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· Introduction
There are plenty of important knowledge, personal skills and behaviour actions required in a recruitment process for any field, which determine your employability. Overall, these are known as employability skills. They depend on someone’s work and life experience, level of education and employability history. Besides these, and essential role has the employee’s personality, his resistance under stress and critical situations.
· Teamwork
Teamwork can be considered one of the most important and necessary skills for achieving a target on the deadline. Researches have found that it is more effective to do the work while working in a team, because a group of two or more people contains more thinking minds and abilities than one individual. In the review article of Walliser, Mead and Shaw (2017), the teamwork skill is being analysed in dependence of its affect, behaviour of members and performance outcome. It affects each member of the team, for example if an autonomous person starts working in a team, it makes his work not only easier, but faster to be done. 
The behaviour of each team member can vary. There might be more impulsive or stronger people and at the same time others who are weak, shy, or too introvert. Therefore, a team leader is needed, to manage the group, make the strongest members help the weaker ones to get the expected outcome. Behavioural differences must be managed, to maintain order and effectiveness. 
For the best performance outcome, a team must be formed and managed in dependence of everyone’s knowledge and skills. For example, in a football team, if one’s ability to hit the ball and to sneak in between the players of the opposite team is impressive, he will be chosen for the forward position. If another player is as good as hitting the ball as at catching it with his hands, but not that capable to play surrounded closely by the offensive players, will be chosen for a goalkeeper position. 
Overall, teamwork skills can be induced, taught by the team leader, or a coach as for the given example. One individual must get used to the team environment for giving the best outcomes, and for that he must be given time and knowledge to achieve teamworking skills, such as communication, mutual help and patience. 
· Effective problem solving
 Problems appear in every group while trying to reach a target. Usually they are caused by           the diversity of the team members, their way of thinking things and character. According to Hoffman (Advances in Experimental Social Psychology, 1965, p.99-132), the biggest barrier in a team is the condition that stops each member to express himself. For example, one introvert whose ability of thinking is high, can become even more inhibited when working in a larger group. Therefore, it is the responsibility of the group leader to provide the best environment to his team and to give it the necessary resources for work. For an effective work there is a high need of organization. All the members must be organized and divided for jobs they are better at, this way most of the problems can be avoided. The same author implies that an effective way of solving problems is through giving the members the opportunity to express their ideas freely.  It is the best method as it allows each team member to express himself and inform the leader of the issues and what there is to be done in order to solve them.

· Effective decision making
In a team, a decision must be made only after considering each member’s suggestion and point of view. For a leader it might be challenging because he must satisfy everyone in a group. Hirokawa suggests (1980) that interaction is the key to the effective decision making. His study has shown that people who discuss the issues come to an agreement faster than a group who avoids talking about the problem. This way, a solution is being chosen before moving to other topics. Communication is essential in reaching success, and in a team all parts must be implied and considered. A decision must be taken wisely, as it affects each team member. If a leader will not consult with his colleagues and not take in consideration their proposals, the outcome can have a negative impact on some of them. 
· Time management
Another important role to reach success has the time management. Time management means organizing and planning your activities for the specific amount of time. The definition of it can be found online (Mind Tools,2016). Managing time is a key part in owning a business. For example, if you run a restaurant, you need to make a plan for the second day, like when to wake up to be at the restaurant for when the products are delivered, when to start cooking so that the customers will appreciate your service, when to send your employees for lunch break so that there will be not that much pressure in the kitchen and when to start cleaning the place for the next day. For doing all this on time and to not make people wait or be confused, you need to organize everything much earlier.  Having poor organizational and managing skills, you can lose control on everything and it all can end up in failure. If you delay one thing, it can affect the ones that were about to come, as those will have to be delayed furthermore. Therefore, if you keep leaving doing something for later, you might get used to it and repeat it. Not completing your responsibilities on time can put your trustworthy under a question mark, things can get out of control and after all, you can lose your business.
· How to maintain your working skills
There are several factors which can determine the employability opportunities and the maintenance of the workplace. Some people prefer to be more independent; this type of employees is difficult to handle sometimes. On the other hand, there are employees that will wait for being told what to do and when. This kind of people require to be paid more attention on and more training sometimes. They will totally depend on the actions taken by others.  
You need to improve your working skills and qualifications in the case of change of circumstances, like for example a promotion or moving to another workplace. First, you need to find out what are your responsibilities and the requirements of your new position. Second, you need to find a way of completing them the best.  According to some advices of Doyle (How to Keep Your Job Skills Current, 2019), you should interest at the Human Resources what are the needed qualification required by the employer. You need to analyse the performance of your colleagues, determine which skills they posses and what makes them reach success.  You should also check their online activity for learning which methods you could also use for your job.  Once you made your target skills, a plan should be made for helping you reach your goals. For example, you should attend some seminars about the employability skills. Follow some improving courses, maybe even the online ones and obtain qualification certificates. Do some research about the new changes of the field and how it was modernized, for instance from magazines or websites. Besides, volunteering work can help you determine your own abilities, which could eventually help you get a higher payed salary. Also, volunteering can be a great part of your CV, therefore it will increase the employability opportunities and the work experience. 
Once you determined your practical skills through experience, qualification certificates and volunteering, it comes to the mind-thinking skills that should be checked. You have to analyse your behaviour compared to others, your communicative skills and the ability to manage the time.
· Analysis of my own employability skills
Taking as an example the position, I have at my workplace, as a manager. It took me roughly two years to reach this role. During this time, I gained plenty of skills, some of theme I have just improved. For instance, patience has become one of my key abilities while working in the customer service. I learned that each client is different in his own way and that I need to bee flexible and patient to provide the service for theme. 
Another skill that I have improved in this job is communication. As a manager I need to know how to speak to each member of the staff. I must ameliorate any conflict that occurs in my team by talking to theme. Besides, I need to speak to the customers, to compromise and solve any complains they may have.
Being a manager requires not only leadership skills, but also teamwork. Even if l am on a higher position at my workplace, l am still an essential member of the team. This means that l must know how to work in a group, how to avoid arguments, how to accept each of my colleagues with his own personality and how to be friendly and open minded. When working in a team, the work is being done with a higher quality and faster. It is essential for all of us to get everything done on time and to avoid any delays. Considering that l am a manager, l needs to know how to manage them, to tell each of the member their responsibilities. However, that does not mean that I can and have to only manage them. I must work once with them and help them get the work done. For example, if they can not face their own duties, l gives them a hand and help them till everything comes back to normal.
My job requires a time management skill as well. I must organize the duties of each member of my team and know which tasks need to be prioritized. By planning for the next day and week, l must consider each one’s working abilities to avoid any delays which could last with complains from our customers. For example, l am also responsible for each member’s schedule and lunch breaks, because l must plan when to start the work and when we must be in full power at peak hours. 
As a manager, l must attend all the meetings and seminars given by our Head Office. I am the one responsible for finding out what are the new changes in the company, which are the new requirements and how to coach my own team to reach the expected targets. It involves the ability to analyse the situation and to follow the given instructions. After these meetings l must divide the tasks between my team members and to supervise their performance. 

· Conclusion
Nowadays, the workplace skills are more valued than the knowledge gained in schools and colleges. It has become very common that people in this time do not have a plan regarding their future professional life. Most of them are confused and lost, therefore they do not know which route could be the best for them. To get a successful job you should first do a research to find out what are the requirements and the skills that the employers are looking for. 
Moreover, educational institutions like schools and universities should pay more attention to practical classes, because after all, the employers look for someone’s practical experience more than the theory they know. Teaching institutions got to improve communicative and working skills of everybody. 
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