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[bookmark: _Toc18352576]Introduction 

This report will be focused on the employability skills and the skills for success. It explains the different types knowledge and competence necessary for the personal and professional development the skills that any person needs to improve to be successful in the workplace.
 There are many programs and courses to improve skills and acquire new skills that employers are looking for. The participation of the elderly population in lifelong learning can help to solve the problems of unemployment and to find a better job. But on the other hand, good education is not a guarantee of a decent job. People develop and improve their skills with practice – the more time devoted to studying and testing a skill, it grows and gives confidence to the person. This report is to analyse some of the employability skills that a person should have in order to be able to find and keep a good job, as one of the difficulties to finding a job may be lack of well-developed skills. career choices and career management are throughout life and it requires set of knowledges and skills which provide the possibility person to find a job, to adapt in the workplace to handle professional tasks and to obtain satisfaction and adequate remuneration for their labour. This set of knowledges and competences call employability or skills for employment and they are often described as are common language that communicate in the workplace.
[bookmark: _Hlk18351254]The chosen skills to explore there are communication skills, problem solving, team working and time management.





[bookmark: _Hlk17548984][bookmark: _Toc18352577]Communication

The communication can be indirect and direct depending on the means, the ability to communicate is sought for all employers. Many jobs require good communication skills. This is one of the key skills necessary for any business. By improving communication between team members, the teamwork can be improved (Oetzel, 2017). Effective communication will ensure that employees will carry out operational activities together and coordinate among themselves in terms of tasks must be met. Successful communication and teamwork allow organizations for out better their business operations (Newell, 2012). 

· Written communications:  notices, memos, messages, contracts, letters, employee manuals, job descriptions, faxes, emails, reports, advertisements are some of forms of written communication. In the workplace very often use written communication, as there can be many benefits for the employers and employee of communicating in writing. The written communication is more effective in the business and records can be stored and used for proofreading.  Written communication in many cases is more formal, but can be messages, emails, postcards or notes to colleagues.
·  Non-verbal communications are when the people used body language. Speed or volume of speech, pitch and intonation, facial expressions, body gestures or movement. According to Nicholas Harvey (2006) in some situation people prefer to rely on nonverbal communication. Usually can say many things with words, but actions can speak louder than words and when actions show otherwise, they do not lie. The feelings and emotional states can be seen in facial expressions, gestures or eyes and when the people are confronted, they believe the nonverbal language. Therefore, when talking face to face is best seen what the other person thinks. Very often, job interviews are rejected highly qualified candidates because of body language. 
· Verbal communication. The verbal communication can be split in four types: public communication, small group communication, personal communicational and interpersonal communication. Includes meetings, classes, interviews, conversation, debates, discussion and others. According to Neil Conor (YouTube) no one is born with this skill. Practice is what is needed to improve this vital skill People gain, improve and develop this skill throughout his life. 
Communication skills are necessary for most of the jobs and is important for the employers to requite people who can communicate better. This is one of the important skills that I need to improve. Communicate with the employers, colleagues, customers outside the company are everyday needs and ability to communicate is valuable for the organizations. Effective communication among employees increases production and reduces errors (Harvey, 2006).
 I need to improve my communication skills because they are necessary for almost every business. One of the difficult thinks for me is speaking to an audience. I can improve my public speaking skills with practice. Well-developed communication skills will help my in the workplace with the employer, colleagues and customers. By improving my communication skills, I will become more confident.  

 
[bookmark: _Toc535274716][bookmark: _Hlk17825388][bookmark: _Toc18352578]Problem solving: 

Every difficult situation needs answer. The skills to find a solution to the problems is highly valued by employers (SM Golts AMB) Ability to deal with difficult tasks and in new situations is a skill that is associated with other personality characteristics. People who can solve problems very often as well possess qualities such as creativity, critical thinking, self-organization. According Stella Cottrell (2005) has a few type basic approach and techniques for problem solving:
· Talk with others - asking others for ideas or privies experience, discussing the situation and listen their opinion can greatly help in making good decisions. 
· List - many people do list to organize your tasks. Placing starting points easily leads to many problems. 
· Finding information - Finding information on the Internet, checking in books or magazines allows to consider different opinions and options from which to choose the best to take appropriate decisions on certain issues. 
· Calculated - many people make their decisions equations calculate the costs and benefits of a given situation and which solution will be the rule.
· Trial and error - quickly deciding and if not properly tried again with another solution and repeat until you come to the right decision. 
· Follow the rules - some people decide just following the rules while adapting and achieve the required result. 
Whatever techniques are used, the above-mentioned or other, the important thing is the result. In different situations can be approached in different ways, but when you reach a good solution to the problem - the approach is not so important. People daily need to make decisions and solve problems Cottrell (2003) 
Sometimes need to solve everyday issues that do not require much thinking and have no serious consequences, but often are faced with problems whose solutions have irreversible consequences.
If I do not have to take a quick decision, I use several of these techniques, consider well all views and options and decide which will be most useful and who will be the best way to solve the problem. For me best opinion is generating several different answers to one problem. This is `multiple solution approach` to solving the problems Cottrell (2003). The people who have good problem-solving skills, usually are creative, has new ideas and generative thinking all employers valued this skill. According to many of the tests I have done, I can think critically. The critical thinking skills shows strictness in the way how somebody think or work and helps to be specific and accurate and it is useful for problem solving Cottrell (2005).

[bookmark: _Toc18352579]Teamwork

Stella Cottrell (2003) described the ability to work with others in a team is valued by employers and team members. Listening to others, hearing their views and ideas, finding ways to working effectively, working out priorities, looking for solutions and making decisions, based on the facts and working hard are some of the ways of contributing the teams. works as one, works to strengths, includes everyone and respects all team members are characteristics of effective team Cottrell (2003).
[bookmark: _Hlk18318466]  As well as the ability to solve problems and ability for teamwork is highly valued by employers. As stated by Alison Doyle (available online www.thebalancecareers.com) the teamworking skills are a very important skill that is needed almost everywhere in business, teaching, among friends and even family. Teamwork is not just when a group of people working together. Ability to work in a team is important not only for employers but also for colleagues. To be successful a company needs to focus employee skills for teamwork. Working well together people carrying out the work at a faster pace and more quality.
[bookmark: _Hlk535268534]Ability to work in a team is one of the key skills for employment. Regular staff meetings and maintaining a good working atmosphere predispose a group of people to work well together. When this group of people are complementary, looking in one direction, they are jointly responsible, have a common goal to achieve it they are a team. In business, people are needed who have the skills to work in a team. When a group of people are motivated to work together and succeed together, they work as a team. The teams can achieve much more when everyone work for a common purpose. The team-working skill can be in many ways to work with others Cottrell (2008)
· Encourage – by telling other what they are doing well or asking their opinion.
· Offer constructive criticism – showing other how-to improve in a positive way.
· Receive criticism – listening, thinking about, asking for suggestion.
· Collaborate – when sharing strategies or giving suggestions.
· Co-operate – working whit other.
When work with more people everyone must have individual responsibility to them. This makes from one group to be a team. It is important how somebody adapted to the changes when work with other people. 
According Stella Cottrell (2003) the team working skill is expressed in caring what happens to others on the team, respecting others team members, listening to other people`s ideas, taking responsibility for task that need to be done, being able to take criticism.  
Considering that I get along with other people, I can say that I can work in team. I can listen to the opinions of others, respect their views and ideas and share mine, but I do not put my needs before the needs of others and respect the opinion of everyone. I take responsibility for the topic that needs to be done and I try to contribute enough for end goal. I am looking for solutions, making an impartial assessment of the situation and making decisions based on facts and good for all team. I am able to take criticism an work together with others.

[bookmark: _Toc18352580]Time management

The ability to manage time is one of the important skills a person has. Stella Cottrell (2003) identifies time as a most valuable resource. Being late, Missing appointments or deadlines, taking too long to complete or rushing at the end of task are some of indicators of difficulty managing time. For many people managing time is difficult task. Grissom (2014) examines the connection between time and performance. Employers appreciate the ability to manage time and this skill is highly sought after. Employees with well-developed time management skills are more efficient and productive as they focus on the most important task. Saving time leads to increased revenue and saves money on the organization (Alison, 2019). Managing time is when the people work effective, assigned priority and consider when each task needs to be done. Being late, missing deadlines, taking too long to complete a task or running out of time shows not well use of time and can be problem in the workplace. There are many practices for time management: organize work, break down big tasks, prioritize tasks, track time, set time constrains, eliminate distractions, delegate to others when is possible or share some tasks.
I am well motivated to start, I plan my activities, I use diary, to-do lists and alarms, but I am not good enough with time management. I must learn to say “No” and to ask for help or delegate to others when I can, allow time for delays and interruptions and reduce “time wastage”, because time management skills is important for success.



[bookmark: _Toc18352581]Conclusion
[bookmark: _GoBack]
[bookmark: _Hlk17784666]Employability skills are traits and skills which are core in nearly every job, and some time called job-readiness skills or foundational skills Alison (www.thebalancecareers.com). The employability skills are important for the succeed in the workplace and the employers look to hiring people with well-developed skills. According Nickson (2017) In the UK employability is a concern of the government. For employers, it is important to hire highly qualified staff, but workers need besides a good education, have good skills to work can keep the workplace and to develop professionally. There are many courses that offer development and skills needed to find jobs. Much of skills are interconnected. Possessing a skill and trying to develop it, a person can acquire another skill too. To be successful they must have a set of skills. They can be interpersonal and interpersonal (Cottrell, 2008). Employability skills are the intellectual skills. 
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