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Introduction
The purpose of this report is to analyse employability skills that employees need to have, no matter what kind of job they are working in. The skills which will be analysed are time management skills, problem solving skills and team-working skills. Employers regard these skills as very important because they increase productivity, reduce stress for employees and offer greater job satisfaction.
Time management skills
Time management is the ability of organizing and planning time between different activities. According to Richiteanu-Nastase, Staiculescu and Lacatus (2018), time management was defined as „the capacity to use the time in an effective way, to establish achievable objectives, to identify priorities, to monitor the progress, and to be organized”. People who have good time management skills, “work smarter – not harder – and get more things done in less time”.
Within workplace, the key to good time management is to understand the difference between urgent and important. In 1989, Stephen Coven developed the „Time Management Matrix”, a tool which illustrated how individuals manage their time, using two categories – importance and urgency – to differentiate between tasks. Covey described urgency as „tasks who demand your immediate attention and importance as tasks which contribute to your mission, your values, your high priority goals”. Time Management Matrix tells that “the distinction between urgent and important is the key to prioritising time”. Important and urgent tasks need immediate attention while important and not urgent tasks need to be planned as people should focus on to achieve goals. Urgent but non-important tasks are distractions with high urgency and everyone should eliminate these tasks because they do not contribute to their goals. Non-important and non-urgent tasks are time wasters and they should be eliminated (Morgan, 2017).
Another helpful concept to be used in workplace, is the 80-20 Rule or the Pareto Principle. This rule says that if an employee finish 20 percent of tasks, he achieved will 80 percent of results. This is a simple technique for prioritizing time so that the first tasks solve the greatest number of problems. Understanding this principle is important for employees when learning how to prioritise tasks. If an employee has a list of 10 activities to accomplish, two of those activities will be worth more than the other eight activities put together (Tracey, 2018). From daily activities, employers should choose two of the most important tasks, the ones which have the greatest positive impact. Some people are busy all day long because they are working on non-important tasks while they are procrastinating on the tasks that are the most important. employees with time management skills are working on most important tasks. 
Different studies examined the effectiveness of time management training programs. According to Stoilov (2012), “employees who participated in a time management program did perceive more control over their time after the program. Perceived control over time was related to positive outcomes: Employees who perceived having more control over their time reported fewer job induced tensions, fewer stresses, and greater job satisfaction than employees who did not perceive themselves as having control over their time”.
 	Managing time properly in workplace is very important. Choosing the most important tasks allow employees to increase their productivity. Prioritizing tasks can help to reduce stress because employees will feel more in control when focusing on important tasks. Time management skills in the workplace can reduce procrastination which leads to finish tasks sooner. In the workplace, people with time management skills are ones who take their job seriously and has the company’s best interest in mind. 
I have time management skills because I am well organized, and I focus on important activities. I always start with what is important and I avoid procrastination because it will make me feel stressed. Prioritising my activities makes me feel more confident and more in control. 
Problem Solving Skills
Problem solving is the ability to evaluate a situation and to find a good solution from many alternatives.  In everyday and professional context, everyone solves problems. When people wake up, they need to decide different things like, what to wear, what to eat and more. Solving problems is an analytical skill combined with critical thinking and it is desired by many employers when searching for candidates. Problem solving skills are very important for everyone’s career. In every job, problems are inevitable, and employees are expected to develop solutions. Some problems require simple solutions, but others demand more thought and skills to find a solution. 
Effective problem solving combines creative thinking with analytical skills. Research has shown that each part of the brain is specialised in one of these skills. Left-brain thinking is logical and analytical and is predominantly verbal. Right-brain thinking is more about feelings and impressionistic relationships. Being a good problem solver means to be able to switch from analytical skills to critical thinking and back again, a process very difficult indeed (ITS Education Asia, 2017). 
Morgan (2017) identified four steps in solving a problem that employees can use when facing problems: clarifying the problem, establishing causes, developing options and make a balanced choice. The first step is to recognise that there is a problem. The focus must be kept on the problem and avoid defining problems in terms of a solution. Next step is to identify the right cause of the problem. This is important because similar problems happen from different events and the best way to identify the cause of the problem is to ask questions and gather information. In addition, employees can use tools like 5 Whys , Appreciation  and Root Cause Analysis  which can help to ask the right questions, and identify what is the real cause (Mind Tools Website, 2017).
After the problem and cause have been identified, the next step is to generate solutions. One tool that can be useful for generating possible solutions is brainstorming. Brainstorming is a technique designed to generate ideas. These multiple ideas will be analysed through advantages and disadvantages of each. In a rational decision process, each solution will be ranked by using identified criteria. The highest-ranking solution will be the best solution. Once the best solution has been identified, the final step is implementation. If the solution involves several actions or requires action from the team members, an action plan will be created. Implementation also involves feedback to determine the effectiveness of the solution (Maund, 2017).
Employers expect people to have problem solving skills. When an employee brings a problem with a calculated solution to the problem, the company saves time, effort and money. People who do not possess problem solving skills focus more on complaining about problems and less on finding positive solutions. People who identify problems and find viable solutions get more responsibilities, opportunities and bigger salaries.  	
During time, I was faced with lack of determinations in finding good solution for day to day problems. Normally, I used to avoid finding a solution as much as possible. I noticed that trying to find viable solutions is not simple, but it tends to be easier next time when I try to solve a problem. Problem solving is a skill that I can improve and developed during time. As soon as I found a solution to my problem I can focus on other activities.
Team-working skills
[bookmark: _GoBack]Team working skill is the ability to work with a group to achieve a common goal in an effective way. Teamwork is vital in these days because employees need to collaborate with others to complete different tasks. Even if someone works well on his own, having important skills, being a team player is very important for most employers. When a group of people with different skills work together to accomplish goals, they will finish work faster than working as individuals.
The way members of a team are selected is very important to accomplish goals. Belbin (2010) observed that people in teams tend to assume different team roles. He defined a team role as "a tendency to behave, contribute and interrelate with others at work in certain distinctive ways" and identified nine team roles: plant, resource investigator, co-ordinator, shaper, monitor evaluator, team worker, implementer, complementer finisher and specialist. Knowing this model is very important for workplace, because employers can identify strengths and weaknesses within a team, resolve conflicts between team members and understand each one's contribution.
Teamwork is important for professional development and can make work easier. Having more members in a team allow employees to finish tasks faster by sharing tasks. For employers, teamwork in the workplace will increase productivity, and it will generate extra revenue without hiring more employees. According to Australian Institute of Business (2014), one of the biggest benefits of working in a team are the ideas that can result from team discussions. In a team, team members feel confident in sharing their ideas. When working as individuals, employees will present the safer solution to their bosses, but in a team, ideas are welcomed. Furthermore, teamwork is important in the workplace because, employees from different backgrounds and with different experiences are brought together. Employees can learn from someone else’s knowledge which allows them to develop their skills. 
Another benefit of team working within workplace is synergy. Holpp (1999) defined synergy as „the result of interactions that make the whole greater than the sum of its parts”.  In this case, team members will accomplish more together compared with the sum of individually results. A research from Edith Cowan University identified loss of synergy (which resulted in a loss of productivity) after employees were split up and told to work on competing tasks. Two team members were very competitive in this team that ignored the development of a synergistic team environment. They were focused on their own tasks and were not interested in helping colleagues who may have been having problems (Wiesen, 2017).
I need to improve team working skill because I work better as an individual. When I work in I team I tend to do everything by myself and not share different tasks. I prefer working by myself because I do not depend on someone else and I can decide what to do and when. When doing individual work, I can concentrate more and work faster. Furthermore, I will be the only person responsible for the work done and there will be no situations where one does less but gets same credit as others.
Conclusion
In these days, most people will have different jobs with many employers and change employment sectors through their working time. People need to be flexible and be prepared to change jobs if there are better opportunities, but to do so they need a set of skills which are needed in all employment sectors.
Time management has a big effect on performance and productivity in the workplace. Employees with time management skills are efficient, they meet deadlines, produce better work and develop their selves. Effective time management skills makes employees noticed at work, so it is worth developing these skills.
Problem solving skills are important part for both daily life and workplace. Developing these skills through training and practice can provide the ability to solve problems more effectively. One of the things that employers often identify as being an important skill when hiring employees is their problem-solving skills.
Teamwork is a skill that many people as myself, try to avoid in the workplace. When employees work as a team, they will have better performances. In addition, working in a team has the advantage of creating synergy, meaning that the team’s effect will be bigger than the sum of individual efforts. Promoting teamwork in the workplace is often recommended as it allows to combine all skills amongst team members. Team members will learn from each other’s knowledge and they will improve their own skills and abilities.
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