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[bookmark: _Toc522658103]INTRODUCTION

The aim of the report is to provide an analysis of relevant employability skills that I have and also the skills I need to develop for the future. The skills which I have and will be analysed are:  creative thinking, team working and communication. The skills I need and could improve on are communications skills, self-esteem and decision making. All these skills are required and important for an employer or employee because they are essential at a workplace. 
[bookmark: _Toc522658104]CREATIVE THINKING

It has been defined that creative thinking is an alternative way of looking at problems or solutions from another perspective. It can be like brain storming, pictures or structured process as lateral thinking. It is good to have this skill in a workplace, as often it is good to think outside the box for anything business related which could be very beneficial for the business or work place environment. 
Some employees are naturally more creative than others but it is not a bad thing as it can be improved with practise. It is also a good skill to have in a work place. As it can be beneficial to the environment, not all employers or employees have creative thinking skill.
Creative people have the ability to search for work, solve problems and meet new challenges. Fresh ideas are bought to work by others which are creative and have this ability. This type of skill that an individual has can help workplaces or organizations bring excellent ideas and move more in a better productive direction. Creative problem-solving stands out as innovative.
There are two ways of creative thinking and critical thinking that shows the difference between them when it comes to their inner meanings. Creative thinking is going beyond limits and being fresh and original with new ideas which are one of the main differences between both critical and creative thinking.
I have this skill because I can think of new ideas or find new solutions in work places. I can be creative in the organisation, firm, and workplace and bring new solutions and expand new ideas for better business as well as be more productive. 
[bookmark: _Toc522658105]TEAMWORK

Teamwork is a combined action of a group of people, especially effective and efficient to achieve a goal. This skill is required and compulsory in a workplace for the working environment to be a nice place. Teamwork is a crucial part of any business environment, as employees need to work well together, trying their best in any circumstances.
Teamwork is when employers co-operate using their individual skills and providing constructive response, despite personal conflicts between individuals. It is working alongside colleagues and team members to solve problems and achieve a collective goal which is a common experience in a workplace. 
Teamwork is for employers and employees to share ideas amongst each other as well as to learn new things as a team. Good teamwork shows a strength of a work force and will bring outstanding performance in a business or workplace. It is also an important skill to have in a work place to discuss important issues relating to the working environment or other work topics.
A good business is required to have a good team working together and communicating well with each other at all times. Teamwork can also degenerate into an ineffective and immobilized group of individuals.
I have this skill because I can work very well with colleagues as a good team player giving ideas and always communicating with the team members for a good result of work. I also have this skill because I am a people’s person and easy to get along with. I can be professional and hardworking which is required always in a workplace and can adapt quickly to the working environment or structure of business. 

[bookmark: _Toc522658106]COMMUNICATION

Communication is defined as a verbal and non-verbal way of communicating with group members that define much team life. Task are completed and relationships are managed though interpersonal interaction. 
Communication skills is known to be a way to communicate with others via verbally, non-verbally or written communication. It’s a method used everywhere in a workplace with messages sent by a sender to the receiver and making sure the concept of message is fully understood without errors or misunderstandings.
Communications is an act of convey meaning from one whole group to another though the use of mutually understood signs and semiotic rules. Yet not all communication is positive which then the team performance can be compromised.
Communication has various ways of communicating weather it is verbally or non-verbally. To be able to communicate and making sure the receiver has understood the message given or received. A two way process of reaching and understanding, it is not only exchanging information but the sender is encoding and the receiver is decoding. Employees also need to learn how to communicate both verbally and non-verbally as it is needed in a working environment.  
Good communication is very important and required in a workplace environment with managers and colleagues. They must be able to communicate as well as understand each other, to give and take instructions, for a smooth environment at the work place without any obstacles.
I have this skill but could improve as I am very good at communicating verbally and explaining or giving instructions but when it comes to non-verbal and written at times it can be difficult to send message or receive the message to understand clearly. My lack of confidence is quite low with non-verbal and written as I think of the bad effect it could have on the business or workplace as an employee, so I hesitate to talk but could also be right and could bring beneficial ideas to the work place or business which could initially make the employer happy with the outcome of my performance.
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Self-esteem is how an employee or employer sees themselves physically or an opinion of who or what they are, which is normally referred to as self-concept, which is equally important as it effects the employees or employer’s self-esteem and confidence.
A decision made by an individual as an emotion or attitude behaviour towards themselves. Self-esteem is also how you feel about yourself whereas self-image is how one sees another and how they believe others to see them as for what they are. They are both connected closely due to if an employee as a poor opinion of themselves then self-esteem will be very low.
Self-esteem shows an individual’s overall emotional evaluation of the individual’s worth. It also leads to excellent communication skills. It is also the power to be in control of ones self-worth and take charge of how an employer or employee carries themselves and their moods, emotions and also how an employer or employee build themselves up when needed.
Self-esteem can tell you a lot about a person if one has a very high or very low self-esteem for example: someone with a high self-esteem will be very confident and radiant, outgoing, stand out in a crowd and will want to lead anything possible where as someone with a low self-esteem, will be very shy, quiet and will try to blend in the with crowd without being outspoken or noticed by others, even in a workplace will do the same. 
In a workplace an employer wants individuals to have a good level of self-esteem for the person to come out their shell and be confident to be able to offer outstanding customer services. An employer would always want their employees to be comfortable and work without any obstacles and if any problem then to be open and ask for help when required and not to stay quiet and reserved.  
I have this skill but need a lot of improvement as my self-esteem is very low due to lack of confidence and past experience’s. I am not a very out spoken person but with time should be able to adapt myself. I need to learn to take negativity and to turn into to positivity to keep my self-esteem high and not let it go low.   
[bookmark: _Toc522658108]DECISION MAKING 

According to the Oxford Advanced Learner’s Dictionary the definition is the process to make decision about something important, even especially with group of people like employers or employees or in a business where decision making is an important role in the functioning of a business.
Decision making has been defined as the action or purpose to make important decisions at every situation. An employee is to be able to decide on own initiative and making sure it’s important and the right one. 
In a workplace an employer or employee is required to be able to be confident to make decisions on the spot and be responsible for the decision or action made or when in an unexpected situation to be able to make the right decisions.
Decisions are an important skill in management. Decision making is with two or more choices if there is only one choice there would be no decision to make. Decision is when you have come to the end of the process of making choices.
Decision-making is when you reach a point of finalising your thoughts and put them into action.  Decision making is overall trying to come to the best result at the end resort as an employer or as an employee. 
I have this skill as I can make decisions on own initiative but need improvement as sometime I hesitate to make the right choice or lack of confidence makes me think I could be wrong. Decision making is quite important at workplace because when making decision at work it will either benefit the work or could also be a bad choice and effect the work. With practice and time I can improve this skill and adapt myself in workplaces.
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The aim for this report was to analyse the skills I have and the skills I need to improve on. The skills I analysed and talked about in detail with information and stating if I have the skill or not as well as explaining if I do or not, which were creative thinking, team working, communication, self-esteem and decision making.
Employers favour these employees who have these skills as it will bring more profit to the business or organisation, firm whatever the place is. It is also very good for employees to have these skills stated in my report as no training is required which will help save money for the business. They will also have more knowledge in the skills which would be very useful in the business or workplace. It would also be an advantage of these skills as it would show employers more knowledge of such skills and have a much better chance of being employed.  
All the skills stated in my report are essentials and required as an employee and as an employer to bring outstanding performances to a work place and always space to learn more and share the experience or knowledge with co-workers. 
Employers also like those employees with such skills as the outcome is good for the business and new ideas can be shared and used. While writing this report the summary of findings were books, internet, articles and self-knowledge of the skills stated.
From doing this report my lack of understanding has become clearer about each skill and how to perform each skill at a workplace for a better and outstanding performance at a workplace as an employee. All the skills above are all essential for everyday life.
 
[bookmark: _Toc522658110]REFERENCES

Doyle. A (2018). [Online]. Available from: http://www.thebalancecareers.com/creative-thinking-defintions-with-examples-2063744 (Accessed: 19 August 2018).
Agcarrers.com. (2018). [Online]. Available from: http://www.businessdictionary.com/definition/teamwork.html (Accessed: 19 August 2018)
Essays, Research Papers and Articles on Business Management. (2018). Decision Making: Process and Theories | Management. [online] Available at: http://www.businessmanagementideas.com/management/decision-making-management/decision-making-process-and-theories-management/10858 [Accessed 18 Aug. 2018].
Perera.K (2018). [Online]. Available from: https://www.more-selfesteem.com/ (Accessed: 20 August 2018)
[bookmark: _GoBack]Maund, A., Schriek, M., Tinkler,P,K. (2018). Certificate in higher education. 1st ed. London: Sage, p.
8

image1.jpeg
PRIFYSGOL CYMRU ———
S Y Drindod Dewi Sant
UNIVERSITY OF WALES

Trinity Saint David





