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Introduction


The purpose of this report is to analyse 5 different employment ability skills and the 5 chosen are problem solving, decision making, leadership, time management, communication skills. My report will include 2 of my weaknesses and 3 of my employability strengths at workplace and how to improve my weaknesses to make them an additional strength. Communication could also be defined as the imparting or exchanging of information by speaking, writing, gestural, or using some other medium.
The purpose of this report is to analyse the different employment ability skills. The 5 skills chosen are: problem solving, decision making, communication skills, time management, leadership

                                                                         


  


















SWOT ANALYSIS   
                                                                         
Strengths
. Problem Solving
. Decision Making
. Communication Skills
 Weakness
. Time Management
. Leadership





















Problem Solving
Problem solving is the ability to resolve a problem as an individual or within an organization.  
Having problem solving skills at university or at work is very important. Employers rate problem solving skills so highly because the core ingredients are relevant to virtually any job role. Problem solving is a test of your capability for assessing situations and analysing information.
To resolve a problem I use different approaches, I always asked myself why this problem occurred at first place, the causes, and how to avoid it next time.
 Problem solving is one of my strength, I still learning from my lecturers and colleagues to better myself, as problem solving is being able to select the best alternative by implementing the best selected solution.
Morgan, P (2016)
One of my own good experience of problem solving at work was, on the past I worked for Eurostar as a Steward when one day I came across a Passenger raising his voice to a colleague. The gentleman had woken up to find the Bar buffet closed and became abusive to my colleague. I explained to the gentleman that my colleague was only following orders to close the buffet at the time shown because of regulations, but that since it was a few minutes from the time of closure I could arrange to give him a hot tea and Biscuits from the trolley bar.
The Gentleman accepted he was being unreasonable and thanked myself and my colleague for the alternative solution.
Likely consequences: The Manager would have been called which would have lost more valuable time, and more likely make a complaint to the Company against my colleague.
https//www cleverism.com
Williams, S (2002) In making better business decisions 
London: Sage. Ch.1, pp.1-20













Decision Making
Decision making is the ability of making important decisions most of the time for the best outcome. As most of the organization encourages workers to participle more in corporate decision.
Decision making is the quality of a decision now the decision is made, regardless of the outcome. Because decision quality concepts permit the assurance of both effectiveness and efficiency in analysing decision problem, in that case decision quality be an extension to decision analysis as decision making is one of my strengths. 
www.bing.com
As decision making is one of my strengths, as a Security Officer at work on one Friday evening I was told that a delivery of Ten PC’s was to arrive which would then be collected the morning by the company it was issued to. When the delivery arrived, there were only Nine PCs, I could not be advised by my manager because he had left the building. I explained to the delivery man that I could not sign for the PC’s because the company collecting them in the morning may refuse them as it’s was not the right number I was told to. So, I then asked him if I could get in contact with his manager. The manager understood my situation so I asked him if there was any way he could have sent the missing PC. The delivery was arranged with in two hours and it was agreed I would sign the invoice when I had all Ten.
My manager was pleased the following morning that I was reliable enough to deal with the situation. I believe if I have not executed the right decision, I would had end up with a complaint from the company expecting the PCs. Decision making is the ability of taking an important decision for the best outcome. As myself every time I have to take an important decision, I first judge the problem, evaluate an alternative to resolve the problem, select the best alternative then execute the decision after that evaluate the result by hopping for the best outcome. As I know decision making is very important within an organisation.
www.tutorialspoint.com/management_concepts/decision












Leadership
A leadership is the ability of leading, either an Organization or a group of people, I believe being a good leader is inspiring other people to do things they never thought they could be able to do, as some of the most important qualities of a good leader are: integrity, honesty, humility, resilience, empathy and positivity. Be a good leader encourage employee growth and development. Is very good at work as you motivate and facilitating open communication. Unfortunately, I have not this quality, but will learn to be a good leader by improving my communication skills and understanding other people concerns.
https://www.adamenfroy.com
www.bing.com
Smartsecsolution the Security company I am working for has a bureaucratic command and the structure of the organization is Top to down approach as all the big decisions are taken by the Directors and site managers and no room for the security officer to express himself or bring a constructive idea. Meanwhile at work I was asked to be in charge of the rosters which consists of weekend shifts. One member of staff had signed an agreement on his contract that he could have every Sundays off due to religious reasons which angered the other staff, I found it difficult to explain to the other member of staff that we must respect a person religious beliefs because they live their entire life by them. As I did not want the person to feel he was being singled out and different from the rest of us. I altered the roster for the other members which still provided the same number of hours but gave alternative days off in the weekend. This was the decision I took at the time to avoid people complaining. Still I am not sure my leadership is a strength or a weakness as there is no room for improvement as all the rest of the decisions are taken by the organization. As some people confuse leadership with power, a good leader motivates others to achieve certain goals this is still my aim.
https://study.sagepub.com/morgan
Morgan, P (2016) the business student’s guide to study and employability, sage publication pp221











Time Management
Time management is the ability to manage your time efficiently
Time management is very effective at work as at university because it keeps you one steeps a head. Unfortunately, I have not the skills. 
As a student to have an effective time management I have to take time to get things right in advance specially for those tasks I don’t like I have to set myself a time limit to do those tasks in order to give myself a reward by the end of my studies. I learned during my lessons in ACE (Academic and Employability Skills) never put stuff you don’t really feel like doing until the last moment. As time management is one of my weakness I still learning to improve as a student to be on time by submitting my assignment before the deadline. 
ACE Lecturer: Nan, A. university of wales trinity saint David, London 
Time management at work it’s very important because it allow the worker to be on top of the game by being one step ahead. I will discuss about my own case at work where I must deal with the most important first by using the Eisenhower method.
One day at work the fire Alarm went off and it was a false alarm, at the same time I received a report that some member of staff were stuck in the lift as a security officer I received several calls from staff wondering the nature of the alarm, and some of them were already panicking.                                                                             
As the priority I muted the alarm and called the Fire brigade even knowing that it was a false alarm as the fire brigade must investigate anyway.
 I stopped the alarm first and made a call out in the Tannoy to inform the staffs of the nature of the alarm but still had to evacuate the building to the assembly point with the aid of wardens, then I reassured those who were stuck in the lift that the fire brigade were on their way so that they will be out shortly and then I answered the phone to a few people who were wondering for the nature of the alarm and I made my way to the from of the building to meet the fire brigade officers. 
As a student I have to review my time management skill by using the Eisenhower method who will keep me more organized also will help maintain a clear picture of what needed to be completed first, that mean doing the task the more important first in order for me to be more effective and successful in my studies.
www.indeed.com
Morgan, P (2016)
The business student’s guide to study and employability, sage publication pp49








Communication skills
Communication is the ability of using some other medium such as speaking, writing or signs to exchange information or conveying message. Communication is the ability to communicate by passing a message across. Communication skills is one of my strength.
https: Wikipedia.org/wiki/communication
Yes, communication at University/workplace effective because at University it allows me to answer or exchange my point of view with the Lecturer and with other student by answering to a question, working in group most of all by doing a presentation. Even more communication via Internet is more needed due to the situation of COVID 19 every lesson has to be done via Teams (a Microsoft software)were different people can work, chat, meet, call, collaborate all in one place, as every Schools and University are closed this is right now via internet the best way of teaching.
Griffiths, B and Dunham, E (2015)
In working in teams, Thousand OAKS: sage ch5, pp91-112


















 CONCLUSION and Development plan
Communication skills
Communication is the ability of using some other medium such as speaking, writing or signs to exchange information or conveying message. Communication is the ability to communicate by passing a message across. Communication skills is one of my strength.
Time Management
Time management is the ability to manage your time efficiently.
Time management is very effective at work as at university because it keeps you one steeps a head. Unfortunately, I have not the skills. 
Leadership
A leadership is the ability of leading, either an Organization or a group of people, I believe being a good leader is inspiring other people to do things they never thought they could be able to do, as some of the most important qualities of a good leader are: integrity, honesty, humility, resilience, empathy and positivity. Be a good leader encourage employee growth and development. Is very good at work as you motivate and facilitating open communication. Unfortunately, I have not this quality, but will learn to be a good leader by improving my communication skills and understanding other people concerns.

Decision Making
Decision making is the ability of making important decisions most of the time for the best outcome. As most of the organization encourages workers to participle more in corporate decision.
Decision making is the quality of a decision now the decision is made, regardless of the outcome. Because decision quality concepts permit the assurance of both effectiveness and efficiency in analysing decision problem, in that case decision quality be an extension to decision analysis as decision making is one of my strengths. 
Problem Solving
Problem solving is the ability to resolve a problem as an individual or within an organization.  
Having problem solving skills at university or at work is very important. Employers rate problem solving skills so highly because the core ingredients are relevant to virtually any job role. Problem solving is a test of your capability for assessing situations and analysing information.
To resolve a problem I use different approaches, I always asked myself why this problem occurred at first place, the causes, and how to avoid it next time.
 Problem solving is one of my strength, I still learning from my lecturers and colleagues to better myself, as problem solving is being able to select the best alternative by implementing the best selected solution.
[bookmark: _GoBack]
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