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Introduction

The aim of this report is to analyse a set of academic employability skills one needs to have in order to find their desired job and build a successful career.
The report will give a clear definition of three major skills: communication skills, team working skills and leadership skills. It will discuss their meanings in the light of job seeking and self-presenting as well as market search and employer’s needs and priorities. 
Positive and negative sides of the four employability skills will be defined and analysed and their usage and implementation in nowadays employment and career building pro was will be discussed. A personal attitude to these skills will be shown and the level of possession will also be measured and described. 

Communication skills

Being able to effectively communicate is the most important skill, no matter if it is at work, family, friend or university. Communication is the ability to clarify what you mean in a clear and reasonable way through written and spoken means. To be able to listen and relate to other individuals, and to follow up on key information (Adair, 2009).
Effective verbal communication is reliant on various factors and cannot be completely disconnected from other imperative relation abilities, like non-verbal way of communicating, being able to effectively listen and clarify information. Clear speech, keeping quiet and concentrated, being well mannered and following some fundamental rules of behaviour will guide the procedure of verbal communication (Fielding, 2006).
In several social experiences, the first couple of minutes are crucial as early introductions considerably have an effect on the accomplishment of further correspondence. Everybody has standards and expectation as to how first meeting ought to continue and people have a tendency to act as indicated by these needs. If these expectations are not met, the communication will not be viable or run simply, and a few arrangements would be required if relations are to proceed. At an initial meeting, formalities and suitable greeting are normally expected, for example, handshake, eye contact, a prologue to yourself and talk around a neutral subject such as the weather. Welcoming way and a grin are altogether more inclined to stimulate correspondence than a reasonable face, obliviousness or lack of engagement. The utilization of encouraging words in conjunction with non-verbal gestures such as gesturing, a warm outward appearance, and keeping an eye to eye contact, will likely reinforce openness in others. The utilization of support and positive criticism can urge others to appreciate exchange particularly when in a cooperation. It can also indicate excitement for what different people need to state and show warmth and responsiveness (Hargie, 2006).
Undivided attention is an essential ability but, as communicators, individuals have a tendency to spend significantly more time thinking what they are going to state instead of listening to what the other person is trying to say. Although active listening is an ability in itself, it is additionally crucial for compelling verbal communication. In order to achieve effective listening we have to be able to arrange a comfortable environment to the purpose of correspondence, be ready to listen, concentrate, avoid distractions, be objective and postpone judgement until everything is heard.
Effective questioning is another essential skill required for clear communication. Questions can be used to acquire information, start a conversation, test understanding and draw somebody into discussion. There are two sorts of questions: closed and open questions. Closed questions are used when a short answer is required, like “yes" or “no". These sorts of questions mean control of the correspondence is kept up by the questioner yet this is often not the needed outcome when attempting to energize verbal communication. Closed questions can be valuable for entering dialog and getting clear and minimalized answers when requested. Open questions, on the other hand, extend the degree for response as they require further discussion and elaboration. Open questions will set aside greater opportunity to answer, yet, they encourage involvement in the discussion and give the chance for the other individual for self-expression (Schuman, 2008).
The way a conversation is ended will decide the way it is recalled. A scope of unobtrusive, or at times not so appropriate actions are used to end a correspondence. For instance, some people may keep away from eye to eye contact, stand up, or use behaviour such as closing their books or looking at the time constantly. All these gestures demonstrate to the other person the wish to end the conversation. Ending a communication too unexpectedly will not give the opportunity to the other individual to express himself and say what he or she is stating. Closing communication is the time to make any future plans or arrangements and it should be accomplished by socially adequate separating gestures.
Having big experience in working with people from different cultures, I have learned how to communicate individually with everyone. I have worked with a lot of people from different cultures, sex and religion. This have thought me how to respect other people’s opinion and accept different points of view. Although my communication skills are very good and effective, I still need to improve my skill to accept constructive criticism.  I sometimes find it difficult to cope with being criticised and overreact in certain situations. However, this is negativity I am working on and trying to improve.

Working in a team
According to Business Dictionary, “Teamwork is often a crucial part of a business, as it is often necessary for colleagues to work well together, trying their best in any circumstance. Teamwork means that people will try to cooperate, using their individual skills and providing constructive feedback, despite any personal conflict between individuals”.
Kozlowski and Ilgen, 2006 state that “Teams of people working together for a common purpose have been a centrepiece of human social organization...”. Effective team work has become a crucial requirement for employers. Being able to cooperate, communicate and work in a group of people insures success for the company. The key for effective and efficient team work, however, depends of other abilities, such as knowledge, communication and common vision. 
One of the most important abilities when working in a team is the knowledge members possess. According to Kozlowski and Ilgen, “If member collectively lack necessary knowledge, skills, abilities, or resources to resolve the team task, the team cannot be effective.” In a group if people where every member has different and wide knowledge based on big range of recourses guarantees better task completion and success. The ability to exchange information, share facts and data is considered to be main skill when working with a group of people. 
Another important skill needed in a group work is the communication. Undoubtedly, if there is no clear and effective communication, the team will have difficulties in meeting deadlines and working effectively.  As Samanta McDuffee says, “Communication affects teamwork in positive and negative ways. The quantity and quality of communication within a team and from leadership affects teamwork. Every member in the team needs to take the initiative to communicate. When a team is not actively communicating, their work is at stake. It’s important for everyone to learn how to communicate effectively in order to work effectively” (McDuffee, 2014).
Every team needs a clear vision and objectives to fulfil the goals of the company. When the team works straight to a certain aim they can concentrate only on the information and data they need. It also helps avoiding distractions and procrastinating.
Working for the first time in a team is always challenging. However, I am very easy going and open person and managing common work with a group of people has never been a problem for me. I have learned how to listen, understand and accept different points of view. I am very enthusiastic and positive person who always takes the best out of the worst, which I think is very helpful when working in a team, as it provides good energy to the whole team.

Leadership skills
A leader can be defined as a person who can lead and command a group of people. Leadership skills are one of the most important skills employers look for in future workers. Being a leader, however, is a skill based on and formed from other interpersonal abilities, which are crucial in his improvement and development. The good leader should be innovative and confident, respectful of others, organized, team player and communicator (Ferguson, 2009).
Innovative thinking and confidence are essential for every leader because they help in self-development and adapting to new situations. When the leader is confident about making decisions and grabbing new opportunities, the team who works for him feel more motivated and optimistic. Furthermore, it creates a good working atmosphere for the team, which results in the final results. When the team is calm, positive and happy, the overall work goes smoother and more effectively. 
Being respectful of people and have effective communication skills are vital for leaders. Every leader needs followers and if there is no good communication and trust, the work and final results will be votive to failure. Leaders should know how to communicate effectively with co-workers, give advice and accept opinions and ideas. Building trust among the team and showing respect, guarantees good work environment and relation.
Another interpersonal skill each leader should possess is organization. Unclear and insufficient organization within the team will lead to misunderstands, procrastinating, and missing deadlines. The leader is the person who should have clear idea of the work management and be able to guide the team in every step of its accomplishment. The work will be easier and more pleasant when there is perfect organization within the work place.
In summary, I would say that I have quite strong leadership skills. I am able to effectively communicate with the people I work with. I am also a very positive person, which helps in encouraging and providing good working atmosphere. However, I have to work on this skill and improve it even better with time and experience.

Conclusion
This report provided good and detailed analysis of three major academic employability skills. Skills that are most useful and valued by employers.
 Communication skill which is the ability to effectively interact with other people through different kind of methods, such as: verbal, non-verbal and written way of communicating. This skill is one of the most important skills required by employers.
 Team working skill or being able to collaborate in a group of people, producing effective and efficient results at the work place. This is the ability to be able to follow a certain aim with a team of people from different cultures, with different knowledge and understandings. Skill, which is always considered vital at the workplace.
 Leadership skills are defined as the potential to be able to lead and gain trust and respect towards co-workers. Leadership skills are being valued by employers as they are a combination of other interpersonal skills, such as innovative thinking and confidence, organization, communication and being respectful of other people.
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