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Introduction: This report will analysis a list of employability skills which I have and which I need to improve. In this report I will analyse Communication, Team work, Time management, Decision making and Problem solving & Leadership skills, what are the skills, how those skills are important in workplace and do I have these skills or not. 
Communication: Communication is the process of Exchanging information and ideas, both verbal and non-Verbal Communication skills are foundational for individual, team and organizational success (Kinnick & Parton, 2005). Communication skills is one of the most important skills at work place to fulfil organization goal.
Verbal communication is what we say, how we say to understand the topic. Verbal communication can be both spoken and writen, but mostly we use spoken.
Moreover, whatever word we use to communicate it can be making huge difference to understand us by other people. For example, every workplace we have a Pre-work meeting, where not everyone does not speak same language very well. In this circumstance, we can use simple language, so everyone can understand although their will bit difference not everyone will get same massage. We will see some people doing different task what they not man to be done. Therefore, we must make sure everyone understands same task (skills you need, 2017).
Moreover, we also communicate with people non-verbal communication. Non-verbal communication are signals, emotion, expression, voice, body language. It is depending on people how each person communicates. Moreover, every person communication is different from each person. Some people communicate with finical expression some are by voice.   
Finally, I can say that communicating is one of the important parts of employability skill. I believe I have this skill however still I need to improve this skill to increase my employability.
Time Management: Time management is how we manage our time to do our day to day activity. A good time management is working for as long as possible. On addition we need to do what we can do. Moreover, we always leave our work last minute which affect our work to finish on time. We must make sure we finish our work on time (Morgan, 2017).
[bookmark: _Hlk534412496]Who have good time management knowledge he is understanding the difference between urgent and non-urgent task. However, Time management is not very difficult as a concept, but it is surprisingly very hard to do in practice. It requires the investment of little time upfront to prioritise and organise yourself. But once done, we will find that with minor tweaks, our day and indeed our week and month, fall into place in an orderly fashion with time for everything you need to do (Skills you need, 2018).
Furthermore, I believe I have basic time management skill however, I need to improve this skill. 
Team Work: Team work is where individual team member work together in a project and everyone goal is o get success on the project. On team work everyone has their Particular role on a team. Moreover, team work it can be in small or large group of people in an organization. A team dose not have any Particular size it can be in 2-3 people on the other hand it could be 10-100 people in a group (Morgan, 2017). 
Moreover, on effective team working there are number of roles in a team which one person can take many different responsibilities.
There are some time management roles we follow in our work life such as shaper, implementation, completer, coordinator, team work, resource investigator, plant, monitoring and specialist. These are the key roles are essential for team work.
Shaper give the direction to get the work done, where implementor look for every possible way to finish the job. Moreover, completer focused on organize the task we must do where coordinator lid the others to complete the task every possible way. That’s how it become team work to achieve the main goal. On the other hand, resource investigator investigates the task and brake it down make it simple for all other team member.  
Furthermore, research shows that the most good team work every person take each task to make it easy. But it does not mean that every can take each task one person can do multipool task (Skills you need, 2018). 
Finally, I can say team work is one of the vital skills to fulfil the organization goal, which I believe I have team work skills however still I need to improve my skills.
Decision Making and Problem solving:  Making decision and solving problems are two key areas in life whether we are at home or at work. Whatever we are doing and wherever we are, we must face with countless decision and problems. Both small and large, every day. Many decision and problems are very small that we may not even notice them. Even small decisions however, can be overwhelming to some people. They may come to a halt as they consider their dilemma and try to decide what to do. 
Moreover, the first stage in solving any problem is to identify it and then break it down into its component parts. Even the biggest, most intractable-seeming problems, can become much more manageable if they are broken down into smaller parts. Sometimes, the possible option to address your problem are obvious. At other times, may need to involve others or think more laterally to find alternatives. Furthermore, having generated solutions, we need to decide which one to take, which is where decision making meets problem solving. But once decided, there is another step to deliver on our decision and then see if our chosen solution works.
Finally, I believe decision making and problem solving is one of the most important skills at workplace which I have but still need to improve the skills.
Leadership: A Leader who have a vision to develop an idea for future, who have power to motivating others and direction, putting energy into achieving certain goal, who have ability to accept challenges. Moreover, who can listen, negotiate, persuade and communicate in a way that build commitment from others (Morgen,2017).
There are number of skills that a good leader has. We will define this skill below.
Strategic thinking: Developing an idea or vision what we plan to achieve that’s what we are work for. The most good strategic thinker always sees big dream what he can fulfil to achieve his goal. He never districts with any side issue or he never convert to on different path. 
Planning and Delivery: Planning how to achieve our vision a dealing with challenges along the way. Planning and delivering is one of the most important key management skills but good leaders they always plan to get their vision to succeed.   
People management: finding the right people and motivating them to work towards our vision. A good leader or manager know how to run the team and how to organize the team.
Change management: Recognising, responding and managing changes to our vision and plan. A good leader need understand how to mange and change the team to run the organization through the process.
Communication: Communication is one of the key skills of a good leader. Good communicator or presenter is sing of a great leader. We always see people follow a leader who engage his follower by how he behaves, how he talks, how he interacts people.  

Persuasion and Influence: Encouraging other people in a vision and manage the vision to fulfil the goal.
Finally, I can say leadership skill is another important skill which I need to improve to participate on employment opportunity.
Conclusion: After the analyse we come on conclusion that these skills is are very important in our personal and work live. All these skills are related with each other, if one of the skills is missing we cannot fulfil our goal. Furthermore, I can say that these skills help me to develope my knowledge and increase employability skills.  
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