INTRODUCTION
This report aims to analyse the relevant employability skills to enable people secure a job.
What is a skill? A skill is the ability an individual must have to enable them carry out a task or tasks adequately. A skill can be gained through training or deliberate studying of any new field of endeavour.
A skill can also be gained through an organised and personal intentional effort to smoothly gain knowledge on how to solve complex problems in an environment.
 There are different types of skills people can have they include;
· Good communications skills
· Ability to work under pressure
· Good time management
· Team work
· Decision making
Good communication skill
Communication is the ability to transfer information from one person to the other effectively. Communication comes in different forms, it could be through spoken words, body language, or interpersonal communication. The importance of communication cannot be overemphasized as miscommunication can lead to a very unpleasant outcome especially in the workplace environment.
Katz business school at the university of Pittsburgh carried out a survey and found out that most companies used good communication skills as one of their major criteria for the selection of their management team members. The survey found that for a job to be successful, there must1`Q11 be a good spoken and written communication as much as communicating with other people in a workplace environment. In other words, communication is the art of bringing an idea into life and sharing the idea within a workplace environment, however, how effective the idea will become depends on the clarity of how the idea is explained.
This is important to have good communication skills in the workplace as explained in the points below
· Good communication skills help employees work together as a team and produce better outcomes, it also helps towards building a better team at work. Also, when there is good communication, failures and unnecessary errors at work are prevented or even eliminated (F. Sharman, 2018)
· Good communication is important especially because we live in a society where we work with people from diverse part of the world, where there is no good and clear communication, the policies in place to review employees or even give promotions may not be properly understood, the minority employees may feel there is discrimination against them because of their race, nationality or religion. Unnecessary conflicts can be avoided through clear and precise communication of how to treat each other in the workplace.
Without a good communication, employees would not know what to do and even customers of the business may not be sure about when to expect their orders, in every aspect of every organisation, good communication plays a huge role, when it is done well, everyone is happy at work and also happy to carry on doing their job and this leads to the success and progress of the company ( D. Gartenstein, 2018)

Ability to work under pressure

This can be explained as the ability to work effectively when put under pressure. This involves dealing with things beyond your control, a lot of this constraints come as limited resources, time constraints, lack of enough information to carry out the required task, how difficult the task is, staff shortages or even unforeseen problems. When there is effective planning and good time management, there is a higher chance of reducing the chances of some pressurised situations happening but may not entirely eradicate them.
Regardless of how well a person is prepared or organised, changes and unexpected events occurs often. In every aspect of workplace, the ability to react to stress and pressure effectively is very important. 
Different people react different when they are put under pressure, some people work better under pressure while others get into a panic and end up becoming ineffective. It is vital for every individual employee to know how they react under pressure, and how to improve or be effective if found in such situations. (career web.leeds.ac.uk)

Team work
This is the ability to achieve a goal through interacting and cooperating with a group of people. This can also be defined as a group of people with different tasks and skills who work together to achieve a common goal through a mutual support for each other. This entails working closely together as well as the processes of planning an organisation, decision making and general improvement. For a team work to be effective, every team member is required to listen to one another, cooperate, pass clear communication, share information and knowledge, there has to be a regular check to know if the team members are meeting their work purpose of the team, show a good commitment to the team and the assignment involved and show support for other members of the team, there has to be adequate resources available to allow the team carry out their duties examples includes. Skill, training, tools, facilities and budget. (Washington education) Over the years, researchers have shown that for a team to be effective, there must be a mix of different personalities as well as different styles of working. In most jobs, staff are required to work with other people, this may be people within the organisation or external bodies, when employees understand the different team working styles, and understand the importance of having different mix in a team, it will help employees understand each other and thus leads to more acceptance of people. When employees demonstrate the skills above, there is more chance of having a successful and effective team which contributes to the overall productivity of the company. (university of Leeds career centre) 

Good time management
Time management is the process of organising and working out how to share your time between different individual activities. Employees who have good time management skills can work in a smarter way but not necessarily harder; this helps staff spend less time achieving more even if there is more pressure and a tight time scheduled. When employees are not able to manage their time well, it less to them being less effective and this in turn can lead to stress at work.
Good time management requires an employee to be effective as evidenced in their productivity rather than being ‘just busy’, for an employee to be a highest achiever, they must be able to manage their time exceptionally.  For people to manage their time effectively at the workplace in other to enhance productivity, they must practice the following;
1. Prioritise work
2. Avoid procrastination
3. Schedule task
4. Set up deadlines
5. Avoid multitasking
6. Start early
Prioritise work 
At the start of the work day, it is vital to make a list of important task that needs to be done immediately, this is because tasks that are not important may get in the way and eat into your time if there is no priority list done, tasks which are not very urgent can be moved to the next day, while the most important task should be carried out on the day.



Avoid procrastination
Procrastination is one major hindrance to a great production. This can lead to a loss of quality time and momentum, if this is not dealt with it could lead to problems in both personal and professional life.
Schedule task
It is advisable to have a daily planner and itemise all the task that needs to be done for the day, make a list of your ‘to do’ items, prioritise them according to their order of importance and stick to your list
Set up deadlines
When there is a task to be done, deadlines that are attainable and realistic needs to be set and employees are to stick to them. People in a workplace should set their personal deadlines before the actual task date so as to complete any other task that may arise along the way, give yourself the challenge to meet the deadlines as well as reward yourself when you achieve it.
Avoid Multitasking
A lot of people believe multitasking is a better way to get things done, rather than do to many things at a time and end up achieving nothing, concentrating on one task at a time helps achieve more. Multitasking reduces efficiency and should be avoided to enhance good time management.
Start early
A Lot of men and women who are successful today start their day early, this gives them time to sit, think through and plan for the day. One of the benefit of getting up early is that you can be more creative, your head is clear and calm. As the day carries on, there is a reduction in energy levels which in turn affects productivity. ( Rinkesh kukreja)
.
The importance of good time management cannot be overemphasized as it plays a huge role in the overall success of both the employee and the organisation. 

Decision making
This is the ability to establish and resolve problem, look for other options, application of experience and knowledge, measure options, and decide on a suitable and an on-time solution. Decision making can be done through 
Intuition
Intuition comes from both experiences in the past and personal values. Learnings about life is reflected in intuition that is why this should be taken into consideration in decision making. This may sometimes not be real as it is based on an individual’s perception.
Reasoning
Reasoning entails considering the facts and figure before you to decide. Reasoning tends to ignore the emotional connections to decision making, this is because past experiences may affect how an individual’s decision is carried out. More complex decision requires an approach that is both structured and formal which is usually both intuition and reasoning.
In every job role, decision making is a very important skill to have to fulfil your role efficiently, making an appropriate decision helps in the growth of an organisation, make work output productive, brings about development and generally leads to the overall success of a company. (skills you need.com)
Some of the importance of good time managements are;
· Great output and effectiveness
· The reputation of the company is better and more professional
· There is stress reduction
· There are more chances for advancements
· More chances to reach vital life and professional goals
· Deadlines are met
· Efficient work flow
· Good work quality

Conclusion
Developing your skills through both formal and informal training is very beneficial and important, more and more employers are needing formal training either because of government laws or employer’s specific requirement for a job role. Good communication, ability to work under pressure. Good time management, team working, and decision making are important to move up on the latter to success. The need of this era is to develop skills that are practically sound and useful as an employer cannot be fooled into believing you have the skills they want when you do not have them.

People should strive for both professional and personal excellence by not just acquiring new skills but also developing their inner skills through the practical application of knowledge,
We all must continue to re-evaluate ourselves to keep a check on the skills we need and the ones we need to develop. (the tribune express)
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