[image: Description: :::::::Desktop:In progress desktop:TRINITY SAINT DAVID:logo:TSD_logo2010.jpg]

Certificate in Higher Education: Skills for the Workplace
Module Assignment Submission 

	Student Name:
	Shefa Begum

	Student Number:
	1711382

	Module Number:
	BMSK 4001

	Module Title:
	Academic and Employability Skills

	Lecturer:
	Anita Nan



Statement of Confirmation of Authenticity
By the act of making this submission, the student declares that this is the work of the student named above. The work has not, in whole or in part, been knowingly presented elsewhere for assessment, or where assessment has been built on a previous assessment, this has been identified. Where materials have been used from other sources it has been properly acknowledged. If this statement is untrue, the student acknowledges that an assessment offence has been committed.
Attention is drawn to the plagiarism and unfair practice policies of both the University and of ILM.




Table of Contents
Introduction	1
Team working skills ………………………………………………………………………………………………1
Communication skills …………………………………………………………………………………………….2
Time management skills ……………………………………………………………………………………….2
Problem solving skills ……………………………………………………………………………………………3
Organizational skills ………………………………………………………………………………………………4
Conclusion …………………………………………………………………………………………………………..4
References ………………………………………………………………………………………………………….5
 



[bookmark: _Toc386234538][bookmark: _Toc386668842]Introduction

The purpose of this assignment is to analyse on essential employability skills. The aim will be to provide details in the relevant employability skills and why it is necessary to have these skills to gain credibility in search of employment opportunities. The employability skills, which will be included in this assignment, are: Team working skills, communication skills, time management skills, problem solving skills and organizational skills. In any organisation there are many job roles to be performed. When an organisation searches for potential candidates, they must have the essential employability skills to attain the required job role. Oral communication and interpersonal skills are basic and core foundation skills any potential employee should have. These are crucial criteria’s when evaluating a potential employee. Maund et. al (2017). 

Team working skills

A team is made up of two or more people who graft together to achieve a common goal. Teams are becoming more popular in the business world today. Successful teams can lead to improved employee drive and business efficiency. Teamwork means to work with a group of people in order to complete a task. Teamwork helps to create constructive work and increase the quality of the task. To learn to work with a team, an employee has to be able to work with people irrespective of gender, race, political view, age etc. 

Working effectively with others (WEWO) practices one of a wide set of consistent employability skills. Jackson et. al (2014). Getting this skill can be beneficial for any person. One of the many ways for a business to organize employees is in teams. These teams will be assigned to work in their own business function to help achieve the organization’s overall goal. All employers will want their potential employees to demonstrate they have team working skills. Teams are able to create outstanding work. In order to create outstanding work within a team, every member in that team will have to understand and complete what they have been delegated to complete. There has to be complete trust within the team to be able to complete their work that has been assigned to them. 

If an employee displays they cannot work within a team, this can cause many disruptions for the organisation. Members within a team can cause havoc if they do not co-operate. If one team member does not complete their side of the work that has been delegated to them, then this will upset the other team members. This will cause stress for the other team members and can start disagreements. Another team member will have to complete what was not done and therefore increase their workload. 



Communication skills

Good writing, reading, speaking, and listening skills are fundamental when it comes to communicating, if projects are going to be finalized and achieve goals. Communication is the core of any organisation. All that you do in the workplace results from communication. The most successful organizations recognize that if they are to be prosperous in today’s business world, it is vital to have good communication at all levels. If you are to be seen as a cherished member of the organisation, it is imperative not just to be able to do your job well, but also to speak up your opinions on how the systems and products or services can be enhanced. 

As effective as using verbal statements are, this is not the only tool used to communicate a message. You are also able to communicate through non-verbal communication. When someone is communicating a message, you also have to read other signs to understand if what they are communicating is genuine. In order to communicate well, you have to make sure that you are being clear and accurate when you are communicating. 

When communication is interpreted incorrectly, many issues will arise within the recipients of an organisation. (Morgan, 2017) Listening is not the equivalent as hearing; studying to listen not only to the words being expressed but how they are being expressed and the non-verbal messages sent with them. When you fail to listen to what is being communicated then you fail to understand what you are assigned to do. This can lead to team members being baffled and being directed in the wrong direction. 

Time management skills

It seems as if there is never enough time in the day. Time management is the method of planning and preparing how to organize your time to complete your list of duties. With good time management you can work more smarter, not harder so you get more finished in less time, notwithstanding when time is tight and pressures are high. The 80/20 rule is a standout amongst the most accommodating ideas of time management. This is otherwise called the Pareto Principle. The Pareto Principle causes you get a handle on that the greater part of results originate from a littler area of information sources. This rule proposes that 80 percent of your results is accomplished by completing 20 percent of the work. “Most improvement projects rely on Pareto's principle”. (Engle, 2015). 
Time management skills do not mean just about organizing your time effectively. Time management also includes being punctual to work. This is an essential skill to have. It will illustrate to your employer that you are reliable when you plan to come into work on time. When you demonstrate that you are not coming into work on time and always running late, it can leave you to miss out on important team meetings or can leave you delaying meetings which you have already set out to do. This will leave customers frustrated and will then lead to bad reviews and the employer very unsatisfied. Therefore, failing to succeed your time harms your effectiveness and causes stress for you and your employer. 

Problem solving skills

Problem solving is known to be a serious factor to becoming a self-determined individual. (Lile Diamond, L. 2018). The central point of what various people do at work each day is problems. This could be clearing up an issue for a customer, taking care of issues, or finding new issues to clarify. A fundamental piece of a supervisors' part is finding approaches to explain them. In this way, being a sure problem solver is an extremely critical ability to have.
In the present quick changing worldwide economy, employers frequently discover regular critical thinking as essential to the accomplishment of their associations. For remployees, critical thinking can be utilized to enhance useful and imaginative arrangements and to demonstrate distinction and activity to managers. Powerful critical thinking aptitudes empower workers to distinguish the issues, investigating conceivable arrangement ways, think about the impact of various outcomes and making the suitable course of move.
Problem solving is huge both to people and associations since it helps us to apply control over our condition. Individual and business conditions are loaded with exercises; associations and procedures that are breaking down or not working in the way they are wanted to work. Problem solving gives us a technique for recognizing these things, making sense of why they are broken and deciding a strategy to settle them.
Individuals have concentrated to discover tendencies and set up a familiarity with root and result connections in their condition. These aptitudes not just empower us to settle things when they break yet additionally foresee what may occur later on in light of past-involvement and current occasions. Problem solving can be connected to the foreseen future occasions and used to enable activity in the present to affect the probability of the occasion emerging and change the effect if the occasion occurs.
Problem solving isn't just about reacting to the condition that exists today. It is likewise about developing, making new things and changing the earth to be more attractive. Critical thinking helps us to recognize and abuse openings in the earth and apply control over what's to come. Problem solving abilities and the problem solving process are a basic piece of day-by-day life both as people and associations. Creating and refining these aptitudes through preparing, practice and learning can give the capacity to take care of issues all the more viably and after some time address issues with a more noteworthy level of multifaceted nature and trouble.

Organizational skills 
Organizational skills are reflected in your capability to utilize time, vitality and assets effectively to attain objectives. The capacity to meet due dates, work independently and arrange for future ventures are all examples of organizational aptitudes merely require for victory at work. Employees who create these properties are more likely to perform well and get advanced to way better occupations.
In reality, managers are looking for candidates who can swiftly step up into the managerial roles. (Cottrell, 2015). An employer with solid authoritative abilities knows how to structure their workday in ways that expands efficiency. Efficient employers step up with regards to of sticking around to be passed out the following undertaking or errands. Volunteering for additional obligations that don't fall inside your set of working responsibilities demonstrates an enthusiasm to discover better approaches for utilizing your capacities. Enquiring inquiries and refreshing your manager about conceivable glitches additionally infers that you are staying over your work process, which you can't do unless you are organized.
You sit around idly chasing for lost records and reports or seeking through old emails to find missing data. In the event that you are efficient, you can spare hours amid work and significantly increment your profitability and decline your anxiety. By being organized, you may really have the capacity to complete all your work at a sensible time and still meet the greater part of your due dates. Being organized helps you from staying away from enormous missteps, for example, supervising data or missing arrangements. Getting to be organized encourages you forestall errors and enables you to carry out your activity with less blunders.
Conclusion
Employability skills are essential for students, especially in the current labor market where competition for work is aggressive. (Deeley, 2014). When recruiting, employers look for more than just the skills appropriate to the job description. Employability skills are common skills that are necessary to acquire most jobs and make up a good percentage of what employers are considering for. Putting resources into employability abilities can significantly affect the execution of any organizations, including upgraded maintenance and turnover rates, a more determined workforce and improved levels of task. While basic literacy, numeracy, reading and people skills continue to be vital, the present economy and society continuously asks for individuals with a capacity to make do with change and alter quickly to new conditions and individuals. This is the reason employability aptitudes are increasingly critical.
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