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Introduction
In a work place we need to communicate with customer, colleague and branch or head office, so that we must need an academic and employability skills. If anybody want to apply for a job he/she needs writing skills, without writing skills he/she cannot write nice CV, and when he/she participate written examination  for a job he/she need writing skills. In our work place we need to write a letter, a report to our admin office and head office. We need to communicate by telephone and internet, so that we need to learn how to communicate with others and how we write a letters or a report to another person or an organization.  Written skills, communication skills, time management skills, and organizational skills are very important in a work place. Only for labour they don’t need to academic skills but on other hand for office job all staff must have to   an academic and employability skill, it is important task of our life. An academic skill is somebody has an academic background.  If anybody has a degree of school, college and university than we can tell he has academic skills. On the other hand any employee has job experience, we can say he have employability skills. Now I will write a report about my work place (Betfred).

Written Skills in my workplace (Betfred)
Writing skills is develop our career .Usually writing skills is very important in our life .Our student life and our work place .Writing an assignment to complete  for every module ,write correct spelling and vocabulary . We can improve our writing process and how to write a best assignment. Need to flow grammar, spelling and punctuation. We can try to getting    top marks in assignment.
For workplace we need good knowledge about language. I work in England so that I need to speak and write English. If I work in Nederland’s I must have good knowledge about Dutch. We can say language is a key of success. And writing skills is very important in our work place.
I want to write a report about my workplace. I work in Betfred . Betfred is a Gambling based company in United Kingdom, founded by Fred and Peter Done. It was first established as a single shop in Ordsall, Salford, in 1967. The currently name Betfred was first used in 2004. In 2004 Betfred also launched their digital platform Betfred.com and offer sports betting, online casino, online games, Bingo, lotto, online poker and virtual sports as well as pool betting. As of July 2017, Betfred operates over 1650shops throughout the United Kingdom.

 Employability skills in Betfred
Employability is very important in our work place. For discipline, career choice or preferred industry sector .this skills is support   for success .Whether one person have arts or commerce degree. For develop career he need employability skills.
“The concept of Employability security’ was developed in the late 1980s as a means of handling the loss of job security (Kanter 1980). Kanter noted that ‘if security no longer comes from being employable’. Also ’Employability security comes from the knowledge that today’s work will enhance the value of the person in the terms of future opportunities’. Other authors have advanced the concepts of employability in different ways but most share premise that it is the individual who is currently responsible for his or her own job security. The reality today is that layoffs and outsourcing will continue to be a means of reducing organizational cost, and employees will, therefore, need to adequately protect themselves. The old forms of security have been removed without any replacement and increase the level of anxiety in a work forces accustomed to safety nets. Employability offers some security and is within an individual’s control. For the individual, this translates into developing one’s skills, keeping those skills current and ensuring that one is marketable. With the reduction in job security, the employee mindset has changed and employee today is less tolerant and more market-aware. By and large, employability refers to a focus on sharpening and developing the skills that are highly valued in the marketplace. This implies that on employee .This implies that on employee has engage in a continuous up gradation of his/her skills in keeping  with current and future market demands . Employability thus involves personal mastery, continuous learning, and the careful building of a reputation, as a means of enhancing personal security in these uncertain times.” Sen, A and Sett, P.K (2005)
Team working in my workplace in betfred
When a staff /worker join an organization he/she will an apart of team. He/ she need to work other people and perform within the group. If he has ability to work with other people of the group then he is a good worker.  Team work is very important for all organization. If anybody is flexible he can work with team. For team working we need to understand each other.
Positive effect of team working in work place
[bookmark: _GoBack]In my workplace we need to work together, this means our work place need team work .If one staff do not understand any work then another staff help him doing work. Also one staff face any problem and he cannot solve it then another colleague can help him for solve this problem. Betfred recruited staff they do not give proper training, the new employee join one shop and they learn day by day from his team. Every Betfred shop has more than one till and more than one staff .some time customer come to us and they want to take bet ,one take bet and another staff translate bet because we  have different type betting slip one printing and another plain slip. In the plain slip customer need to write time of race, Place of race (meeting name), and Horse or Dog name and stake, bet type (single, double, treble, Lucky15, Lucky31, Lucky 63 etc). In our Betfred system we need to translate the plain slip, If customer win the bet we must pay him after translate we can see our system how much we need to pay. If one staff has done translation wrong then another staff can do correction wrong translation. In Betfred has FOBT machine as a casino. Customer play all of day in FOBT machine, we need to open all machine for count money for machine our computer system. One must work with till and another staff open machine. On the other hand need to tidy our shop and in the same time we need to serve customer. We need to marketing in our shop that is change poster inside and outside every day, we need to do new and print race card, football coupon, best odds grantee poster etc. One or two staff must work in till and other staff do marketing. Without team work it is not possible.

Negative effect of team working in work place
Team work is not good for another colleague, if more than one staff work together in one team one or two persons work seriously another staff take change, they call their friends and family, they watch film in YouTube or they busy with their Facebook. One staff work too much and another staff take chance he sit in relax and do nothing. 

Communication Skill in work place (Betfred)
Two-way activity of receiving  mutual understanding in which participants  not only exchange (encode-decode)information ,news ,idea and feeling  but also sharing message each other  .We can called communication  is connecting people.
“ I am a great believer that tool that enhances communication has profound effects in terms of how people can learn from each other, and how they can achieve the kind of freedoms that they’re interested in.” –Bill Gates, Founder of Microsoft
Lazarus, L (2013)
Normally communication is two type Verbal and non-verbal. verbal communication also two type writing and speaking .In every workplace communication is very important .All type of communication is important in work place .In my workplace  some customers come to us and they cannot speak English.  We need to contract their eyes and they use symbol .We need to understand what they want. Some time customers win a big amount they express tenderness.

On the other hand verbal communication speaking and writing communication is very important in workplace. If any staff contract by telephone, he needs to understand to what he listening and he need to give accurate answer. On the other hand writing communication also important in work place .In my workplace we receive a lot of letter from admin office ,head office and  another office  we need to give reply a lot of this letter . The ability to communicate both to internal and external customers is paramount, confidence and clarity when speaking in meetings and on the telephone is essential.
“Written communication in a business environment includes emails, letters, memos, agendas and minutes of meetings, notice and reports. Electronic written communication can also include different media such as graphics, sound and video, producing a more engaging communication that is relevant to your particular audience.
While each form of written communication has its own convention s, they all require you to use the three main elements of written communication: structure, Style and Tone, content.”
Vic, A and Sheila, A (2015)

Leadership Skills
 I do not have Leadership skill 
Leadership is one most important thing in the work place. If we work with a team, we need to power of leadership then we can get good feedback in our workplace. A good leader will be polite, motivation capacity.
“The ability to demonstrate leadership skills is to take ownership of the task and be able to negotiate.” Influence and be assertive in your approach to secure a positive outcome .Leadership skills are required by all who have responsibility within an organization.
Frances, T (2012)
.


Organizational skills
I do not have Organisational skills 
this is about showing  how to you organized workplace ,efficiently and productively manage your time, It is also show how to you manage worker ,employee capacity of a manage all type of a manage all type of work place and take out more output, and well organize your work ,manage your time take more feedback.

Problem solving Skills 
 I do not have problem solving Skills 
In our workplace and in our life always have problem .We need to solve our problem .The ability to analyse, critically evaluation and formulate a solution are essential skills. in my workplace some of customers do not want to understand anything but they want to establish  what they want . In this case we need to find out what problem is and how we can solve it.
I need to develop my problem solving skills because in my workplace we face a lot of problem , sometime  customer come to us for collect to winning money . When we want to pay betting slip we scan in our betting till some time we can pay direct if total amount of less than £50. If total amount is more than £50 we need to call our shop where the customers take the bet. This local shop can check the bet translation is wrong they can correction and if this bet write wrong time, meeting and stack we need to call our security department they can check and re-settle this bet and security give to us permission and we can pay winning money.







Conclusion
In any workplace we need different skills for achieve business target ,employee need to communicate with their customer, understand task , share idea, vision ,respect each other. I need to develop my some skills, as leadership skills, organizational skills, and problem solving skills then I will get promotion in my work, now I am working as Assistance Sales Manager in Betfred. My next promotion is Deputy Sales Manager. Academic and employability Skills are very important in our work place. If any have more skills he will get a god job .In job market skills people have demand .So that we can say  for better chance we need to develop our all type of Skills.
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