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Introduction

This report`s aim is to provide an analysis of some employability skills, which are considered to be relevant for the Health and Social Care workplace and important to have in order to gain a better credibility in future search of career opportunities. The abilities, which this report analyses are as follows: Time management skills, Communication skills, Decision-making skills and Team-working skills – four skills that employers seek when recruiting. 
The report also contains personal reflection on the skills analyzed, providing information about the level of development of each ability.
Time management skill

Good time management is largely understood as the ability to create balanced and less stressful life routine, however when put in the context of a relevant workplace skill the term refers to "The ability to use one's time effectively or productively, especially at work." (Oxford Living Dictionaries, 2018). According to another popular definition, time management is the process of prioritizing tasks to fit a specific schedule or otherwise said, it is the process of dividing time between different activities (Mindtools, 2018). However different, all definitions point to the main concept of taking control over time and demand (Morgan, 2017).
Time management is an important part of every good working practice regardless of the field or the specific job, however in the Health and Social Care sector boosting productivity is not just desirable, but mandatory, as time is always of the essence. A good practical implication of theories and methods such as Pareto`s Rule (Tracy, 2008) and Eisenhower`s matrix (De Coninck, 2016), for example, can positively affect the working process and reduce the wasted time to a minimum. Having a good prioritization system and a clear vision for what is most important and urgent to be done, both in short and long-term perspective allows more effective work process, which leads to increased productivity and better results. 
Mastering the skills for effective time management should be a priority area for personal development as it is an ability which not only rises productivity at work but also improves the chances for getting better career opportunities. It is more likely to be perceived as a reliable colleague and a good leader if a person is seen as organized, prompt and focused. On the other hand, not having this skill leads to disorganized working process, missed deadlines, reduced productivity and an overall negative professional appearance. (Morgan, 2017). In addition, good time management reduces stress and increases the feeling for self –accomplishment. 
I consider myself to have good time management skills. Although I do procrastinate occasionally, I do not allow this to affect the quality of my work.   
Communication skills

Communication skill is often defined as "the ability to convey information and ideas effectively."(Collins Online Dictionary).  As the Shannon and Weaver`s model shows the communication process is best described as a cycle of repetitive action of sending messages and receiving feedbacks trough different channels (Mulder, 2016). It requires the use of many basic skills such as listening, speaking, writing, reading, as well as other non-verbal and para-verbal techniques. In other words, communication requires a set of skills in order to be effective.
 The ability to communicate is important in almost every aspect of people`s social and work life and yet it is one of the most common reasons for issues in employment and personal interactions. Inappropriate tone or pitch of the voice or other para-verbal misuses may cause confusion as well as unclear and full of mistakes emails and reports make written communication difficult to understand and disruptive for the work process. On the other hand, good communication skills speed up the working process, decrease the response time, enable fast reaction, and ensure understanding and execution of tasks (Bratu and Miricescu, 2017). Communication abilities are, in short, an excellent tool for building strong and lasting social relationships and have a great positive impact on almost every other relevant workplace skill. 
 Health and Social Care sector is a stressful and fast changing working environment with high demands for excellent communication skills as it is often a matter of a second to separate success from failure. Miscommunication or misinterpretation can cause disruption of the working process, loss of resources and time, or even cost a patient's life. Considering the importance of the information being exchanged it is essential that communication is clear, prompt, effective and transmitted via an appropriate channel. Positive attitude, professional manner, accuracy, ability to maintain calm and focused are factors which can contribute greatly to the effectiveness of any interaction. 
I have determined that although I am good at writing and speaking, my body language and gestures are often confusing. Furthermore, my para-verbal skills are not refined and need improvement.

Decision-making skills

Decision making is the act of choosing between a number of options in order to establish an appropriate course for further actions (The Happy Manager, 2018). People make hundreds of decisions every day, some of them important, some of them not – from choosing what to wear to how to prevent or solve a crisis, every decision requires meeting a specific, desired result, therefore the ability to make decisions is an essential skill for every person and for every workplace. In the context of a Health and Social Care working environment, good decision making is an important skill which contributes greatly to the effective delivery of the services provided by this sector.
Regardless of the specific job role – administrative or hands-on position, the ability to solve problems, to react effectively in different situations and to choose the best course of action is often crucial for the working process and for the quality of the service. Different styles and methods of decision making need to be applied in order to ensure the best results – some situations require an immediate solution, others are complex and need a more systematic approach. Without knowledge of how and when an intuitive method is a better choice than a rational, or how to combine the two it would be difficult to ensure that the decision made is the best possible.
 In other words, being able to identify the problem, gather the relevant information and generate and implement a solution using the rational decision-making model (Maund, 2017), ensures consistency and logic in the process of work. Complex problems which affect many people or have a significant impact on the working environment, demand for people with excellent skills for decision making, giving them opportunities for career growth and leadership positions. Critical thinking, creativity, objectiveness, ability to accurately forecast the impact of a certain action, are some of the qualities of a good decision maker.  In addition, the ability to draw a solution based on previous experience and intuition can be advantageous in situations where an immediate solution and creative approach is needed.
Health and Social care sector is a challenging working environment, where the service provided is always directed towards the most important needs of society. Considering the responsibility which every job in this sector requires, it is safe to say, that the lack of decision -making skills is undesirable and will cause not only a stalled career but can also have a significant negative impact on patients` lives. In addition, being indecisive or unable to make the right decision is a prerequisite for failure not only on a professional but also on a personal level, as decisions are in the essence of every aspect of the human life.
I consider myself to have good decision-making skills, however I think that I can benefit from some additional knowledge on the subject.

Team-working skills 

Although the term team is generally explained as a number of people, working together towards a common goal, teamwork is far more than just that and explaining the complexity of this term requires more details. The key factors that separate teamwork from work in groups are the higher level of commitment, the spirit of camaraderie and the willingness for personal sacrifice in the name of the greater good. Unlike group work, teamwork is about mutual understanding, support, and encouragement in the process of achieving a common goal (Morgan, 2017). 
When analyzing the phenomenon of teamwork two things come to mind – the personal qualities, that individuals need in order to be effective team members and what role in the team would suit them best. In his research Belbin (1981) describes nine different team roles, suggesting that each person can have a primary role, as well as a secondary one, both depending on his or her personality. Therefore many skills which a person possesses can be considered valuable for the teamwork, however, abilities such as assertiveness, problem-solving, conflict management, the ability to develop rapport, to give feedback and to think critically are essential regardless of the team role (Morgan, 2017).
In the context of a Health and Social Care work environment teamwork is equally beneficial for the employer and for the employee. According to Ogbonnaya, Tillman and Gonzales (2018), working in teams brings satisfaction with the job and increases the willingness of the employee to remain in the organization. Therefore on a personal level, having good team-working skills aids career development directly as it promotes sustainability and indirectly supports the well-being of the person as it creates a positive and supportive working environment. On the other hand, employers benefit from the synergistic effect that teamwork has on the working process.                                                                                                                                                
Working in teams is the leading tendency in the 21st century and the lack of skills for collaboration with others can reduce the productivity of the entire team and cause conflicts between the members, leading to failure to achieve the common goal. In addition, people who don't have good team-working skills struggle to integrate into the workplace environment and have reduced career opportunities as they are not seen as valuable employees. Team-working skills are an essential tool for building a positive image.

I believe I have developed good team-working skills over the course of my professional life, however coming to a multi-cultural working environment has proved to be a challenge for me, therefore I need improvement. 


Conclusion

[bookmark: _GoBack]In conclusion, the four abilities, which this report analyzed - time management skills, communication skills, decision-making skills and team-working skills are some of the most important skills, required by employers in Health and Social care sector. Mastering each of them leads to improved career opportunities and personal growth not only in this particular professional field, but also in any other desired working environment. 
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