lives. An individual will struggle to relate to associates due to a lack of self-expression. Those who lack employability skills experience failure and frustration repeatedly (Contreras, 2017). 
While it is true that some individuals have a natural talent in one or more areas it is just as true that others can acquire, develop and improve these skills either through extra curriculum activities or practise.



[bookmark: _Toc503108004]Conclusion
It has been proven from (Adams, 2014) point of view that employers generally want to hire candidates with strong interpersonal skills for productivity, sustainability and a successful organisation. 
In this report three universal skills were considered, communication, teamwork and technology. Research has found that it is preferable to possess a set of transferrable skills.
When examining teamwork, (Adams, 2014) states that employers want to hire candidates that can work well on teams as well as decisive problem solvers.
It has been established that having the basic information technology skills in the 21st century allows for growth and advancement in both technology and economic growth.
Communication skills are needed in both teamwork and technology. Teamwork needs both communication and technology. Technology needs at the least, communication input from the user. 
Employing applicants who have universal/general skills is imperative for successful organizations to sustain a competitive advantage. 21st century research shows that having strong interpersonal skills makes employers more likely to hire applicants. 

It has been demonstrated that communication can be used in many ways some of which have not been mentioned here. Furthermore, all employability skills can be learned, or further developed and improved. 
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