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Academic and Employability Skills
[bookmark: _Toc534559804]Employability Skills - Introduction
Employability skills make us an interesting candidate for a job. Improving our employability skills through education and training can give us an advantage in the job search, the employability skills also give us a step for higher-earning roles and greater growth potential. Employers are usual looking for skills that go beyond qualifications and experience. The education and experience may make us acceptable to apply for a job but, to be successful we will need skills that we are likely to develop over time. The large majority so-called ‘soft skills’ that can be used in any job and employment sectors. These soft skills are what makes us employable.
“Employability skills are a group of essential abilities that involve the development of a knowledge base, expertise level and mindset that is increasingly necessary for success in the modern workplace. Employability skills are typically considered essential qualifications for many job positions and hence have become necessary for an individual's employment success at just about any level within a business environment” (1).
I am going to analyse skills such as communication and teamwork. I have chosen these, because they are very important to the business. Whether you are running your own business, or just starting out on, you will need to be an awesome communicator! I have good communication and teamwork skills, but I need to improve them to the higher level as I am building my online team. 
Some of the things that you can do to improve your communication skills are: to listen more then we talk, to pay more attention to what other people are saying and also let the others talk without break off. Developing compassion helps you better understand even the inexplicit parts of your communication with others, and helps you reply on a better way.
Concrete steps to boost yourself as a team player in a workplace: 
Know the difference between a team win and a personal win. 
Do not compete with the teammates
Share both victories and blame.
Focus on the goals.
Win or lose, you are in this together. 
[bookmark: _GoBack]Building effective team is a long way. It is all about a good communication and collaboration.





[bookmark: _Toc534559805]Communication
“Two-way process of reaching mutual understanding, in which participants not only exchange (encode-decode) information, news, ideas and feelings but also create and share meaning. In general, communication is a means of connecting people or places. In business, it is a key function of management-an organization cannot operate without communication between levels, departments and employees” (2).
Communication is interchange of information, thoughts, news, ideas and feelings between at least two people. In general communication is simply the act of transferring information from one place to another or one person to another. Communication is the most important key feature in business. There is no organization that exists without a proper communication between levels, departments and employees.
We know several types of communications: 
Spoken or Verbal Communication: face-to-face, telephone, television, radio or other media.
Non-Verbal Communication: body language, gestures, how we dress and act.
Written Communication: e-mails, letters, books, newspapers, magazines, the Internet ect.
Visualizations: pictures, graphs, charts, maps and other visualizations can communicate messages.
Communication is extremely important in achieving the goals of the employee as well as the organization. In order for communication to be effective, relations between employees, as well as between the manager and the workers, should be honest and open. The effective communication builds good teams, prevent misunderstandings and helps achieving of the goals.
Communicating adequately is more than just sending and receiving information and messages. It is the mood that sends this information and the recipient's understanding. To be effective communicator in today's technologically advanced environment, you must be able to effectively listen (or decode) messages, understand the importance of non-verbal communication, learn to be involved when communicating and learn how technology is changing the way - which we communicate. The lack of effective communication at the workplace leads to inefficiency and incomplete tasks.
Effective listening is an important communication skill to have in the work environment. Always make sure that you properly decode the messages received in their entirety before proceeding in terms to save valuable time on both sides. Do not be afraid of double-checking, ask questions and be  confident that both sides understand the information in the intended way.
We all know that non-verbal communication is a way of sending messages or signals without using words. This includes mimics, gestures, body language or posture, tone of voice, and so on. Non-verbal signals can change the message's understanding, so you need to be aware of the signals you send. 
I have good communication skills, but they are not good enough to achieve my goals. I manage a group of twenty-one people and my goals are to help them to reach more levels in our online business. On a daily basis I send them message, which set up their tasks and responsibilities for the day, in our group chat. Some days communicating with them is difficult and frustrating experience, my message is misunderstood, with unintended and undesirable consequences, because of the way what I say. And it leads to lack commitment and losses productivity. The good news is that once I became aware of my poor habits, I started change the way how to communicate not only with my team, but with every single person I am engaged with. 
Where did I start from? 
I started to educate myself about the ability to influence and impress people. I had to read few books and watched many videos in YouTube to realize where I'm wrong. The best thing I have learned about communication is that the words are important, but the most important is the way I express them.
I begin to talk about what the others are interested in, I talk about their needs and show them a way to satisfy them.
 “How to Challenge Yourself and Others to Greatness” and “How to Win Friends and Influence People” by Dale Carnegie were my gamechangers! 
[bookmark: _Toc534559806]Teamwork
“The process of working collaboratively with a group of people in order to achieve a goal.
Teamwork is often a crucial part of a business, as it is often necessary for colleagues to work well together, trying their best in any circumstance. Teamwork means that people will try to cooperate, using their individual skills and providing constructive feedback, despite any personal conflict between individuals “(3).
Teamwork refers to the cooperative effort that a team makes to complete a task or to achieve a common goal in the most effective way.
The efficiency of organization depends on both the ability of employees to work in a team and the ability of managers to form appropriate work teams. The ability to work in a team today is becoming a key skill and condition for successful co-ordination and smooth running of the workflow. Each team leader and team member can play an active role in teamwork and optimize team interaction. It is extremely important to know the prerequisites for building an effective team, the psychological compatibility of people and the perception of the values ​​of the team not only for inner satisfaction but also for achieving the goals of the organization.
Five reasons why teamwork is important in business:
Teamwork motivates employees in parallel and align them to work harder, cooperate and be supportive of one another.
Good teamwork provides creativity, perspectives, opportunities, and problem-solving approaches.
When a group of individuals works together, they promote a more efficient work output and are able to complete tasks faster.
Teamwork provides great learning opportunities such as, learn from one another’s mistakes, avoid future errors, expand skill sets, discover fresh ideas
Teamwork creates a workplace environment based on fellowship, trust, support, respect, and cooperation.
How to be a good member of the team?
First of all, you need to have a certain set of skills and abilities. It is most important to be able to listen - ideas, views and concepts of other employees. You must encourage the participation of all colleagues in the teamwork and, last but not least, to respect everyone.
From day one when I started my own online business and asked my mentors how to be successful, all of them advised me one thing: It’s all about teamwork. The key to a powerful business is to build a great team. Then comes the tough task of managing them and working together. 
It all starts with recruitment.
The people have a variety of backgrounds that can be difficult to put them work together, but if you could then cultural diversity becomes a benefit. I set my goals and I know what I would like to achieve, so I also know what skills they need. Every week I define a specific target for the team as I am traying to do it clear, measurable, challenging and achievable. To creating team’s motivation and responsibility I do every Monday fifteen minutes live video on Facebook group. As a leader, it becomes my responsibility to check how the team is making progress. Not just in the current week or month, but in a whole way. Then we analyse what are our weaknesses and how to improve them. Teamwork is not just getting things done like a machine. It is an effort to grow and become better at whatever you are doing. We celebrate our achievements and everyone in the team gets the appreciation for their efforts. 
[bookmark: _Toc534559807]Summary
The trust is not automatic accordingly teammates must develop it. Team members should communicate open and honest, share information and feelings between each other. This allows the trust between the team members. When a group of individuals works together, they are able to complete tasks faster. Without effective communication, the team members can be as useless as if the project went untouched. Lack of communication leads to conflict within the group, a lack of trust between them, team members also misunderstand each other. According to these factors good communication has shown to be the most important for success. 
Teamwork is a combination of actions that are carried out by two or more people or a group through which each person contributes with their unique skills, abilities, opinions and individuality to the unity and effectiveness of the team in order to achieve common goals. Teamwork skills are complex because they involve communication skills, problem solving and decision-making skills, planning and organization skills, etc.
Teamwork is not only in the corporate world but also in the sports world. If a team works well together with passion and excitement, nothing can stop them. Teamwork is an important skill to have, that is why many employers prefer to hire employees who work well with other people.
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