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[bookmark: _Toc531717690]Introduction
The purpose of this assignment is to analyze five skills, which are communication skills, Team work, Leadership, Problem Solving and Time Management. we will be looking in depth to see why these skills are important in the working environment by explaining the positives and the negatives and how to overcome the negatives. it will also have a conclusion to summarize our findings.
Employment is a very important period in an individual’s life, employability is a term when a person has the capability to seek and retain employment.  The aim of employability is to make you more employable, to have certain skills knowledge ability and experience which employers require.  
Communication Skills:  communication is to have the ability express information to one another efficiently. There are many ways of communicating, emailing, telephone, verbal and written. communication skills are a detail description of an employee how they convince their employee. It is one of the major soft skills that I can mention in my resume. Communication skills help me to express my friendliness, confidence and open-mindedness, respect people and show empathy. I am also a very good listener. A very good communicator is a very good listener. So i can find out loophole in the workplace processes and motivate others to solve the difficulties. (Coplin, 2012). Regardless of what job you’re applying for employers will expect you to have excellent written and communication skills.
Depending on the position at work you need to communicate effectively with your employees, managers and customers whether it is in person, email or via telephone.
Good communication can achieve the best results.  
Poor communication on the other hand means you won’t achieve the best results. 
One of the biggest signs of poor communication is focusing on people rather than on problems; for example, picking on an individual if you identify a problem rather than resolving or guiding them in the right direction.
However, you can improve these poor communication skills by listening, the more you listen the better you can communicate. Repeat back what has been said this shows you have been listening actively, be friendly, be clear and speak with confidence.

 Team work:  Team work is when a group of people whom come together to achieve their goals. It is when a small group of people with different ideas come together to achieve their goal, it is important to work as team as each individual will have different level of skills which they can bring forward.  The importance of team working can never be denied. I can also work in a team and help my team members in guiding and directing my team to achieve the desired goal bestowed in the workplace. I have inherited this attribute by performing some group projects in my academy life. The skills which are needed to take on task includes organising, planning. 
Being organised is very important to getting your task done in a timely manner.
Working in small group of teams requires skills such as decision making, problem solving having excellent communication skills feedback skills and conflict resolution.
A good work team member is when someone is honest straight forward and is up front with suggestions etc. A good team member does his or her fair share of the work., is fair, reliable, has a positive attitude and compliments others with skills and praises them and motivates them.
There are seven essential skills for team work which are, listening to each other, questioning to get the best out of everyone in the team. Persuading, Respecting each other and their opinion within the team. Helping each other, sharing their findings and opinions with each other. And participating so each member will contribute towards the task.
These are some of the skills you require to be a good team player however if you do not have these skills you won’t be a strong team, poor team work can drain your energy and not achieve your goals. To help improve team working at the work place you can implement recognitions, reward groups for good performance. From my experience I have notice recognitions and rewards motives employees to do better individually and as a team.

Leadership
Leadership is the action of leading a group of people or an organization. A leader is a person who manages and directs people in the right path, without a good leader you won’t have a good team. Employees need direction which a good leader can provide.  Leadership is a skill I have been gifted with. It helps me and my team members to achieve the targeted goal. I can lead my team through a specific way to achieve the goal. In my academic life, I had successfully led my team in some research project. But I need to improve myself in this area. I need to improve the emotional intelligence. Emotional Intelligence improves success over anything. Hollenbach & Tillmann, 2011
To be a good leader you have to clearly and sufficiently explain everything to your employees from organization goal to tasks. A good leader will strive to get the best out of his employees.
He or she must be delegating, motivating, responsible, creative trustworthy, needs to have positivity and be able provide constructive feed back to his or her employees.
 A poor leadership is when a leader lacks the courage to overcome difficult situations, for example not meeting deadlines and then passing the blame on to others.
To attain good leadership, you should be a role model to others, be passionate, this is an important leadership skill to have because if you are not passionate about your goals your employees won’t be passionate either and you won’t be able to get them onboard. Having a positive attitude is also a good leadership skill to have, if you have positive attitude as a leader, it will motive employees to see things positively and you will able to get the best out of them.
A successful leader is not afraid to admit his mistakes and failure, they will not avoid their mistake but will learn from it and better themselves.
[bookmark: _Hlk532241857]Problem solving skills: problem solving, is a process working in thorough details to find a solution for the problem, selecting a plan to tackle the overall problem. It is good to have this skill as it will help to progress in a working environment which has a lot problems that arise and need solving. while solving some project and academic problem, I have improved my problem-solving nature. It would help me to solve the problems that may arise from the workplace. As already said earlier, I am a very good listener. I understand the interest of the people. I can understand the problems of project and list some possibilities. From that, i can make a contingency plan and find out the possible solution of the problems. Problem solving is one of the craved skills wanted by the employer.
There are many ways of effective problem solving, first and most importantly you have to identify the issues, understand what the problem is and how it caused, understand everyone’s interest, listen to what everyone has to say and list the possible solution rather than just sticking to first solution suggested. Document all the agreements so that you don’t forget what was discussed and agreed on.
I have solved many problems in my working career however I have gaps in this particular skill, I need upskill myself i believe I can do this by understanding the problem in more detail which will enable me to identify the problem and set the right plan of action to resolve the matter.


Time Management: Time management is the process of planning and organizing yourself to use your time effectively and productivity. Time management allows people to assign time and action to importance and make best use of time as often time is limited.
It’s important to have good time management skills because this allows you to complete more tasks in a shorter period, managing your time effectively means you are working smarter not harder, it allows you to have free time to complete other tasks etc.
There are benefits of having good time management, it can outweigh   the work required. 
I manage my time effectively I prioritize my work in order of importance however there is always room for improvement, I can try and be more organized, by planning ahead, a having list of tasks which need completing and work through it.
Managing your time means it is less stressful and you can manage your tasks effectively, you will get more done and meet deadlines which means less time is wasted and you are free to do other important work.
If time isn’t managed productivity it can be very stressful, people who don’t have control over time end up completing task last minute which is very stressful and trying to catch up to meet deadlines, this may result in you missing deadlines completely.
[bookmark: _Toc531717698]You can fix bad time management by being more organized for example making a to do list, which you can work through prioritize the list in the order of most important task. Set yourself deadlines and stick to it. Delegate your responsibilities as it is impossible to do everything by yourself. Be smart about your time keeping this will help to get things done.
Conclusion
A person should think about his future and career objectives apart from academic skills. They need to invest their time and money in the improvement of the employability. (Gosling, 2003) If the fresher improves their personal skills from the very start of the academy life, the fresher can be successful in both academically and employability. The research technique improves communication skills.
 The main objective of this assignment was to look at the skills, Communication Skills, Team Work, Leadership, problem solving, problem solving and Time Management.  
As I mentioned in my introduction earlier that employment is very important period in a person’s life and you need to have certain skills to retain employment. 
Having each skill that I have mentioned above is as important as each other. Communication is key, with out communication you cannot get things done. Team work is essential, you need to work as team to complete more in-depth task. Leaderships is also very important with out a good leader you cannot have good team as we all need guidance and direction, leader is the one who provides that.
Problem solving is important and getting it right the first time is less work pressure.
Time management is also very important, we know we can’t really manage the time but use our time effectively and efficiently.  
These skills are very important to have for people to be employed.
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