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Introduction:
The purpose of this report is to focus on three employability skills necessary for the workplace time management, teamwork and presentation skills. These skills are very important for today workplace whilst summarizing the effects it has like benefits and negatives.
Time management:
The ability to manage time in today’s workplace it is not considered acceptable to be arriving late for work imagine you are this person, who arrives late, misses important meetings, schedules and deadlines, this could lead to work colleagues seeing you as unreliable and (not that candidate to be awarded that possible leadership role, in the near- future). On the other scale of the spectrum, to be able to manage time, and have good time management skills, will send a clear positive message to colleagues, on how they see you. Good time management skills, without undue stress or tension, demonstrates the ability to manage, and control our use of time.
To be able to manage time successfully (Prioritization) is the key component, according to (Morgan, P. 2009). The Business Students Guide to study & Employability “Prioritization” is the act of deciding which activities to undertake, or which goals to aim for, at the expanse of less important goals and activities” so the issue of importance here is the positive on you a person, and the effect on you long term career goals.
Covey, S. who developed the Time Management Matrix (how individuals go about time). Urgency: urgency needs instant attention “Now!” things urgent act on us all (1989: 150) Importance: if something is important, it represents a high priority goal which contributes to your values and missions.											  
The ideal managers are pigeon hold into one of four of these topics Crises-some managers and people find there always dealing with important and urgent matters “constantly” and rarely have time to plan long term, therefor life always seems as though its being lived on the edge, some individuals relish these moments, some find these moments exiting, or thrilling, constantly dealing with a crises, but long term is not the same as the occasional excitement.
Unscheduled Interruptions such interruptions like this may vary, if you are dedicating your time to the most urgent matters & not the important ones, then by definition, its only urgent matters, that should require your attention, and not so the important ones (until the next major crises is over).
Academical students can tend to be distracted by interruptions, if discipline is not applied, and focus of your attention, wavers possible distractions being i.e. social media chats, e-mail texts messages and television, these distractions all act in a comparable way.
Planning and scheduling, so in this fourth segment Covey’s, scheduling. So, unlike the first three segments which relates to activity types, scheduling & planning are seen as activities, students\managers should think ahead of their goals, even use a diary, to plan in advance on a weekly basis, activities need to be identified so (to do list) can be prepared, so to prioritise and not fall into the segments mentioned earlier.
The positives of this are less crises, because you have pre planned, which leads to no surprises, unintentional escapes, found through relaxation, will mean life will be a lot more peaceful now, with less time wasting. According to Covey’s observation, managers spend the least amount of time planning, on the whole, he finds that many managers spend too much time dealing with crises or interruptions, and if there are, much will depend on the nature of the crises\interruptions, some managers may have a personal assistant, which they could delegate to (if at all), it all very much depends on how well delegation is over seen, coupled up with the nature of the task\work or workload is predictable. A small amount of time has been spent considering the organizing, planning and scheduling, while the majority of, time was used up dealing with interruptions \crises.  
Returning to,” Important” and “Urgent” Covey recommends that we readdress matters, so more time required to look a lot deeper into planning ahead for these important activities, that when they occur, a proper, well thought out, plan can set into action, so matters become less “urgent.”
Teamwork:
Working in a team is the ability as a collective is to achieve goals, solving problems is a common occurrence for many, albeit teams can achieve amazing highs, they can also experience deep low’s, and left feeling unproductive and some individuals may even feel frustrated.
Katzenbach & Smith, suggest that, the essence of a team is a shared commitment. Without it, groups perform as individuals with it, they become a powerful unit of a collective performance. This kind of commitment requires a purpose in which team members can believe.” (P.3). ABS students that able to go without there Easter Holiday’s so, they are, able to serve others, are very committed to the task of their teams. This shows a very high level of dedication, there are countless things, that could go the wrong way because of certain individual leaders who are not yet fully experienced, or events that are poorly planned, or members of the team, that do not see eye to eye, with each other, many of these are typical and are listed as team obstacles, which can create frustration and disappointments. (Wheelan, 2005) but with a knowledge and planning, teams can be rewarding and extremely successful enterprise (Hertel, 2011).
According to Bell (2011) he, defines teams as groups of people” Who exist, to perform organizationally relevant tasks, share one or more common goals, interact socially, exhibit tasks interdependencies, maintain and manage boundaries constrains the team, and maintain and influence exchanges with other units in the broader entity “(P.334). teams exist to carry out specific tasks that relate to their common goals, by joining forces to accomplish certain tasks Wageman, Gardener and Mortensen (2012) define a team as a” bounded and stable individuals independent for a common purpose “(P.305). Team members create boundaries, to establish, who is in, or out of the team. We must mention that teams from larger organizations will be influenced in their own way. While others in these organizations allow freedom to their teams and others are influenced by strict role structure – rules and procedures of the operation.
Business and corporations, know the, full potential of teams and structure within the working environment. Take a look at Ford the Automobile company, the founder Henry Ford, chief engineer who visualised his company, he wanted to manufacture reliable, yet affordable, and most importantly efficient cars, so he developed a system, of small teams of two, or three workers that specifically carried out work their work in separate building, all working together on individual sections, to produce brand new vehicles from scratch, this method, this approach, was pioneered by Ford, which I called the assembly line system, this collaboration of small teams produced millions of vehicles for Fords automobile company, and now stands in fifth position as one of the worlds largest companies, producing reliable automobiles for the 21st century, rapid changing conditions helped by a quick response to the automobile industry, market conditions keeping up pace with the world economics needs, business to capture various sources to have any benefits challenging for global dominance, to this day, there are tasks – directed teams worldwide, from the assembly line to corporate executives & the factories (Polzer, 2003).


Individuals who join, together as groups, widen the chances to increase their problem-solving needs (Qin, Johnson & Johnson 1995). Communitive families, neighbours, works teams find individual way of survival to increase a collective stability for personal expansion, and social interaction. So, changes to economic needs for a more team based, collaborative approach to working needs unsurprisingly a survey carried out by (AACU) American Colleges & Universities revealed 71% need learning institutions to special importance to team based conditions (AACU, 2010). Its highly important that these institutions prepare undergraduates for the working environment. 
Team based assignments are not uncommon for the group projects, undergraduates, curriculum skills required for teamwork success have not been developed effectively. Another report by the (AACU) College learning for the new world economy a report from the National Leadership Council, for liberal Education & America’s promise” (A 2007).
Teamwork has been identified as 1-15 “essential learning outcomes” for success in the working environment graduates are required as individuals to produce their A game for collaborative efforts weather for non-profit organizations, government business, or other countless professional corporate bodies, must have the professional skills for individual, and team success for organizational, sustainability
The focus here, for this text is for task oriented, where groups join forces to complete, specific goals. The evidence based, concept and skills presented aids members team leaders as they work jointly for collective success. Students after reading the text will be able create a meaningful framework for the development of individuals, implementing high potential - teams, into high performance teams. 
Presentation skills: 
Presentation skills according to (Morgan, P). The oral delivery of information to achieve, some particular objective.
For many people this can be terrifying experience, for a whole variety of reasons. Mainly being the unknown factor, or concerned about people observing you, or it may be, the worry is about what people are saying? is all these lead to the fear factor, or the worry may be about, what questions are, put to you? 
The reality is the legitimate justification, is that there are few occasions for being so nervous, as presenting, presenting a business, it is a standard requirement, in todays, workforce. Giving presentations is a key part of student \ business and life in general, watching the television \ radio, these are places where these skills are used on regular basis, there are number of ways, this can occur, for instance university students, as I touched on above, are put in situations where they have to stand up in front a class of students and present, work styles may vary significantly.
The way we present, depends very much on the way we prepare for our audience \ goals (the two are closely linked). Our abilities which will help what we feel comfortable and confident with the task. According to (Baker, J.D). Preoperative nurse uses Presentation skills on a constant basis, whenever discussing with patients their families colleagues during in service session, or presenting-  evidenced - based conference.
Therefor nurses need to develop these skills and overcome the challenge of public speaking dealing with any fear into positive preparation and practice self-talk which may assist some overcome fear of public speaking, but replacing fear with confidence and accomplishment, there are certain techniques to enhance presentation skills and help us to feel in control reduce stress levels, gaining confidence examples are by using the ancient Greek concept of pathos ethos and logos in a presentation; engaging in productive process development using effective strategies, especially taking into account electronic presentations. 
The concept which had been named by the ancient Greek Philosopher Aristotle who adopted a quick evaluating process, Pathos which provided the emotional component, that linked audiences, which connected delivery, content and speaker on an empathy or sympathetic. Another technique, adopted used for organizational presentations, is what a speaker should deliver to an audience: Tell why they should listen tell what you are about to say (Objectives) or information you would like your audience to take away from the presentation) Tell (content) tell what you have told them (summery or conclusion) It is imperative to focus on the initial “why” is to establish the core foundation of the presentation communicating to the audience reason’s for the presentation, at the outset the first one or two minutes are vitally this sets the stage which carry the tone of the session, Establishing what the audience will expect from the delivery there about here. The presentation is accomplished by sharing the presentations objectives, mainly on a single slide. The body of the talk will vary depending time dedicated for the session, once presentation has been delivered, a discussion should take place within groups ask questions for a minute, before bringing the group back to your focus. According to (Heinrich), suggests using a worksheet that lists the following key factors.

Idea (topic and focus).
Purpose,
Audience,
Venue,
Desired audience response (outcome),
Slant (the presenter’s specific direction of the talk), and
One - sentence prediction.



Conclusion:
Employability Skills: Time management, teamworking and presentation skills are paramount in, todays, recruiting market, these are the qualities that employers seek when weighing up candidates at job interviews, whom they seek to employ.
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