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[bookmark: _Hlk512609582]This essay will explore all the different types of skills that can be used within a workplace and the importance of them all. I will draw special attention to the skills that I personally have, which are my strengths. I have chosen Communication, Team working and Problem-solving skills. Moreover, I will include two that I feel that I can improve on which are my weakness and why it is important to obtain these skills. For this, I have selected Confidence and Organisational skills. Concluding this essay, I will then combine these skills together to summarise and analyse overall why it is important to have all these skills and how they work well together in a workplace. All the employability skills included in this essay are essential wo working in a workplace and should all be considered. Whether you have them or develop them in the workplace.

[bookmark: _Hlk512867001]Firstly, an important skill to have is communication skills. The communicational skills I will be exploring are verbal and nonverbal. “communication skills are foundational for individuals, team and organisational success” (Certificate in high education: skills for the workplace student yearbook, Griffiths , B .A  and Dunham, E.B., 
2015). Meaning communicational skills have many different uses for everyone within a workplace. They differ in many ways, but they are both have the same effect. Communication is the exchange of thoughts, information or ideas that result in mutual understanding between two or more people. Being able to communicate within a workplace is a skill that I own. I possess this skill because I can hold a verbal conversation with others and come to a comprehension. Communication skills is not only about being able to speak to others but also being able to actively listen and to respond if need be. I can listen to the task that is being given within a workplace, then process this, forming an understanding. This is participant to communication skill as I am active listening. I can speak clearly, choose my words wisely, consider my audience and respond accordingly. This is beneficial because it is how you get information and concepts around your team more efficiently resulting in your workplace working smoothly. Communication with customers/clients is necessary as you can get feedback from them regarding your business, how its run, how their experience was and many more things that can help you improve your business. When receiving feedback verbally from clients/customers or speaking with colleagues I can demonstrate active listening, showing them this I can non-verbally communicate back using body language and gestures. Whilst having eye contact I can do this by nodding to show that I am actively listening and taking in what I am being told. 

Team working skills is a critical part of a workplace as it maximizes involvement. “As tams work on common goal, member fill various roles and responsibilities to contribute to the team effort” (Certificate in high education: skills for the workplace student yearbook, Griffiths, B.A and Dunhams, E.B, 2015). This is achieved by distributing different jobs to employees/colleagues according to their unique strengths, ultimately coming together and achieving the workplaces goal. It is being able to work with people regardless of any problems that you have outside of the workplace and focusing on your shared goal. This is a skill I have because I can share resources and I am open to taking suggestions. I can work as a team by making sure I have an input and play my part of the group, as everyone needs to pull their weight to succeed as a team. Regarding this, I can grasp when others in the workplace need support or help. I can step in to give them what they need and then by doing so, form a unity. Unity is a highlight if team working as we are all working towards the same goal. This is a beneficial for a workplace as it produces more accurate and practical results rather than working individually. You can hear many different ideas and thoughts from others introducing new thoughts that you may have not considered. Seeing things from many different angles, allowing you to learn new things. Team working is the reason for less stress as all tasks are not applied to only one individual, it is shared. Reinforcing this you gain a support system from your team creating emotional positivity. Working as a team in your workplace builds trust between one another. It is a way of building an inviting and productive atmosphere for new members of the workplace. 

Problem solving ability is the skill that helps with the flow of a workplace and the businesses success. Problem solving is to come across a problem in the workplace, figuring out different solutions, to then resolving it. Whether it is alone or as a team.  Without being able to problem solve in a workplace there will be no way of moving forward. This is because problems will be coming up and when unsolved it will cause more problems. I can demonstrate problem solving skills within a workplace because it is a skill that I retain. I can identify any problems, evaluating many ways of how I can possibly solve the problem, and then going ahead with the best solution to do so. Improvising comes hand in hand with problem solving as you need to be think fast and think on your feet, eliminating any obstructions. I understand that if any problem is not solved as soon as possible it could accumulate into something even bigger, that should have been stopped as the first sign of trouble. E.g. when reviewing how the business is going I can discover that customers/clients are not returning. This is a problem for the businesses progression. To figure out this problem a survey can be put into place. This will express why they are not returning. The most highlighted reason can be evaluated, and the action will be taken to remove it. Anonymous surveys will make it them feel more comfortable to say what their opinions are enabling them to not hold back.

Although I have many strengths in these skills, I identify that I have some weaknesses, starting with Confidence. Confidence is a skill I feel I need to work on personally, more specifically self-confidence. Confidence to me is the key to success. It is to face and overcome fear. Believing in your ability, leading to an expectation of a positive outcome. I can improve on confidence by bouncing criticism. To do this when hearing criticism, I should not take it personally, but to use it in a way of making improvement. Taking it in, understanding where I might have gone wrong. On the flip side, criticism is a matter of opinions and it is okay to agree to disagree. Another way of improving on confidence in a workplace is to increase my knowledge as much as possible. If I have a lot of knowledge of the workplace there will be no room for doubt because I am aware of all aspects. A method of also not allowing any room for doubt is ‘not say and just do’. Having the confidence that I can get things right the first time. I think that having this skill its helpful to gain visibility, having confidence will make you shine and get you noticed. It allows you to communicate your ideas and opinions with ease, regardless of if you’re right of wrong, you are heard. Confidence is contagious it spreads and creates positivity all over your workplace, enlightening people to follow you. Opening doors to develop in the workplace.

Equally, I feel I need to improve on organisational skills. Organisational skills are to use energy, time and resources efficiently. It is to have everything in order and it is the ability to have self-discipline. I can work on my self-discipline by removing temptation and creating new habits. I can take steps to improve this by setting goals and working towards meeting them. Prioritizing tasks within the workplace. Making sure I have everything sectioned and put in its place, making it easier to find. I can improve by making a list to work through. Organising further I can prioritise what is the least and the most urgent. Keeping record can help to track how far I am with work. If I feel as though I have missed out on anything, I can go back a see what I have or have not done. Also, shows what I have left to complete. Time management is a main part of organisational skills. When doing these I need to work on time management which will make organisation skills come with ease. The benefits of this skill are it create less havoc and reduces stress. As everything has its place it helps to save time making room for other tasks and opportunities. I will be able to track my progress which will help meeting deadlines. Being organised builds a professional image which will gain trust within the workplace. When you have built trust, it will allow you to be set many different roles around the workplace as people tend to rely on people they can trust.

[bookmark: _GoBack]In conclusion all these skills are all as important as each other and they play a part in one another. To work as a team, you need to communicate with your team. You cannot work as a team without communicating with each other, as you need to be on the same page. Working towards the businesses goal and the task at hand. To solve problems easily you can use the help of others which leads back to team work. To solve a problem in a workplace you can work as a team. This helps by hearing different opinions widening ideas and solutions. To then narrowing down the options to solve the problem.as well as all these skills playing a part together the all need confidence. To project your message effectively verbally and non-verbally, you need confidence to do so. To work as a team, you need confidence to voice your ideas and opinions to okay your role and to not fade into the background. If you do not have any self confidence you might hold back on ideas that could have helped the team. Without confidence you will second guess yourself making it harder to solve problems in a workplace quicker. Whereas, having confidence to trust your solution making you go ahead with ease. Furthermore, once organisational skills are improved I can communicate confidently as I will be equipped with the right information. Organisational helps the team working process work smoothly because there is system and it stops ideas being thrown around, making it easier to listen to one another. This skill will help with problem solving as there will be a clear divide between problems and solutions. Lastly, organisational and confidence bounce off one another because when I have everything in order I will naturally become more confident because I will be prepared.
