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 introduction


The aim of this report is to provide an analysis of relevant employability skills acquired or need to possess to develop in the future to gain credibility in search of employment opportunities. This will be done from the perspective of an employer who will expect their employees to have these skills.




Communication skills

Communication is an ability that happens between two or more people where a message is delivered and received by another party. Everyday communication happens in the workplace.
Managers will give direction to their workers, co-workers communicate to plan their projects for the day, and employees communicate the information to customers. without this structure put in place it will lead to poor communication and misunderstanding resulting in poor customer service. Effective communication happens when the message is clearly delivered and understood by another person. In any job this is crucial regardless of your position. Managers must communicate instructions to the employees clearly and employees must communicate with each other. This is to make sure that projects are completed correctly. And all employees must consistently communicate clearly with the customers.

For example, a costumer comes into a supermarket looking for green beans, he sees a worker on the shop floor and arks where he can find the green beans. the worker tells the customer ‘the green beans are on aisle eight’. After twenty minutes, the worker passed the customer who was still searching for the green beans and now is becoming frustrated. Because canned green beans are on aisle eight, frozen green beans are on aisle fourteen, fresh green beans are on aisle one, but the prepared green beans the customer wanted are on the deli strait across from aisle ten. 
‘Green beans’ is an arbitrary symbol with different intentions of meaning. The frustration of the customer could have been avoided if the worker had taken the time to ask the customer what kind of green beans they would like. Asking the question “what kind of beans would you like” exhibits good communication skills. The worker would have the information needed to direct the customer to the right place (Quintanilla and Wahl, 2017, pp.67-68).

Employee who communicate better have a higher chance of completing tasks on time and elevating to higher positions.

Non-verbal communications are known to some as body language: it is all the ways we communicate without words. Another definition for non- verbal communications is “communication other than written or spoken language that creates meaning for someone” (Ivy and Wahl,2014, p.5).

I have this skill because I am an effective communicator with over ten years customer service skills which requires excellent communication skills which in my job I must use every day.



Team working skills

[bookmark: _Hlk522629475][bookmark: _Hlk522629405]Team work is the process of working collaboratively with a group of people to achieve a goal. Team work is often a crucial part of a business as it is often necessary for colleges to work well together. Team work means that people will try to co-operate using their individual skills and providing constructive feed back despite any personal conflict between individuals. 

A great concept that conveys the importance of team work in the work place is together everyone achieves more. Strong bonds can be made between bosses and their workers when team work creates a looser smoother structure were leaders are not trying to boss but rather work together with their team. When working and communicating together it allows different ideas to be considered this helps the business to respond to any change faster. By combining different ideas, skills and abilities into one productive piece lets new ideas develop and goals reached much faster.
[bookmark: _Hlk523146049][bookmark: _Hlk523160571]A team provides different levels of performance and knowledge. One person’s skills are limited compared to a team with varied skills sets. Colleagues often spend more time together then they do with friends and loved ones, so it is essential that team work motivates the work force and creates a healthy environment between team members. Jamaledine, (2018).

Miscommunication between team members can often end in conflict. Conflict occurs in the work place due to differences especially in close quarters because there are no two people that are the same. Over time these differences will come to the surface and cause conflict within the group. The reason for our differences is how we see the world. Each person in the group will have their own perceptual set unique set of values believes and attitudes about the world around them. Perceptual set is a tendency to perceive or notice some aspects of the available sensory data and ignore others. There will always be people whose perceptual set don’t match when this occurs conflict happens.

I do not have this skill because I find it hard to work with people who work at a different pace to me.
I perform much better working on my own. I do understand the importance of working with individual skills collaboratively to achieve a goal. 


Time management skills 
 
Time management is a planning process dedicated to making the best use of your work day. Uniformly, scheduling requires planning the day, making sure that each hour is dedicated to a task that must be done. Managing time well with maximum productivity to be achieved, avoiding rushing to meet deadlines and put in free time for other commitments. 

The starting point of effective time management is goals. If goals have been identified by a person then on a daily, weekly and monthly basis tasks can be completed on time. All people have the same amount of time in a day. Understanding that time has a limit is crucial to completing tasks on time and elevating in the workplace. (Press, 2005, p2)

In life there are often a lot of distractions and sometimes at the same time. good time management practice means being able to determent witch choices to make allowing time to breath. Being pressed for time and having to decide something for work can lead to jumping to conclusions and not fully considering the different options, this is poor decision making. When time is controlled it is easier to increase the learning experience faster. 

Time management is not very hard as a concept but is hard to do. It requires the investment of a little time upfront to prioritise and organise. Once a little time has been taken to prioritise days, weeks and months fall into place with time for all the important tasks.
 
[bookmark: _Hlk522998714][bookmark: _Hlk523148585]The priority matrix is a great way to improve on time management. The priority matrix helps decide on and prioritize tasks by urgency and importance sorting out less urgent and important tasks which should either be delegated or not done at all. (Morgan, 2017, p59)   
   
One of our huge challenges is understanding what being focus means. The more we focus on career goals the more likely we are to achieve them. Being clear about what direction to go on to achieve goals and having a good reason for those goals. (Morgan, 2017, p56).

I have this skill because I love schedules. I schedule everything in my life. I’m very good at getting all the things done that I need to in the day and often have time to spare in the evenings. This is because I always overestimate how long it will take me to do something. Using my method as well as the priority matrix is a great recipe for excellent time management skills







Writing skills                 

Writing is extremely important in today’s workplace. communication is transmitted more through writing than any other type of media. most binding contracts and agreements are written and signed. Writing is a part of the creative project, whether there’s a firm building or a piece of literature without writing the flow of ideas stops shortly beyond the source. 

In every workplace the workers are always writing emails, memos, letters, and reports all of these require good writing skills so that communicating ideas effectively can be evident. When emails are written badly finding the information can be hard for the other person. When there are wrong spellings, incomplete sentences and the paragraph are so long and confusing, it takes three times longer to find the information. most people will not want to read an email that is long like a book people simply do not have the time or the patience. A badly constructed email is an example of bad communications. Conducting all transactions in the workplace by speech alone is impossible. Emails will have to be sent and Proposals will have to be written If there is a business project or an opportunity to elevate to a higher position the proposal will need to be written with clarity.

When righting a document for work use informative headings. Everything under that heading should correspond with the topic. If the heading is about “share purchase agreement” then the section corresponding should be about setting out the terms and conditions relating to the sale and purchase of company shares. Using the title of the document as a tree trunk and using headings and subheadings as the branches is called “branching rule” which must have a minimum of two headings at the same level. (valentin,2017, p395).

I do not have this skill because I need more practice on my spelling and grammar. I understand the importance of this is clarity and credibility. Credibility is everything in the work place and if you have problems with spellings and grammar clients and the people you work with might see it as unintelligent making them less likely to want to work with you.


Conclusions 

In writing this report I have found that the four skills that I have selected have demonstrated the need for excellent communications in the workplace. In all four skills communication is key for getting things done. 

Effective communications are when a message is given and received when the message is clearly given. Communication happens between two or more people and co-workers will communicate to plan projects. If the message is not received clearly it will cause confusion. Communicating the message clearly is vital so workers can do the job more efficiently.

In team work it is necessary for colleges to work well together using the concept that together everyone achieves more. Colleges often spend more time together then they do with loved ones 
It is important to create a healthy environment between team members. There are no two people the same the reason for our differences is we all have our own perceptual set.  There will always be people whose perceptual set don’t match when this occurs conflict happens. Not all conflicted is bad sometimes a difference in opinion can lead to new ideas if there are good communications.

The starting point of good time management is goals. Uniformly scheduling requires planning the day. Using the priory matrix to prioritize tasks buy urgency and importance sorting out less urgent and important tasks which should either be delegated or not done at all. When delegating tasks, it is important to communicate the task clearly. If there is a miscommunication then time would have to be spent fixing the problem.

In the work place writing is extremely important. Written communication is used more than any other type of media. Emails are the most popular communication in the workplace. When emails are written badly having bad spellings and incomplete sentences. It can take three times longer to find information. Conducting all transactions in the work place by speech alone is impossible. It is important to use good written communications in the workplace.

These four skills are all linked by communication in the work place. you must have good communication to be abled to work with others and in most work environments you will have to communicate with other people whether it’s by email, proposals, planning projects, working in a team, or having to delegate tasks this all requires good communication. 
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