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Introduction

The purpose of this report is to analyse 4 employability skills that I have or need to develop in the future to gain credibility in search of employment opportunity. The analysis needs to be written from the perspective of an employer looking to recruit employees. The skills I have chosen are teamwork, communication and leadership.
The reason why I have chosen these skills are because I believe they are 3 the most important skills needed in the workplace. Without these it is not possible to have a successful job in any work environment. I will clarify these further in more detail in the report.

Teamwork
Teamwork is the process of working together with a group of people to achieve a common goal. Teamwork is critical in the workplace as colleagues need to work together to under any circumstances. It is necessary for colleagues to co- operate with each other, using their different skills to bring together their abilities and achievements.
Individuals who affiliate with groups and learn to cooperate with others increase their chances of solving shared problems and meeting personal needs. (Qin, Johnson and Johnson,1995)
A survey carried out by the Association of American Colleges and Universities (AACU) showed that 71% of employers want colleges to place greater emphasis on teamwork. Therefore, it is vital for college graduates to be prepared to work in teams.
Working in teams gives tremendous potential to achieve tasks that would normally be impossible for a single individual. Yet this creates its own problems. The main 5 of which are lack of commitment, productivity losses, poor communication, interpersonal conflict and poor leadership.
From the website teamworkandleadership.com I extracted the following information from a survey carried out by Michael G Rogers on the top 10 obstacles to teamwork:

1. Lack of a competent leader- the person leading the team must be capable and skilled in guiding the team members
2. Lack of goals and goal alignment- any project must have a target and this must be clear and concise and understood by all the members
3. Individuals focused on themselves and not the team- when working in teams it is essential to focus on the whole group
4. Lack of understanding of team members- it should be made clear that anyone who does not understand anything needs to get it clarified
5. Lack of clarity on team roles- everyone needs to be clear on individual roles and tasks
6. Lack of focus on team rewards and appreciation- a good leader should give appraisal on a regular basis to boost team morale
7. Lack of spending time together as a team- the leader should organise mutually convenient times for team members to meet and discuss goals
8. Poor communication- team members must be in contact with each other throughout 
9. Lack of trust- all members should have trust and faith in each other 
10. Lack of accountability- all members should be answerable for their particular tasks


From my own experience in working in a team in other modules I have found the above to be correct. I pride myself in my ability to work as part of a team but in this instance, I am finding that not everyone is pulling their weight which means certain members are putting in more time and effort than others. This causes discontentment and bad feelings. 
To overcome this, we need to set individual tasks which we will put together collectively. I believe I am quite a helpful team member and try to do my best to research and complete my task of the work.
To improve on my teamwork I need to learn to be more assertive because to prevent discord I can at times be quiet and not speak up in certain situations.
For example, we had a group assignment in which we were required to work in a team. One member was absent for 3 weeks. On the last week they contacted me and asked for copies of the assignment we had been working on. I agreed. I later realised that this was unfair on the rest of us as we had worked very hard, coming in hours early to work on the assignment together, forfeiting our breaks to complete certain parts and this person expected to come in and take credit.
I should have explained straight away that they were no longer in our team as we had completed the assignment yet I felt unable to turn the person away. I need to learn to peoples kills and management too so I can be more self confident.






Communication

Communication is an essential component of success in the workplace. Superiors, colleague and staff are all required to communicate effectively no matter what industry they work in. in this digital age employees must know how to send and receive messages in person as well as via social media, email and telephone. In order to succeed in their career and get promotions and good positions it is essential to have good communication skills.

According to thebalancecareers.com website the top 10 communication skills that employers want to see are:
Listening – To be good at communication one needs to be good at listening. If someone is not good at listening they cannot understand what is required of them. Paying close attention to what someone is saying and asking related questions ensures active listening which means better understanding and an appropriate response can be made.
Non verbal communication – Non verbal communication is the way one appears without the use of words. For instance, body language, facial expression, appearance and gestures all convey a message in themselves without the use of voice. A friendly tone and relaxed demeanour make a person appear more approachable and encouraging.
Clarity and concision – Speaking clearly and to the point ensures good verbal communication. Maintaining eye contact, speaking directly and clearly  ensures good communication.
Friendliness- To ensure an honest and open relationship with colleagues a friendly smile, or a warm greeting can work wonders. To enquire about a person’s day without getting too personal can show acknowledgement that people are also human and not just ‘worker’s’.
Confidence- this is a necessity to show that a person knows what they are talking about and will follow through what they say. Using  a firm but friendly tone ensures someone is listening and empathizing with you.
Empathy- in situations where colleagues disagree with each others point of view it is best to understand and respect the other’s point of view.




Open mind- to be good at communicating it is  essential to maintain an open mind with a flexible and honest approach. Listen to other’s opinions.
Respect- Maintaining eye contact, using a persons name can all make a difference in how a person feels. 
Feedback- giving feedback is an essential part of communication in the workplace. A positive ‘well done’ or ‘thanks for your help’ can increase a persons morale  and encourage a positive relationship between colleagues.
The right medium- this is important in relation to who you are communicating with and in which regard. At times its necessary to decide whether its better to send an email or have a face to face interaction. 

In this day and age it has become easier to communicate in the workplace as it is possible to just send an email without having face to face contact. I am able to communicate very efficiently either verbally or non verbally. I am up to date with social media apps such as  Facebook, Instagram, Whatsapp and various others. Sending texts or emails are the quickest form of non verbal communication as they are instant and now very frequently I find that I would prefer to  send a text message rather than have a telephone conversation. This means that where before I used to meet friends and relatives on a regular basis now years have gone by without meeting because it is so easy to keep up to date with people without going out to meet.
In the workplace though this type of e-communication has saved much time as otherwise colleagues would need to arrange to meet to discuss any matters or have a telephone discussion which takes up valuable time whereas an email takes seconds to send and reply to.






Leadership

What is leadership?
Professor Warren G Bennis quotes,
 ‘Leaders are people who do the right thing; managers are people who do things right’
Simply put, leadership is an art which is to motivate a group of people towards achieving a common goal.
This defines the essential components of a leader being prepared to and having the ability to inspire others. The leader must direct the group in such a way that makes their followers look up to them and want to be led by them. 
There is a difference between management and leadership. Management refers to a company’s management structure whereas leadership requires traits that extend far beyond management duties. Leadership includes excellent management skills, the ability to inspire and supervise others.

Management is a set of procedures and operations that maintain an organisation. The efficient running of this organisation are about planning, staffing, budgeting, measuring performance, problem solving and job clarification.
“Managers come from a command and control perspective. They need to tell others what to do and how it should be done. They micromanage. A leader creates a path forward with people using curiosity to hear ideas from their perspective. They inspire themselves and others to be the best they can be while stretching beyond what’s comfortable. Being a leader begins from within, not outside ourselves.’  Kris McCrea Scrutchfield, McCrea Coaching
A wise leader will value their team and realise success is only achieved with the aid of other people. Appreciation promotes encouragement, builds on strengths and develops confidence. Good leaders should not be afraid of challenges as their confidence will inspire their followers.
A good leader will be compassionate to the needs of those they lead and act in a way that is beneficial to the whole team. 
A good leader needs to have the following qualities:
Effective communication- followers must understand their leader’s vision and want to be a part
Vision and strategy- have a clear vision of the aim and the process
Passion and drive- believe in the mission
Lead by example- have principles and follow them 
Know your business and your people- choose your followers and your mission 
Be confident in decision making- speaks for itself
Manage relationships- persuasion and faith 
Always listen and learn- always listen to followers and be open to new thoughts

I am not very good at leadership as I am always too aware of upsetting others or putting too much pressure. I am the type of person who will take extra burden upon myself instead of thinking I may ‘burden’ someone else. 
I am quite indecisive and find it difficult to make decisions. I know what is right and the correct way of doing it but as I am leading others I falter in case my decision is incorrect. 
Even at home I consult my children in certain decisions in case I am ‘wrong’ although most of the time I knew better. I think it is a fear of making the wrong decision because I do not like to be wrong.
This is one of the reasons I am doing this course. At this age when I return to my career people will look up to me to lead and make decisions as the workforce will be younger in certain work environments so I decided it was imperative that I learn to lead and make decisions before returning to work.
I am finding that I am already learning to make decisions as we work in groups as it is necessary for some one to lead. I look forward to completing this course and receiving my BA Hons in Business Management.










Conclusion
I have found that there are many skills required in order to be able to search for suitable employment. As well as being able to communicate effectively potential employers look for candidates with outstanding teamworking abilities, problem solving, and decision making skills. 
It is also necessary to be able to negotiate with others when required and be social with colleagues and peers. When dealing with others its helpful to be aware of cultural diversity and cooperate accordingly. 
Also certain personal qualities such as self esteem , self management and responsibility for oneself is necessary in the working environment.
Creative thinking, problem solving and decision making skills need to be developed to enhance the role of an employee. 
I find that I lack the above creative thinking and decision making skills. My aim is that through the aid of this course I want to improve on the skills I lack in order to take up my ideal career in the future.
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