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The purpose of this report is to analysis and develop different skills to help me and my employer become aware of what I need to give to be a good employee for the future. I am going to study several different topics which will help me gain confidence once I have a better understanding of my strengths and weaknesses. Then I can work them individually, for a brighter future, plus this will help me with several different skills not only for myself but it will be beneficial to my employers has well. This can help improve and enhance more opportunities for the foreseeable future. My chosen topics are Communication Skills, Teamwork, Problem Solving and Critical Thinking
[bookmark: _Toc17988025]Communication Skills 
Communication is the key when working in any environment (Emold, et al., 2011). My communication skills are good, has I understand the strengths and the importance there is when communicating with others, I find when I’m sharing two way information with either someone else or several employees and employers. This interaction has help build up my confidence of those around me. This has helped everybody work better together with constant and consistent communication.
Over a period of time when working with others in any working enviroment there have been different forms of communication this has included Verbal and Nonverbal. Has been important to my employers and also myself its highly important to keep their priorities in order for things to help run smoothly which keeps standards maintained at the highest level, making sure communication don’t break down mostly for the employers but its important to all the employees has well. When greeting customers or any staff or working in any environment,verbal communication is key. 
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It is very important that all communication that is verbal stay above board this is so there are less things that can go wrong on a daily basis. Effective communication is what I have achieved when I have been speaking with my colleagues making sure all my interaction is accurate,  when talking and listening to others people’s interpretations (Vaughn-Furlow, 2018). Verbally when speaking to others I have noticed in the past it has not only helped myself, but it has helped others around me feel secure and more trust has been gained over a period of time. This has help all members and staff come together and work comfortably around each other.
[bookmark: _Toc17988027]Non Verbal Communication

There are many other ways when I have interacted with others in a non verbal way. The most common way is through body movements or kinesics. The most common practices are hand gesture such has shacking our heads or nodding, I have learnt to express by eye contact when speaking to other members who I work for or my manager, sometimes my body language with my posture speaks volumes there are also other ways which are different forms of nonverbal such as paralanguage, proxemics, physiological changes can be used when communicating with others in any working environment so actions can speak louder than any words and that can be done through eye contact especially when I am speaking with other staff and my manager I always keep eye contact because first of all it shows you commitment and show others that whatever the topic are task may be, I’m  willing to address any issues if I need to research by myself I will and I am capable.  This has helped me when communicating in the past and it will continue with me into the future (Judee K Burgoon, 2016)

Team working
My teamworking is a skill that I have learnt to improve on over the years while working with other it’s a skill that is very important when working with other staff, it shows that I have strength when working  in a team and it is good when I interact with my  creative ideas or if there is a dead line and we all need to come together to get the work complete and deadlines achieved. This is are top priorities so everything can run smoothly, in the past it has helped me build up my knowledge and confidence when dealing with other members of staff and my managers. I communicating openly so it helps me to avoid conflict with others also I know when not to over step boundaries, I’m not afraid to ask some body questions or go out of my way to gather information, normally I come up with good solutions which is sometime out of the box (Andrews, 1988). It is important for business colleagues to all try there best when all working together in these circumstances when everyone has their own individual skills when everybody come together has one providing constructive feed back and not getting there personal situations a side.
T - Together
E – Everyone
A – Achieves
M- More

The Concept of “Together Everyone Achieves More” This conveys the importance of Teamwork

These qualities has an employee are essential but with the continuation with learning this skill gives us the ability to work with other and achieve so much more. When working I have to cooperate effectively to preform task within the time slot and produce the results that are required by my employer. My employer will be giving me a high level of independents of trust, my performance and risk taking will be monitored, this is a great way we can measure are teamwork effectively.
[bookmark: _Toc17988028]Problem Solving 
Problem solving method is something I find myself in a good position when working with alone and with others when a problem arises at work I have the capability to identify the issue, I can come up with ideas which can resolve the solution, (Elaine kant, 1984)when working with others I do understand there interest from the severity impact and I try to access the solutions. I can identify the issues I am dealing with and can work out which ones are better to get rid of when dealing with all different situations some time tasks need to be complete this may entail me completing documents. My employer will be looking for me to come up with brainstorming ideas, pay attention to fine detail, keep myself focused on a point, compare alternatives with staff and the company. In the past my employer may have wanted us staff members to attended a workplace training course are attend meetings to cover these subjects so everyone who is included have any input they can be heard
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Critical Thinking is quite hard for me at times, I know that this will help me to become a valued member of my team or to my employer, Critical thinking  is a skill it is not just an automatic thought process most of the time people naturally make decisions based on their own personal biases self-interest or emotions. I’m not afraid to ask questions to gather up the correct information. Collaborate and get feedback from other members which may also come from a different background to myself. When I’m in a situation I have the ability to come up with different ideas how to go about things in the correct way if I need to evaluate the facts of  the situation and all data that may need to collected. 
My employers value all our staff that know how important it is to think critically, being a creative thinker I bring ideas to the table and help our business to innovate and help us to remain competitive.
Critical thinking is very important in our department from the corporate executive down to the floor. This does not matter what position you are either the boss or if you are an intern, 
Having the ability to think critically has given me the power to make any positive decisions and contributions to the company. Sometimes I know biases but I try to look past them. 
With my thinking skills I have used them in the past which has helped me to successfully manage marketing campaigns. The ability to evaluate data and make informed decisions to help improve my performance. I have also uncovered innovative solutions that have occurred to helpboost the business growth around us for the future.
My critical thinking skills with this on a daily basis I gain numerous amount of knowledge this has helped me with my self-discipline, self-thinking, self-corrective and self-monitoring is the way I can improve my skills to reach better standards I can improve by me building up my knowledge by applying standard logic reasoning, transforming knowledge and information seeking. I have many different thinking skills which include my curiosity. I also use my thought process ability to evaluate my circumstances, I always work on a strong level to achieve the best I can to complete my problem solving solutions and how I can use my thought process when I’m doing any decision making for myself or for any one else  around me. All my problems and situations I have been faced with I have to work out the reasoning to my conclusion and cover everything I have to analyse. We always have room to learn……


[bookmark: _Toc17988030]Conclusion 
On conclusion with my report what I have learnt through studying these four different skills I have used and needed in the past. These different skills have all had some kind of impact on my self-awareness so now I know what is expected of me, this will benefit not only myself but also others, now I have gathered this information and I’m on my way to completing my studies .Now I know what employability skills I have to offer for the future this will help me feel more confident when addressing my future employers, plus with learning more in anything educational or in a working environment can only benefit every body in this life. Once I have achieved this year if my results are to a high standard and I complete all my assignments with good grades this will give me more opportunity continue by going up to a higher level at university or I will have a better chance at redirecting where I am going when working with new employers. So with all the different  skills that you have read in this report,this will give any employer the chance to understand my capable and what I can bring to any company in the future.
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