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Academic and Employability Skills

Introduction
In today’s fast paced society, the competition between companies is increasing in order to gain the upper hand in recruiting the best workforce universities offer. Though, employers want from the graduates not only to focus on the degree but pay more attention to their employability skills. So graduates whom are coming into the workforce must have the skills needed by employers. Employment is the next big phase of an individual’s life after finishing education so they need a very positive start. Even though it is wiely agreed that specific skills for a specific job ar in order there are other interpersonal skills such as team management, communication and leadership which are crucial in getting a desired job and then sustaining it in future. The purpose of this assignment is to understand various employability skills.

Body
Self-management
The  ability to bring the best out of yourself in each situation and to gain respect and appreciation from your employers and peers is known as self-management. Responsibilities and performance objectives means the actual work to be performed during the appraisal period, as an employee he/she should work towards achieving individual goals which helps organization to reach its objectives, employee should take responsibility about his/her own professional and career development. Organizing and planning are the two most important responsibilities that are related to self-management. The most excellent types of skills are generally found in case of the persons with great expertise. Communication is also key in order to link up with fellow peers, as you are the first one needing to be able to assess strenghts and weaknesses. Thus, the skill of an individual is the most essential factor which can instigate competitive advantages which are favourable for the employer. Personal development plan and study methods help enhance self-development, self motivation and build up individual personality. To help ensure success for a business, one needs to have a broad range of skills relating to management and his/her future career. 
The potential abilities of a person can be proved through different methods such as: 
•  Measuring and evaluating performance levels 
• Comparing performances with his/her team members 
•  Good behaviour that reflects healthy relationships between colleagues 
•  Always making sure you can improve your way of showing off what your business is good at. 
•  Being aware of your role within the company and your actual power and influence.


Solutions to work based problems
It is rather known that everyone tried, at least once, to solve a problem on their own and if they succeded the feeling of being proud about your achievement is as human as you can possibly imagine. Unfortunately no one has found a way to be 100% sure of solving all the problems that come in your life or at your job. So we can safely say there is an element of luck in all the ways that we found to solve our problems, brating the odds as some might like to say. However, in general, as one gains experience in solving problems, one develops one's own techniques and strategies, though they are often intangible.
Stages of problem solving:

Defining the problem: This is the first step in the problem solving process, where we should initially define the problem which we have to solve, once we identify the problem its easy to solve it, normally everyone will have a problem but it doesn’t mean we don’t have any solutions to solve the problem, even though for every problem we have a solution.
Brainstorming: even though if we have lots of problems we should come up with brainstorming for any of one problem, brainstorming means that we are coming with new ideas to solve the problems with the help of others, sometime through brainstorming we can come up some new creative ideas.
Mind mapping: mind mapping is the third problem solving process, where it helps to everyone to support and enhances to create solution for a problem.
Finding possible solutions: More options could be found while you are evaluating your ideas. You could make a tier list and rank all of your possible solutions, then think about how effective will those solutions be, how much effort and time it will take and the cost for each one.
Choosing the best solution: this is the stage that we are going to select a best solution for our problem, in above steps we choose some possible solutions which are selected after mind mapping, among those solutions now we are going to find a solution which is more suited for the problem
Implementing the solutions: You need to make sure that the required resources remain viable and monitor the progress in solving the problem; otherwise, all you’ve done might be in vain. Now is the time to  implement the solution you thought of and decide how are you going to approach the situation. 


Communication in a variety of styles and appropriate manner at various levels

Effective communication is the most essential factor that makes an organisation successful. Within the inner circle of employees, developing positive communication is needed for a strong correlation  between  coworking departaments. Also, every organisation has to invest in the public relations (PR) departament, so that they can have a constant connection with what the customers want as they are the ones constantly bringing money into the organisation. In case of every job practice, there are four important pieces, each one of them being important for a certain level of customer interaction.
 The four basic spieces are: speaking, reading, listening, writing.

Effective time-management strategies
Time management isn’t as hard as quantum physics of course, but it is worth trying to keep it as clean as we can in our busy life, because time management is more about making the best out of our time rather than just having time.
As many of us are painfully aware, time is a valuable but limited resource that we never seem to have enough of, time management is an art in which includes arranging, organizing, scheduling and budgeting time, if you fail to manage time in your life it will affect your personal and professional life, when it’s coming learn about how to manage in more effective you can find more self-help, at the same time we can less stress thus the efficiency and motivation increases.
Strategies regarding time-management are: Not falling behind on old tasks and not be able to advance to newer ones, having a schedule and way of categorising your work, gathering a bigger team in order to cope with naturally harder problems, not having to be distracted by passing time, schedueling what you know will be a time-consuming action, being the one that takes the initiative.


Tools and methods for developing solutions to problems
Writing skills also one of the most important skills which everyone should know, no one is going to learn competently but is to believe writing skills is one of the natural gift which everyone had in their life, but writing is a skill that, like most other skills such as, driving, typing, reading and cooking, can also be learned. Everyone should have writing skills for that there are lots of tools and methods are available, writing is not a automatic process but if we had good writing skills the good news is that we are ready to work hard. There are ways that have to be remembered by employees when coming up with solutions to problems. Those ways are based on:

•  Trial and Error: The most well-known and old way of solving a problem, not being constantly reliant on stats and numbers, statistics and charts, the Trial & Error method is found to be effective yet time consuming. It is an alternative technique relying on past mistakes and it is usually considered a last resort so it is used only when any of the alternative techniques are not useful.
•  Mathematics: The most important tool is having an algorithm. Algorithm is an approach which can’t be overlooked having proven to be effective in most situations regarding the development of tools related to the solutions of problematic issues. However, not everyone in the organisation is 100% sure of the effectiveness of an algorithm.      
•  Heuristics: Also known as an approach relying on experience in the domain. Discovering facts regarding the problems that you face and learning along the way are basics for this kind of strategy.

An appropriate strategy for resolving a particular problem

Four easy to follow steps are there to make your particular problem easier to solve:
• Understanding the problem: means recognising its type as well as the profundity and complexity. So, in this step the problem is well known and everyone in the organisation can start focusing on ways to solve it.    
•  The next step is setting a proper plan: to decide what has to be done after the recognition of the problem and understanding its gravity at the previous step, the employees must come up with certain tools and techniques in support of solving the particular problem       
•  Implementation: At this particular step, only the highest ranked personnel can give the order of implementing the previously thought plan. Among all the proposed alternatives, the one that has the most chances of succeding is chosen first. 
•  Evaluation: All the above-mentioned three steps are methodically verified. After that, when the results are starting to get clearer it is made sure at this step that no defect is there associated with the previous steps, so that no new difficulties can come up along the way.

Analysis of group dynamics
No organisation can function without the collective effort of everyone involved. In an organisation, if there are no ways of communicating with every departament because of its employees the success of said organisation tends to drop significantly. Group dynamics can also be defined as the degree to which group members tend to recognize they are in a team and accept to work with eac other creating a cohesion in between all branches of said organisation. At the start of the job itself, employees have to face the fact that all the actions and decisions that they are going to make will have consequences in the organisation. Some important characteristics of the group dynamics are as follows: a certain way of communicating among employees, ferm decision making, leadership, a positive group and good management of the group.

Alternative ways to complete tasks and achieve team goals
Team building means attempting to develop the processes of collaborative functioning within a team a such as communication, problem solving, decision making and conflict resolution. Through team building one can identify and motivate individual employees of the team.
Every team needs a team leader, preferably chosen from within the team that has the required skills to guide and coordinate team members and to find the solutions for the problems. A team leader can invite the team members to contribute their ideas to the process where every team members will feel that they also became a part of the ideas and their feel that they ideas also listen, a method that can help a team to achieve goals in those ways.
Empowerment means gaining knowledge and understanding, it means it allows team members to have the discretion to make decisions relevant to their own operations. 
 Adventure courses means all the participants are being involved in physical tasks with a need for the group members to help each other. As team members everyone should help each other to make their project a success, through helping each others can share own skills and sometime can learn some more skills from other team members.

Conclusion
The purpose of this report is to identify employability skills and at the same time to identify methods to help enhance self-development and build individual study methods that can help anyone to improve his/hers communicating and  writing skills. Also, I identified how we can improve time management in personal and professional life. 

Based on everything discussed before,  it can be said that not only being a good student will make you a good employee. You also need to know how to work and coexist with others in a working environment in order to get the absolute best out of your business.
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In-class exercise 2: Summarising (Oct 2019)

Re-read the text ‘To be a great leader, you need to start by leading yourself” on the previous page
Summarise main ideas from the text in your own words. Write about 175 words.
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