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Introduction
The purpose of this report is to analyze three different employability  skills which I have or I need to develop. The skills which will be analyzed are: communication skills, time management skills and leadership skills.
Communication skills
Communication can be defined as the imparting or exchanging of information by speaking, writing or using some other medium. It is nearly  impossible to go through a day without the use of communication. Communication is also the means of sending and receiving information between two or more people.
Communication is very significance in every organizations, it is the exchange of ideas, messages or information by speech, signals or writing. Without communication organizations would not function. If communication is diminished or hampered the entire organization suffers.
Communication can be shared through the exchange of verbal and nor-verbal messages. The process of using world or sounds to share information is known as verbal communication. for instance think about the right world to say when communicating eg First impressions – saying hello and good bye are an important way of gaining someone’s trust before a conversation. (skillsforcare)
Tone and Pace – speak clearly and slowly this will help people to understand what you are saying at a work place because mumbling and talking too quickly can lead to misunderstanding. By speaking a little more slowly can help a person with a hearing or learning disability to understand. (skillsforcare)
Accurate information - when someone is given inaccurate information or a poor explanation, it can be confusing and impede our understanding. So ensure you give the person you are supporting all the right information  they need. (skillsforcare)
Non-Verbal communication is often described as body language use in a work place or at a health care environment, body language says a lot about our interest and engagement in the communication we are having. Even when we say the right things the message can be lost if our body language suggests we are thinking something very different. Because our body language says a lot about our interest and engagement in the communication we are having. It is important our posture, eye contact, facial expression and touch all match the words we are saying.(skillsforcare)
Body Posture – at a working environment we will communicate much better when we bring our face to the same level as the person we are talking to and do no tower over them if he or she is in bed or sitting on a chair. We should be relaxed, not fidgety and impatient. It is important that we adopt an open stance, showing the person that we want to be there and that we are not desperate to rush away and do something else. Standing well back from the person with your arm crossed and flicking your  eyes constantly towards the door is not an encouragement to a good communication.(skillsforcare)
Eye contact- at a work or at health care environment it is important to keep good eye contact with the person you are having a conversation with, do not stare into their eye. Because there are different people from different race of life and cultures it may seem a bit rude making eye contact. This emphasizes the importance of knowing about individuals we are caring for and learning how to approach them in the right way.(skillsforcare)
Facial expression- so much of what we are thinking is giving away by the way we express our self through our face. We may not even realize that we are rolling our eyes, grimacing or stifling a yawn, non of which will encourage patients or clients to keep talking to us. we need to be aware of our facial expressions and control them at all times.(skillsforcare)
Touch- at a health care or a work place touch is a very powerful means of communication. However, lightly touching a person hand can concern your affection for them. But as with eye contact, the touch has to be appropriate, and there are important cultural issues around touch that need to be understood. it is also important that patients or clients give permission for you to touch them, that is given their consent.(Royal College of Nursing)
I have  good at communication skills in some areas of communication but I still need to improve them.  I realized that the way I communicate with my friends and colleagues at work, I can not communicate with my clients the same way. Clients  in all work of life communication is very important knowing that I have to be able to communicate effectively even in difficult situations.
Time management
Time management can be defined as the process of planning and exercising conscious control of time spent at work on specific activities, especially to increase effectiveness, efficiency, productivity. It is a juggling act of various demands of study social life, employment, family and personal interests and commitment, failing to manage your time can damage your effectiveness and cause stress. Good time management enables you to work smarter not to work harder, so that you get more done in less time, even when time is tight and pressures are high. (mind tools)
The ability to manage time in health and social care will determine your success or failure, Time is indispensable and irreplaceable resource of accomplishment. Time is the most valuable asset, it can not be save nor can it be recovered once it is lost. In everything you do require time, it is  better to use your time wisely because the better you use your time the more you will accomplish and greater will be your rewards. (Tracy , 2013).
Time management is essential for maximum health and personal effectiveness. the degree to which you feel in control of your time and your life is a major determinant of your level of inner peace, harmony and mental well-being. A feeling of being out of control of your time is the major source of stress, anxiety and depression. The better you can organize and control the critical events of your life, the better you will fill moment to moment the more energy you will have the better you will sleep and the more you will feel relax. (Tracy 2013).  
Importance of time management in a work place
 More results is produce when you focus more of your time on important tasks at work you get more things done during the day which make you a valuable asset to everyone around you. when you management your time effectively you become more valuable to your employer, when you produce result that are valuable and that make you to an incredibly important and valuable to your employer.
When you produces more at your work place, you will not have to work late. Then  you will get to take more time off work and also have some quality time to spend with your family, friends and your love ones.
A Daily planner enables you to record your tasks on a predefined calendar. usually the planner has entry point for all twenty four hours every day. It allow you to add any task any hour or any day. Daily planners are available in different forma: pen and paper, digital (computer based), and mobile phone based.
Flexibility is a crucial element of effective time management because no matter how skill or how effectively you management your time, you cannot do everything. Being honest about yourself and your limitations saves time and frustration, giving you more time to work on your strengths. It also make you more effective worker to your clients or to your patience.
Self-discipline is valuable when you practice good time management, you leave no room for procrastination. The better you get at it, the more self discipline you learn. When you avoid procrastinating you will be able to impact areas of your life where lack of self-discipline has kept you from achieving a goal. 
Starting a project early gives you more time to plan and allows you to deal with complications in a more relaxed manner and it can also result in finishing earlier. More over when you start a  project its gives you head start for the next project. I always thought that I have a  good time management skills but now I realize that I need more training  and paretic because I always end up leaving the important things to the last minute, due to procrastination. Procrastination leads to quitting and quitting leads to failure because the actions you take every day are building your future. There is no secrets to overcoming procrastination. Just do it. 

Leadership skills
 Leadership can be defined as the act of leading a group of people or an organization. Leaderships skills are the tools, behaviors and capabilities that a person need in a working environment in other to be successful at motivating and directing others. Leadership is not necessarily linked to authority, leadership is helping people grow.(bookboon 2010)
A leader is not some one that already has a previous position of leadership or some one who is seen as a leader by other. A leader is some one who can create a positive change for the betterment of others. Leadership involves collaborative relationship that lead to collective action grounded in the shared value of people who work together to create a positive change (Wagner et al 2016)                                                                                                                                               
Qualities of a good leader at a work place 
A good leader should be Honesty and should have integrity because it is the unquestionable supreme quality of a good leader. If a leader lack honesty and integrity his or her team member is bound to be dishonest and lack good quality. It is important that a leader live by good example at work, because leaders succeed when they stick to their core and value.(Hasan 2017)
A good leader should takes little less than his or her share of credit little more than his or her share of blame. A good leader make sure that everyone under him or her at work, is accountable for what they are doing. Holding your subordinates accountable for their actions will create a sense of responsibility among them and they will take their task more seriously. (Hasan 2017)
A good leader should inspire others by setting a good example, as a leader you should think positive at all times because passivity can be visible through your action.  A leader should stay calm under pressure and keep his or her motivational level up. If a leader succeed at inspiring his or her team at work then the leader can over come any current or future challenge easily.(Hasan, 2017)
A good leader should be good at communicating. Until a leader can clearly communicate his vision to his subordinates and tell them how achieve the goal, it will be very difficult for his team to come out with a good result. A good communicator can be a good leader.(Hasan, 2017) 
A good leader should not delegate everything to other people, a leader should focus on the key responsibilities while living the rest to other. It may lead to lack of respect if a leader continue to empower and delegate tasks to his team. (Morgan, 2017)  
I do not have a good leadership skills because to become a good leader I realize that I must have these qualities. But if I  lack some of these qualities I will struggle to make the mark in the world of leadership. As a leader I will have to set a good example at my work environment for my subordinate to fellow. 
Conclusion  
To be effective and employable it is important to have good employability skills, if you lack some of these skills then you might struggle to get a good employment. You will have to have good communication skills to be able to communicate with others effectively. It is important to have a good time management skills, if you lack time management skills you will find it difficult to manage your time.
You will not know the principals of prioritizing your urgent work and be able to meet up with dead lines. You will need good leadership skills to be a good leader. As a leader you  must have good qualities because a leader has to set a good example for others to fellow.        
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