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Introduction
The purpose of this report is to analyse four relevant employability skills that are vitally needed in 21st century work environment. The skills which will be analysed in this report are: leadership skills, communication skills, listening skills and good time keeping/punctuality. Employers consider these skills very important because …….
Leadership Skills
According to Forbes Media (Fries, 2017), leadership is the ability and confidence to manage or lead other people. To be an effective team-leader, leaders must possess the skill and confidence to ensure through delegation that employees are able to follow instructions.
In a working environment, being unsure as a leader regarding decisions and communication, this can reflect in a negative light as subordinates will not be inclined to follow directions. As a leader, one must show assertiveness to gain the respect of their peers and subordinates.
This does not state that individuals must be over confident but should at least reflect the degree of confidence required to ensure potential stakeholders trust the appointed leader. Decision Making capabilities is a trait within a good leader. Leaders should have the ability to make the right decision at the right time. Decisions taken by leaders should be carefully considered for their impact within and without the organisation. A leader should think long and hard before executing a strategy because once a decision is taken it must be upheld. This is a key attribute of an effective leader.
Most leaders make decisions independently, but it is highly recommended that they consult directors and key stakeholders before any final conclusions. To highlight the importance of well informed decision making, it is worthy to note that financial investors among other key stakeholders will be adversely affected by bad decisions.
Without honesty and integrity in a leader, no real success is possible whether it is on a cricket team, a football field, in an army, or in an office. Honesty and integrity are two important attributes that make a good leader. How can a leader expect his or her team members or employees to be honest if they lacks such qualities. Employers require these traits and leaders succeed when they stick to their values and core beliefs without being prejudiced and in compliance with the working ethos.
I have this skill because I can lead people and I have been nominated the student representative at University.  
Communication Skills:
Within the workplace, employees need to communicate with each other on a daily basis. Communication needs to be clear, so the right message and instructions are undertaken by employees. In certain situations at the workplace, ways of communications may vary between verbal and non-verbal communication such as body language. This could be a simple a nod of the head to indicate a yes, for example. Good communication can motivate, instruct and give a sense of discipline for the people one works with. It is difficult to have good working relationships with poor communication skills. Poor communication can lead to poor outcomes. Listening is an integral part of communication; - Providing analysis from student yearbook.
Certificate in higher education: skills for the workplace Student Yearbook 1st ed. London sage. Verbal and nonverbal communication among group members as stated in book. “Communication is the exchange of thoughts information or fact or ideas this results in mutual understanding between two or more individuals” (Maund, Schriek and Tinkler, 2017, p. 48). Meaningful communication arrives when the employees accurately understands the message being transmitted by the sender and can act of these instructions for they right results. 
I need to improve this skill because communication with colleagues demonstrates good practice of assertiveness and the ability to pass over specific information. Assertiveness in a typical workplace setting can take many forms such as promoting a new venture, applying for new policy changes or supporting work colleagues within the workplace.
Listening Skills 

According to (spring institute e.l.t)(Grognet.Van Duzzer 2016) the definition of listening is to give attention to the verbal sounds or actions of others. Active listening is an integral part of effective communication. It is vital that one pays attention to the other parties in a conversation in order to have a comprehensive understanding of what is being said. However, the best conversations with effective communication where information is exchanged are usually dialogues, not monologues. So, while listening is a crucial skill for communication, it is worthy to note that some people may simply like the sound of their own voice and tend to talk for too long, which is not good communication.
Listening is hearing an instruction and being able to take on it board and being able to give an appropriate response to what is being conveyed. These theories are backed up, according to (Purdy and Borisoff )(1996) What is listening.
I believe I have good listening skills because I understand the opinions and perspectives of other people and I am able to give an honest and open minded response to the topic in discussion.
Time management skills
Being punctual is paramount in today’s society and a very admired personal trait one should possess. Good time management this reflects a great attribute of punctuality. It portrays to employers that employees are very well organised and take their responsibilities very seriously. It shows that such employees can be relied on and trusted with even more responsibility.
Arriving in at the designated location on time expresses to employees that you value your time and portrays character mastery. It portrays foresight and the ability to predict possible issues and show adaptability. It also shows that one can be flexible enough to accommodate for unexpected circumstances.
Poor time management signals a red flag to potential employers. Such types usually claim to be victims of circumstances that are beyond their control like the weather, or the transport system. Some may even state that they are unable of anticipating pre planning to prevent any potential issues. shifting their routes to sidestep any further delays. This directs the communication that such individuals are hassled by time and reflects in a bad light. This is also emphasized (Bartlett.K,levine and Robert. V)(1984) 
Individuals who continuously show that they are in control of their timekeeping are the candidates who will be taken seriously in the workplace environment. They possess the foresight and adaptability that gets themselves to where they need to be, when they need to be there. This sets a positive example for the team members and colleagues they work with.
[bookmark: _GoBack]Contrary to employment assumptions that if the constantly late candidate that won’t try to contemplate the likelihood of pre planning some additional traffic, if they Employee won’t be able to contemplate extra complications that may inconvenience getting a project or task done on time.
Punctuality is also a trust implement. When you make a booking, candidates are committing to an agreement to be where instructed to go and to keep this arrangement. This is key in today’s workplace. The way individuals build trust with another person by consistently adhering to commitments, that starts with being punctual. A individual who is punctually on time is someone others can rely on and trust to be as good as their word. Punctuality incorporates into self-importance and self-value. These views can be supported by. (Matthew. l) (April 28,2014) goodtime keeping being continually late is a self-destructive performance. Why would you risk not securing the big new client, losing that job, or being inappropriate to employees around? The most self-destructive patterns follow from low self-esteem. These views can be supported psychology today, (Ph.D. Meinecke C). 
In contrast the employee who is perpetually late, this is not a good trait and may reflect flaws in their character. For example, John said he would be at university at nine o’clock, but his not here; if his word isn’t good sufficient enough about something as trivial as being present on time just how can individual word be any good about anything whatsoever more important than being on time.
Individuals are sometimes too busy to be waiting while their co-workers commitments remain unfinished within the workplace. Being punctual shows dedication and superb time keeping skills, it represents that they value their time and they value their role within the company, it also states that they will make efficient and effective use of their workload within a working environment.  
Comparing the attitude of a constantly late individual when challenged, replies “I’m always on time for the things that are important.” The communication this portrays is that when an employee is not on time, it is possibly that they may feel that what they are being late for is not of any importance. If it was a meeting with a stunning woman or man met at the train station, the individual would probably have been on time. If it were a music advent, they individual would have made a conscious effort to be on time. But if it is just a seminar about the status of the big project to be worked on they somehow feel that they can be late.
For example, employees within the workplace that are they always-late individual: candidate or employees who makes an eccentric entrance expresses a absence of respect to their peers. In these scenarios displaying a false sense importance by having other individuals being seated and waiting on your arrival, a scenario as such clearly states this is not important enough.
Punctuality and good timekeeping portrays to potential employers that time is of the essence and to precious to squander. Scenario: frustrated in traffic or stuck on the train or on the mobile phone commencing with inconsequential issues, or else preoccupied in anything other than the business task in motion. Arriving late validates clearly that an employee is easily distracted, and work is never the highest priority as whatever random situation arises. Such employees are reluctant to set agendas in their own lives and if that is the reason, why would employers or anyone care about hiring this individual? Why should an employer pay a salary for a role that an employee is not taking seriously and not meeting deadlines? It will eventually taint the rest of the workforce and that is simply unacceptable. When a co-worker sees another member in the team slacking, why should they try if they are still getting paid for it. This kind of behavior could result in dismissal.
It may take an employer time to reflect on a candidate to figure all these factors and if the role meets their capabilities. When a candidate makes a concerted effort to be on time and is usually early for most appointments, with few exceptions, this will reflect within a work environment positively. Every expectation is an opportunity for one to learn how better to master the same circumstances.
Like Loading...
Conclusion 
I have focused my findings on leadership skills, communication skills, listening skills and time management. I have given my insight into these credible skills. Relevant in today’s employment sector, these skill sets are paramount in the 21st century workplace. I have given a credible positive and negative analysis of the employment skills that are currently required in the workplace today. 
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