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Assignment:      write a report of 2000 words, in which you provide an analysis of relevant     employability skills that you have, or need to develop in the future to gain credibility in search of employment opportunities. You need to consider the perspective of an employer trying to recruit.

Introduction  
The report aims at providing analysis of three ( 3) employability skills that  a prospective employer may need to  see in a prospective employee  and why. These are communication/interpersonal skills, Team working skills, Problem solving skills and Time management. The benefit of the skills,  application and definitions will be dealt with.

Communication/interpersonal skills
Depending   on the nature and type of job, a good communicator is said to be someone who is good at talking/speaking, and/ or writing.it entails being bold to relating to people face-to-face or through other media such as telephones, emails, fax etc.
Rawson P.(2009) “most problems within organisations boil down to  two things: weak management and poor communication’’. Communication is not just sending out letter or Bulletin, or holding meetings, but it’s also actively inviting opinions, talking to individuals face-to-face and listening to them.
 Holmes K. (2001) defines communication in five simple steps:
1. The ability to speak clearly so that others understand your message
2. The ability to listen properly so that you hear and understand what other people are saying to you.
3. The ability to write clearly so that other people can read your message and understand
4. The ability to use correct grammar and spelling.
5. The ability to interpret and use other elements that contribute to communication, such body language and other non-verbal signals.

The non-verbal communication is something that plays a key role in employment (Kulkarni, & Chachadi, 2014)

A proper command over the verbal and non-verbal communication is a skill no one can do without. 
a good communicator must be  capable of overcoming the various communication barriers and very employer will love to employ such an employee.


 One cannot be an effective and efficient manager/worker unless he/she can communicate confidently in all circumstances; be it on face-to-face basis with his/her team, with the customer or if one is a senior manager, to the whole organisation. There is so much reliance on text and emails that effective communication is at risk. Of course some circumstance demand the use of non-verbal communication tools its however important for all to have these verbal communication at finger tips. These skills are difficult to learn but when they can be put to practice, they make one as attractive to employment opportunities as a magnet to a metal. 



Team working skills


In a cross-culture business environment, the ability to blend ideas and work with
 
People of diverse personalities is said to be a team working skills. People with 

Emotional intelligence,  (thus the ability to persuasively motivate, to have empathy,

 and build as well as to maintain relationship, to handle one’s own and other peoples

 emotion,to offer open and honest feedback sensitively, to merge, to monitor one’s

 own behaviour and to read the politics of an organisation),are said to have  good team working skills.
It’s believed that not finance, or Strategy, nor can Technology ensure a stable
 
Competitive advantage but team work does. Lencioni P.(2002.).  A team worker must 

also have a good interpersonal skill to fit in a team and to help build it.



A team worker must possess the ability to effectively communicate, socialize, connect

 and cooperate with individual or a group. This skill is of tremendous benefits in both 

social and professional life. Maund, et.al, (2017) state that the individual is by

 character is a sociable being, this means that he is enduringly exploring for groups 
            with which to refer for diverse purposes, be they family, religious, communal and 
academic empathies or any other type. Similarly, in an organization when individual 

works as a team, he is able to produce better results. 

To fit and work in team one must have command over his emotions and the ability to 

proactively resolve a potential problem by employing compromise and negotiation. 

Another quality that team worker must have is the ability to fully and actively 

listening to what the speaker has to say. This brings in the group, the sense of 

satisfaction and the pride of belonging to a team. This in turn could prevent people 

from undertaking strikes and demonstrations because they have people to talk to and 

feel being listing to. One must also master the art of questioning to gather information 

through the use of open-ended questioning. 

Empathy skills are also required of anyone who intends to work in a team.


Employers will love employee who can in a way help others to work on the weakness 

and spread the cooperate spirit of achieving company goals


Time management

“Time management” refers to the planning and organisation of our times against specific task.
A proper time management has these benefits:
· More productivity and efficiency.
· A better professional reputation.
· Almost no stress
· advance  opportunities for improvement
· Much chances to achieve vital life and career goals.
Failure to manage time effectively can result in undesirable consequences:
· Missed deadlines.
· Inefficient work flow.
· Poor work quality.

An efficient time management is based on the orientation of the tasks to the achievement of the objectives. Therefore, the establishment of priorities is paramount when it comes to managing time. Prioritizing, that is, establishing order in daily tasks, you can avoid the tyranny of the urgent and help focus on what is important. Riebe and Jackson (2014) state that there are certain ways to managing tasks in a way that it ensures time-management skill is improved in the right way. 
There are four categories of in which the tasks can be categorized in order to complete the tasks on time (Morgan, 2016). The first category is urgent but not important, the second category is urgent and important, the third category is tasks that are not urgent and not important, and the fourth category is non-urgent and important tasks (Kulkarni, & Chachadi, 2014). 
 Whenever one is given more than one assignment that had to be submitted on the same day, it is better  to start working on them beforehand. The assignment that is relatively easy from the two is to be worked on that first and ensure that it’s completed before time so that the other two assignments can be dealt with before time. For an individual who is applying for a managerial position, time-management skill is a key factor and essential tool  that the individual must have. (Maund, et.al, 2017).
 To properly manage times against assignment, it’s of great importance to communicate clearly and on time as to what, when, and where something is to be undertaken. 
(Clayton, M. 2011),” one of the biggest wastes of tour time can often be the consequence of miscommunication or failure to communicate’’

Problem solving skills
The Collins dictionary defines a problem as’’ an unsatisfactory situation that causes difficulties’’. Anything that hinders the progress or is undesirable is a problem.
To identify a problem is one thing, to deal with it that it exist no more, is that the desirable results that settle the difference
It’s believed that all problems have two common characters: Goals and Barriers
 A goal is what is desire to be achieved. It is desirable wish.
Barriers are the obstacles that must be over. The existence of the barrier is the block between man and the solution.
There are stages in problem solving :

Problem identification
This involves detecting and recognizing that there is problem. Thus giving the problem name.
Structuring the problem
This a period of observation, finding facts, and coming up with a clear picture of the problem
Looking for possible solutions
Knowing how to deal with the problem
Making decision and finding a proper course of action to be taken



Conclusion and recommendations
 This report has defined employability skills, and the type of skills that employers look for in prospective employees, namely, communication skills, time management, team working skills, and problem solving skills. It’s believed whoever has these skills among others has better chance to be employed.
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