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INTRODUCTION
[bookmark: _Hlk534123125][bookmark: _Hlk534129211][bookmark: _Hlk534145153][bookmark: _Hlk534146833]In this paper I will write about the importance of employability skills at the workplace corresponding to contemporary employers' perception. In 21st century workplace, the occupation-specific skills are no longer enough for a holder of a degree to satisfy the needs of the business. Employees are required to have supplementary series of skills and attributes, called employability skills. Employability skills become a necessary factor in labour market.  Communication skills, problem-solving and decision-making skills, teamwork skills, planning and organising skills, technology skills are the attributes of employability skills with biggest importance level in our century.
Also I will discuss about the importance of this skills at my workplace where I am working as a Shift Manager in a busy restaurant.
 Graduates are also expected to have a series of personal attributes included: self-awareness, self-confidence, independence, emotional intelligence, flexibility and adaptability, stress tolerance, creativity and initiative, willingness to learn, reflectiveness, lifelong learning, and professional behaviour.

BODY

Communication Skills
According with (Griffiths & Dunham, 2015) , communication is the exchange of thoughts , information ,or ideas that results in mutual understanding between two more people. 
In a group, duties, responsibilities and roles get divided among members and one of the roles of a member of the group is to communicate needs and preferences of others. They are responsible for voicing opinions of others and also make suggestions and encourage participation of other members. While decision making, the manager plays the exact role and consider viewpoints of all the employees before making a crucial decision.

 
[bookmark: _Hlk534122508]Range of communication skills integral success within the workplace
In a restaurant that falls under the hospitality sector, communication is important to increase the annual turnover as well as productivity of employees  (Yang, 2015). As a shift manager, it is crucial to communicate with the employees during their training period and usage of simple yet effective words is necessary for better understanding of situations. The staffs needs to be trained effectively because customers come from different cultural backgrounds and possess different taste and preferences. Therefore, the staffs need to understand their requirements for giving quality services and a memorable experience. 
As a shift manager, while communication with employees, certain skills are required to properly apply in the workplace. These skills includes speaking with discretion and in a direct face-to-face manner, listening to their needs and opinions actively, earning as well as building trust among each other, offering the employees constructive criticism, and using technology etiquette. In order to deal with guests there are certain skills that are crucial in this regards. These include maintaining eye contact while listening to their needs, smiling and keeping a positive outlook, communicating non-verbally by being polite, friendly, supportive while catering to their demands, and maintaining a well-groomed appearance (Holmes, 2015) . In the workplace, conflict can be addressed by trying to resolve it using effective communication and using diplomatic skills as well. Listening to the contrasting views during a conflict situation can open the viewpoint and develop strategies to manage the employees. 

Problem-solving and Decision-making Skills
Everyday we need to take decisions ,and every decision that we make has consequences . important decisions can have a big impact in our life , and rarely simple to take ,and the best alternative can only occur after careful deliberation. 
(Marzano, 2000) describes the best steps to take a good decision. First is to think of as many alternatives as possible , then think of the good and bad points of each alternative ,continuing with the analysis of the probability of success of the best alternatives, and ending with choosing the best alternative based on its value and success.
At my workplace, as a Shift Manager ,taking decisions and solving problems occur every day and to be successful needs to be a good leader ,to create a great environment for employee and they will help to achieve the results that business is aiming for.

Teamwork skills
Considering to (Kozlowsky & Bell, 2003) a team is a group of people “who exist to perform organizationally relevant tasks , share one or more common goals, interact socially , exhibit task interdependencies , maintain and manage boundaries , and are embedded in an organizational context that sets boundaries , constrains the team, and influences exchanges with other units in the broader entity”. 
Working in team and creating the right shift environment and involving others so they know they have responsibilities and contribute to success. Optimising the team is important at my workplace because this means inspiring others to be great by promoting teamwork and making good decisions in the moment, to deliver the best quality service in every shift.
As a Shift Manager, the biggest opportunity is to impact with the employee and forming a team. Truly understanding leadership and how this drives employee engagement is essential.
The leader of the team needs to be a role modelling, to know how to coach, recognise and appreciate the team members, having high standards and being switched on and always aware.



Planning and organising skills
At my workplace, planning the shift means thinking ahead and being ready for what could happen. A good vision is aspirational description of what an organisation would like to achieve or accomplish in the mid or long term future. 
As a shift Manager is important to have Pre-shift and Post-shift routine, to fix SMART targets and motivate the team to achieve it.


Technology skills
In 21st Century the technology skills have a big impact in every workplace.The workplace remains totally organized by digital technology. In the case of software developed for project management is used for reviewing, delegating, assessing and building of a particular task. There are several red flags that are produced when there is any sort of off-track found in the process of task (Rayan, 2016). This eventually reduces the chance of failure in a particular project. The operation in the business turns out to be more and more productive. The workplace must ensure the productivity of a certain business. In order to execute the strategies that are taken under consideration, technology skills are used.
This eventually helps in the development of a workplace and the high performance working culture The communication has become much flexible due to such collaboration. The employees are connected to each other along with the management gets introduced. The use of digital technologies also develops mutual understanding and bonding between different people. As the bondage increases the performance that gets delivered from a certain workplace turns out to be of the highest quality.
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