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Introduction
[bookmark: _GoBack]This report is about employment skills in the work place. Employment skills are the skills you need to have in order to be employed. If you lack these skills, you might fail to get the job. Some of these skills in this report are teamwork, communication, time management and technology. It shows the importance of having these work skills at the work place, the benefits to employers, managers and employees. There are advantages and disadvantages of some of the skills needed at  the  work place.
Team work
This is where by a group of people share the same ideas and skills in the work place to help one another. In our everyday life teamwork plays an important role in many areas of work or organisations. So as an employee you need to be able to work as a team in order to be employable in some companies or organisations.
Many managers realise that workers have got an important role to play in terms of ideas and solving problems, involving people who work daily helps managers to learn how the job is done effectively .It also helps to understand specific problems employee face in some areas. As far as I am concerned this is one of the skills I have and I have learned more about that same one need to have.
In many companies or organisations you find that if someone doesn’t have this skill, he or she can fail to do the job. Also in many jobs you need to work as a team to complete the task.
Many companies do have teamwork in their work place. This leads to efficient and effective production. Team work allows others to gain strength from fellow workers. You might find that you are weak in one area and someone else is strong, and Vice-versa. Workers provide a major role in business. Employees can provide ideas for new products and different ways of doing things, they solve problems and move the business forward, if managed effectively employees provide quality, innovative work at a low cost and faster rate. To achieve this they must have the ability to contribute and be listened to. Their participation can help the firm to be competitive.
According to my experience, employers need to employ someone who can work as a team. Let us have an example of places where teamwork is very important. These are places like industries, building, colleges, schools, universities, cinemas, airports, supermarkets, car industries and many other places as well.
Here is an example of my work place in a supermarket. It is a home delivery service. We start as a team to pick, another team put them in order. So that they do not mix and finally the other team load it on vans for delivery.



Advantages of working as a team
· You learn from each other.
· You can do much work in a short time.
· It is easy to solve a difficult task as a team.
· There is an opportunity to learn new ideas and skills.
· Working as a team stimulates motivation, performance and attendance.
· As a team you achieve high quality work, which increases profits and product quality.
· Greater creativity and innovation can be achieved.
· Improved productivity, profitability and employee satisfaction by sharing ideas, opinions and interpersonal skills.
Disadvantages of working as a team
· Although, team work has many disadvantages in the workplace, there is some disadvantages as well you may find that some employees find it hard to work in a team which makes it difficult for them to co-operate.
· Lack of creativity as same workers follow the idea of others in case of strike. Nothing can be done because workers do it as a team.
· Present evaluation and reward challenges it becomes slightly difficult because the employers cannot know the performance of each person as they do work in teams.
· Conflict can develop between the workers.
Communication
Communication is the transfer of message from the sender to the receiver. This can be done by verbal, writing  and nonverbal. This is very important because you need have to show your employer that you can communicate well by using different methods of communication. Employers need someone  who can show good communication skills, through speaking fluently to a variety of people while keeping good eye contact, also using a simple and understandable language, listening attentively, writing well and working well in a team.
Examples of communication skills
· Interpersonal communication skill- this is whereby you communication using face to face with one or more people.
Verbal communication
· This is an important skill need in the work place. Employees need someone that can speak clearly, calmly and politely. It’s good to smile in a friendly way when you are communicating to your boss and fellow workers as well.  
Listening
· In work places, you have to be a good listener when you are being communicated to. If you do not listen, it’s very hard to understand “what you are being told”.
Confidence
· It’s good to be confident when you are saying something either to your manager or co-workers.
Empathy
· You have to show your employer or colleagues that you understand what they say and respect it. 


Clarity and Concision 
· As an employee you do not need to talk too much or very little. This doesn’t matter whether you are speaking face to face, by phone, skype, video etc. Organise yourself before you say something.
Open mind-ness
· It’s good to understand and listen to other people’s points rather than wanting to be listened to.
Respect 
· People will feel happy talking to you if you respect them. For example if you call someone’s name, make an eye contact, listening and speaking actively will make someone feel happy.
Feedback
· This is very important in work places. If you are given a task to do as a team or individually, your manager expects a feedback.
Picking the right medium
· Here you have to choose the right way to communicate. You might need to speak to your boss when he or she is busy. The best type of communication here can be texting, Emailing or other means.
Non-Verbal communication  
· Body language is very important as far as communication is concerned. This tells how the person is feeling. For example eye-contact is very important. If someone is not looking into your eyes, it might be difficult to believe him or her.
Communication in writing
· Writing is a very important way of communication as it helps you as an employee and employer or managers. Writing helps to communicate to each other clearly. It also helps to transfer the message with clarity in gathering of people them through face to face. Poor writing gives an employer a negative reaction. For example if you put some grammatical mistakes, spelling mistakes, customers might doubt the company. So spellings, grammar, punctuation are very important in writing. When same employers see, mistakes in writing, they may reject the application straight away. Good writing delivers messages more clearly and quickly. It avoids being misunderstood, being confused and time wasting.
· These days you find that written skill is suffering because of modern technology.
 Time management
· Time management refers to the way you manage your time better at work place and out of work. Employees who manage their time properly cannot be distracted. They also get support from their fellow workers to achieve their goals.
Top time management skills
Prioritize
· This is where by you need to do the most important tasks in a way that is suitable for you.
Schedule
· You do need to schedule your day, week monthly in a proper way. If you schedule your day in a better way, every work can be finished on time.

Keeping list to do:
· Plan your day before it starts help you not to forget some important things. It’s better to list down the things you are going to do at a certain time.
Rest
· It’s good to rest when it’s time to do so. Working long hours and not for health and productivity of the company. 
Examples of time management 
· Doing hard tasks when you are still energetic then easy ones later.
· Not too much talking with fellow workers
· Planning daily routine.
· Healthy eating to get more energy 
· Physical exercise and socialising during leisure time.
· Asking for help when you need to.
· Being punctual.
· Taking short breaks for more energy.
· Plan for the day the night before or early in the morning.
Benefits of time management
· Less stress: because everything is planned already, there is no rush to do things.
· More is done.
Much work is done because you know what to do at a particular time.
· Less work.
· Being organised at work makes everything run smoothly, otherwise you might end up doing the work twice because of mistakes or forgetting to do something.
· More free time.
· By managing your time, you can get some free time to relax.
· Less wasting time
· When you know what to do at what time, you waste less time doing unnecessary things.  
Technology 
 Technology is the scientific invention by humans to make our life easier. Technology is a very important skill in our work places. You find that in every work place technology is used to speed  up  the work and making it easy. Imagine if there is no technology in work places, it could take days, weeks or months to fulfil the orders or salsify customer needs. To have this skill is very important because it can make you employable. This skill needs you to be able to use the computer for word processing, sending and receiving emails, answering phones and using photocopier as well. This skill needs someone who can be able to communicate well using:
· Email
· Texts
· Facebook
· Twitter
· WhatsApp
· Instagram
· YouTube and many more.


Importance of email in workplace: Email is very useful in work places because of its low cost and can easily be sent and received. To communicate well, email needs someone who can write well, no grammatical mistakes and spelling mistakes.
Function 
· Email can easily be shared by many workers for sharing information, good communication and so on.
Format
· Email need to be in a good format which can easily be understood by the receiver. When drafting the email in order to be understood by the fellow workers.
Etiquette
· When sending the email externally or internally. It should represent the content of the email.
Effects
· Email is the global communication tool because it’s quick to send and receive. Employees can easily send and receive the message through IPad, computer, smart phones and PDA anywhere. 
Employment skills
Employment skills I have are teamwork, communication, time management, learning and technology. Employment skills I need to develop are problem solving, initiative and enterprise, planning and organising and self-management to achieve this I will use online training, google scholar, colleagues at work and social media. 
Conclusion
Employment skills are the key factors for employers and employees to be productive in the work place. If these skills lack in a company it might end up with less productivity. The company should also create a learning environment for the workers develop the skills they lack. And these skills go hand in hand for a company to perform better. Lastly but not least the company needs to train its staff because technology changes it all the time.
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