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This report is an analysis of relevant employability skills that I have or need to develop in the future to gain credibility in search of employment opportunities.
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The aim of this report is to analyse relevant employability skills that I have or need to develop to gain credibility in search of employment. This report will demonstrate how important it is to have good communication skills and personal mastery skills. The report will further explore teamworking skills and time management in addition to what the effect lacking these have on you in life.



[bookmark: _Toc521592671]Communication
Communication is defined by a process of information or idea been send by the sender in encoded form without disturbance to a receiver who then decodes the message. Upon receiving the receiver responds to message. The idea or message is in common interest between sender and receiver. The message can be:  written, verbal, nonverbal, or new technologies. Furthermore, miscommunication can occur when there is interference between the sender and receiver (Bisen and Priya,2009, pp.1-6).
[bookmark: _Toc456901517] For example, in public facing role having good commination skills is essential because, you have interacted with different people from diverse backgrounds. Things that play an important part in starting conflict or in maintaining harmony among the public.  Communication errors can occur when the communicators idea or thought is received in a different context than initial meaning of sender.  The message wrong interpretation is a form of miscommunication.
 However, this can be because cultural differences or outside interference (Paramita and Carissa,2018, pp.54-62). When communication barriers occur sometimes miscommunication can lead to escalations. However, it should be dealt with a professional approach even when communication is not working well. There are other ways people can react when miscommunication takes place, for example, in nonverbal communication this can take form as eye contact, facial expressions, volume, pitch, rhythm, another body language (Maund,2017, p.50). This type of communication is critical in most jobs or other public facing professions.
I have reasonable communication skills but can from improvement by working always benefit in teams and socializing with people from all kind of backgrounds.


[bookmark: _Toc521592672]Personal Mastery
To understand the personal mastery as a skill, view it with an open mind in connection of aspect the skill element and see it more as a spiritual ability. In other words, personal mastery is better described as a method of further advancing of our inner perception. In addition, it is to develop your calmness and seeing the world in a neutral manner.(Senge,2012,pp.1-42) .Furthermore ,personal mastery further explained by (Dhiman,2011,pp.69-83)  ’’ Personal mastery is approached as a quest for finding authenticity, meaning, and fulfilment in one’s life, both in the personal and professional realm’’. 
Nowadays most people aim to achieve higher in life, therefore, a realization of this achievement is a step by step process and having this personal mastery skill gives you a head advantage. The spiritual factor of personal mastery, something that everyone has internally but these days we rather think that a religious man or some higher being must show us how to benefit from this ability. This is elaborated by (Morgan ,2012,pp.76-77)“I am very much in favor of a clear separation of church and state … I want to demonstrate that spiritual values have naturalistic meaning, that they are not the exclusive possession of organized churches, that they do not need supernatural concepts to validate them, that they are well within the jurisdiction of a suitably enlarged science, and that, therefore, they are the general responsibility of all mankind”.
In modern time lack of personal mastery skill can become a problem in various instances in life for example, at work or in family life. Not having this ability to set high standards or achieve high goals in everything you do can lower your chances of getting your target.    
 Personal mastery is a skill where I need to develop myself because it will help me to achieve more goals in life and improve my self-confidence.  I’m of the opinion that its more spiritual ability than a general skill.
 

[bookmark: _Toc521592673]Teamwork
According, too (Maund,2017, pp.4-5) a team has explained a multitude of persons that are executing an organized assignment with universal interest to prevail in their task. The team has a social connection and communication is an important setting in the team. There are also set boundaries and each member has some accountability for the team to successfully finish their task. All these significant disciplines develop a team collaboration into team working. 
Furthermore, teamworking is elaborated as ‘’ The combined action of a group, especially when effective and efficient.’’(oxford dictionaries ,2018). 
Teamworking skill has been an important asset in human development and of all great achievements humanity. The greatest teams that do well is because of good leadership and great team cohesion also involved is a structured team layout. These three factors are the deciding elements in the success or failure of the team. (Maund,2017, pp.6-8). A good team layout gives predictability, by limiting ambiguity and, also lowering anxiety, more efficiency by utilizing proper recourses and planning reduction off losses. Some organizations have their team’s architecture through democratic processes but, others elect theirs from outside sources in certain circumstances team composition can emerge naturally. Research has proven as mention in (Maund,2017, pp.10-17) when a team selection is based on democratic methods members of the team feel more comfortable and yield better results. 


The most common problems that affect teams at organizations is when they are not functioning to their full potential. This can be because of various reasons, for example, no engagement to team goals, reduction of capacity delivery, no communication, team rivalry, bad management of a team. Furthermore, when there is a lack of team culture that binds the group this also has an adverse impact on the team. Individuals can then not relate to each other with shared values and beliefs. Another essential point is that some teams that fail to deliver or achieve certain targets because of minor issues from the teams’ creation because of cultural and other mitigating circumstances. 
This can be observed by the management and they can take appropriate action to help a team to overcome this hurdle. (selfawareness.org.uk,2013) For instance, some companies apply the Johari Window Model to educate staff on self-awareness and personal development. To elaborate on this the Johari model, prioritize on soft skills, for example, attitude, compassion, collaboration, organizational group development, social team development. The understanding and use of this model are easy also can it be practiced in different scenes and places. The Johari model is applied to each person separately in the team. It asks the person to disclose information about any knowledge about himself. Subsequently, it also asks other in the team of what they observe of you. People in the team can build trust in releasing confidential information about their own personal and other can give their perception of view regarding that person. This two-way sharing of information and feedback can help teams harmonize to become more self-aware among each other and strengthen trust levels.
However, this method has its stumbling blocks in information sharing with others it can have the adverse effects. Revealed information can be shared with the third party who is not part of the team and can be utilized against you.
Teamwork skill is an ability that I’m confident of having acquired. I enjoy working in teams with set targets also achieve those goals and seeing the fruit of the team labour.

[bookmark: _Toc521592674]Time management
As mentioned by (Jones and Hood,2010, pp.386-388) Time can be applied to a variety of perceptions as it is a very essential metaphor for human existence. Time is an invaluable resource in some society’s, but others don’t regard its value. Depending on where you live and cultural, historical backgrounds.
Time management is explained as the ability to use the time available to you in a practical and efficient way to attain the highest results. (Cambridge.org,2018) Good use of time regulates the success or failure of accomplishing high results.

[bookmark: _Hlk521533610]Good Time management is an essential resource for individuals and businesses alike. Effective use of time can cut cost for business and results in high productivity. Research has indicated that in many occasions businesses use their time poorly. After analysis conducted by profound consulting (theguardian.com,2007) evaluating 2500 businesses in 38 countries over 4 years. Has proven that lost working time cost UK £80 billion per annum equivalent to 7% of GDP. The cause is mainly reduced by the time and work inefficiency.
· Low communication (18%)
· Computer problems, bad social connection, and wrong selection of skills for the job (21%)
· poor employee guidance (31%)
· bad organisational planning (30%)
Time management needs more improvement when there are days where everything goes as scheduled but  other times it’s just a disaster time fails to be enough.(businessballs.com,2017) However, there are time management theories to help with daily schedules for example, such as Pareto rule 80/20 whereby 20% of the energy put into an activity results to 80% of the effect as result(briantracy.com,2018).In addition, there are things managers can do to improve time efficiency by dividing larger assignments  into smaller ones. In addition to preparing before the work must be done also by giving staff the relevant knowledge about good time use.
I need to adapt some of the Time management theories, for example, the Pareto 80/20 rule that is likely going to help me improve my ability to use my time more efficiently.
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[bookmark: _Toc456901523]To summarise, having basic skills is essential in life but developing good employability skills is critical these days in the job market competition. Knowing your competent skills and abilities or lack of it gives you a head advantage on your peers. In addition, communication is a skill most people know how to perform, but sometimes miscommunication occurs. When understanding of an idea is missing the ability to rectify it as sender to receiver comes in because it is an essential skill in communication. Miscommunication can be because of outside sources or misinterpretation of information received. 
Furthermore, personal mastery is one of the most important skills that you can acquire in personal development .The ability to find your inner self and seeing the world as neutrally as you can .It is also reiterated by various researchers as a capability that is used in a professional capacity .However, some researchers  linked it more to a spiritual ability that everyone possesses and can  be cultivated .
Teamwork has connotations with more skills than you can imagine. Without those essential skills, teamwork is basically impossible starting with good leadership. Great groups develop trust and adapt to each other’s behaviours. The creation of the team from a selection rather than outside influence it is important to achieving high results. Groups can observe difficulties when social and cultural differences exist.
Lastly, time management is an important asset depending on the geopolitical environment you live in. These days most historical and cultural backgrounds know the value of time. Research has proven that businesses are more effective when they use the time available to them efficiently. There are a variety of theories that can help us manage our time better for example 80/20 rule or modern technology. Allot of people are using these systems in a business or personal life.
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