
	Student Name
	Amrik Singh

	Student Number
	1714039

	Lecturer Name
	Anita Nan

	Module Title
	Academic and Employability Skills

	Module Code:
	[bookmark: _GoBack]BMSK4001


Academic and Employability Skills

Introduction
The purpose of this report is to evaluate the effectiveness of the use of several employability skills in the workplace. The skills analysed will be: communication, problem solving, thinking, teamworking and in addition personal mastery.

Communication
According to Maund, Shriek and Tinckler (2017), communication is the process of sharing information, thoughts and feelings between people through speech, writing or body language. Effective communication extends the concept to require the transmitted content is received and understood by someone in the way it was intended.

Being bilingual in two languages, is a great communicative skill in the present economy where firms from all over the world are present in the UK and London in particular. Many employers require a candidate to be proficient in a certain language other than English  
Ability to be persuasive, a strong ability in creating a common perception and changing a person’s behavioural output. Work statements are goal oriented and task focused efforts. Pairing statements are expressions of friendship and support towards others.

Communication skills is very important for work place, without communication people cannot interact with their colleagues in their work place. Lack of communications workers will feel uncomfortable, stay more over silent all the times, they never participate properly. Conflicts will be start and performance will be getting low day by day. Without this skill people is panicking in front of other peoples, they cannot deliver their presentation properly   and got rejected. Therefore, they try to less speak in front of others.    

Effective communication is inevitably vital in the workplace, communication is what results in the sharing of ideas and the resulting teamwork between various individuals. Effective communication provides a clear way for employees and employers about their tasks. Organisations that practices effective communication, such organisations can build strong teams with which they can complete their tasks easily. Some companies that don’t communicate properly to their employees about their decisions and targets, then it creates rumours among the employees. Employees make their own stories, justification and spread it. It often creates conflict for other employees too because it spoils the workplace environment.                                                                                          

Non-verbal communication is equally important when a verbal message is relayed, an equally important process of communication is taking place on a non-verbal level. Non-verbal cues such as smiling, eye contact, fidgeting. Fidgetiness helps a person interpret a person’s verbal communication. Posture indicates a person’s level of confidence Physical appearance (including how people are dressed) and their fitness level or whether they are well groomed appearance are vital in how individuals are judged 

Communication Challenge – contribution in virtual environment, which lacks the non-verbal and social context and to be understood. Obviously, it is more difficult to communicate complex by phone than in person. Even video-conferencing has its limitations. Live action includes sights, smells and various intangibles that cannot be easily be described and put into words.

I have good communication skills, which make me more confident, being a good team worker, a good decision maker, good at following the given instructions and task by the employer and achieving the targets effectively in the workplace.

Problem Solving – 
Problem-solving is the act of defining a problem, determining the cause of the problem, identifying prioritising and selecting alternatives for a solution, and implementing a solution. Problem solving skills refers to our abilities to solve problems in an effective and timely manner without any impediments. Effective problem solving requires a mixture of analytical and creative thinking.

Individuals are faced with hundreds of micro-decisions in a single day, it is inevitable however that some decisions made will carry substantial consequences. Many decisions are made unconsciously, small and routine choices that are often mundane and the associated impacts are not very large. In other times, decisions that are made can shape our lives, the quality of our decision making can be important in analysing and considering the various decisions. Developing novel solutions that effectively solve the dilemmas facing individuals. 

According to Dewey (1910), five steps make up problem solving, describe and analysing the problem, generating possible solutions, evaluating all solutions, deciding on solutions, planning on how to implement solutions. Effective problem-solving skills are very useful for the workplace which allows teams to practise in a risk-free environment. In this way, participants can learn from their mistakes.
When using rational decision making we should define the problem, identify the criteria and generate a comprehensive list of alternative solutions to a problem and evaluate them accordingly. 

An individual making a rational decision will pick a solution with the most benefit afforded to them. Decisions involving teams however may mean making compromises to suit all parties. Thus, rational decisions are not always possible. Individuals may have biases and self-interests that may need to be overcome to reach an agreement. Concessionary decision making ultimately leads to more successful outcomes than conflict driven decision making. Inclusive decision making should therefore be the preferred way to problem solve and make decisions.

I consider myself, that I have good problem-solving skills which make me proficient in finding solutions to problems in the workplace.

Thinking Skills – 
Thinking skills seem to be a very hard to define topic, indeed certain aspects of human thoughts excite different regions of the brain and some types of thinking effect only how people perceive information, not how they use their information. By making ones thinking conscious and explicit, one can use whatever new information is learned and appropriately refine the skills necessary to understand language, solve problems and retain knowledge better.

Thinking skills are the mental processes that we apply when we seek to make sense of experience. Thinking skills allow us to integrate each new experience into constructing how things are. Better thinking will help individuals to learn more from experiences and to make better use of intelligence.

Critical thinking skills are very important, the most obvious answer to critical thinking is usually taken to mean something that is negative and painful to receive, rather than something that is helpful and that many people would not have spotted or thought about.
Demonstrating critical thinking, analyse and use information, in order to make sure that any decisions we take or want others to take are actions that will be successful. To do so we and others have to be persuaded to the argument which means the arguments need to be strong. Some of this can stretch our thinking abilities. An example of a bad argument being advanced is asserting that for example “taller people are smarter than shorter people”.

Thinking skills is very useful for workplace. This skill helps to maintain effective leadership, teamwork advancement, time saving, different approaches to problem solving, improve communication moreover resolution of workplace conflicts. Clearly from above, it is evident that thinking skill very beneficial for everyone in workplace moreover can contribute in taking company to next level.

I consider myself to not be proficient in thinking skills and I have to improve upon this skill.
                                                                           
Teamworking Skills –
Working in teams to solve problems and achieve collective goals. Kozlowski, S, W.J. & Bell, B.S. (2012)) define teams as a group of people who exist to perform organisationally relevant tasks, share one or more goals, interact socially, interdependencies, maintain the managed boundaries, are embedded in an organisational context that sets boundaries and concentrates the teams, and influences exchanges in the broader entity.

According to Hackman (2009), the basic conditions that a team needs are to be real, must have a compelling direction, enabling structures, supportive organisation and teams need expert coaching.

Good teamwork creates synergy where the combined effect of the team is greater than the sum of individual efforts. Building a strong team is essential for success. Good teamwork can make any task insurmountable. A strong team is the result of togetherness. An ability to make advantage of each individuals strength. It is the team effort that allows for success, individual efforts are just as important with the proper skills. With the experience of team members, a job can be done correctly.

Many teams face a lack of commitment, perhaps due to uncertain goals and weak incentives. Such an issue may lead to productivity losses, where a team is not as productive and efficient as otherwise would be the case. Productivity losses may mean a team is behind schedule early on and has to compensate heavily during the end phase of the timeframe, such a “rush” may mean a project is poorly designed and subsequently poorly implemented. Poor communication may also hinder progress, miscommunication can be the result of a language barrier or any other interpersonal issues. However, in any case, will mean any team is less effective in carrying out its work objectives. Team-members, perhaps as a result of miscommunication and an effective spelling out of individual roles may run into personal conflicts, this will severely limit the effectiveness of teamwork and may mean, only some members of the team are responsible for the whole team output. 

I have excellent team working skills which makes me confident working with other people and being able to easily achieve any given task. Being able to break down and distribute tasks amongst team members makes me an excellent team leader.

Personal Mastery Skills -  
Peter Senge stated that ‘’Personal mastery goes beyond competence and skills… It means approaching one’s life as a creative work, living life from a creative as opposed to a reactive view point”. In other words, personal mastery is the name of influence.                                                                                                                                                                            

Personal mastery is the discipline of personal growth and learning at the workplace. These types of people having a special sense of purpose that lies behind their visions and goals at their workplace. Personal mastery skilled peoples know how to perceive and work with forces of change, rather than resist them. They are always committed to continually see reality more and more accurately. These types of skilled people always feeling as if they are a part of larger creative process. 

Good leadership is the essential component in positioning executives to make thoughtful decisions about their organisations mission, their goals, in properly allocating resources to meet those directives. Valuable leadership skills include the ability to delegate, inspire and communicate effectively. For achieving good leadership qualities, maximise your strengths, identify your weaknesses, develop a stronger management style. Always lead with passion and make communication a priority, commitment to staff, commitment to team-building. Moreover, lead with decisiveness. A good leader has the ability to delegate, able to establish an honest connection with team members, sense of humour, confidence, commitment, positive attitude. Moreover creativity. An effective leader should have intellectual drive and knowledge with good communication and a well planner and organiser.          

For personal mastery, time management is a crucial skill in the workplace.   For example, time management helps increase employee productivity and ultimately the total output of the firm. Keeping in mind his/her schedule, an individual should start their day with a clear focus on what they wish to do in that day. Ultimately, good time management is essential for effective work output and success.                                                          

Personal mastery skill is very beneficial for the use of creative tension and commitment to the truth. It is the responsibility of a leader to be a good role model, search for life direction and purposes. They should be aware of their personal weakness and strength, responsible for their action and accept who they are. Some people can influence the others with their thoughts but cannot control. Since they are grounded to reality, they can objectively identify the areas where the improvement is needed in the organization at the workplace.   This is very important for entrepreneurs   running business. A real personal mastery skilled person faces the music even when he does not like the tune. Without the personal mastery skilled people, it is impossible to run a business and control the employees.

I consider myself to have good personal mastery skills which helps me in my performance in the workplace. My personal mastery skills mean that I can persuade my colleagues to make the best decisions.                                                                                                                                                 

Conclusion -
This report analyses five skills which are very beneficial for the workplace, without these skills, a business cannot be run successfully. This report concludes that communication in the workplace is essential for the effective delegation and completion of tasks that are between multiple team-members. Individuals should definitely ensure they are good communicators to secure their success in the workplace. Problem-solving is crucial for any good employee, individuals which give up easily without thinking through obstacles are less effective at successfully achieving their given tasks and given role. But to problem solve, one must know how to think. That is where thinking skills are important, an individual that can easily rationalise a problem can usually be able to solve a problem. These given attributes are useful when working within a team, obstacles are always present in any given scheme of work, a team member who can efficiently solve problems will undoubtedly successful. A person with teamworking skills will be able to achieve more work output than otherwise on their own. Personal mastery skills and a thirst for personal growth are a good basis for success.
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