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[bookmark: _Toc17808132]INTRODUCTION
The purpose of this report is to analyse the different types of Academic and employability skills needed at work place.
To do this analyse the report will analyse different types of employability Skills .
What is Employability skills?
Employability skills can be defined as a group of attributes ,skills and knowledges transferable that gives you a better opportunity to be qualified for an employment and to be successful in  chosen occupations (Kentuniversity, 2019).


[bookmark: _Toc17808133]DEVELOPMENT
This are the  different types of Employability skills that the report will analyse .
· Communication
· Team work
· Problem solving
· Critical thinking
· Time management
· Listening
[bookmark: _Toc17808134]Communication :
According to Maund, Schriek and Tinkler (2017), Communication is a process in which information are exchanged   between individuals, groups or organisations through a common system or channels. Good communication skill is one of the most important life skill, it is very important to have a good communication skill because at work place you need to communicate with the colleagues for the efficiency of the performance.  I believe I have a good communication skill because as a Tesco delivery driver I work in a shift of about 150 drivers which we have to interact every day, sharing the same vans, same working equipment and helping each other for different task. In all this daily interaction I never had any argument or conflict with any member of the team, for that raison I can confirm I had a good communication skill. 
There are different types of communications
Verbal Communication is when the communication is oral (individuals or groups talk to each other to communicate).
[bookmark: _Hlk17806774]Non verbal communication is when there is no speech, individuals or groups communicate between them using gestures, visual or behaviour to express their though or feelings (yourarticlelibrary, n.d.)..
Written communication is when the information or the message is sent or received by the use of written words. Written communication is the most important and effective way of communication at work place. When the authority write to the subordinate, the message or the instruction will be well executed without any doubt or confusion and it will have a written proof in case of dispute. The advantages of written communication are no contact with the person you writing to, if you are manager you can ask your workers for overtime without seeing them. Saving of money in case you have to communicate with a person at the long distance, you do not have to make expensive calls. Written communication can be used as proof. The disadvantages of written communication are, The delay in communication it takes time for the message to reach the receiver and for the receiver to answer or to reply. With written communication there is also a lack of secrecy, anyone may be able to read the messages being written. It may also be considered costly to communicate through written communication, this is due to how sending messages through things such as post may come with costs when being delivered, therefore making it expensive compared to other forms of communication e.g emails and texts (Thebusinesscommunication, 2019).
[bookmark: _Toc17808135]Team work :
Team work is when individuals work together in a team to get a task done. Team work would certainly be considered as one of the most important skills within the work place. This is due to how it allows you to build relationships with others therefore also allowing you to complete tasks in a shorter space of time. I as a Tesco Delivery driver believe that I have good team work due to how it is an essential aspect of my job. My Team work skills enable me to build my relationships with my colleagues as we share the same equipment, delivery trucks as well as the same working space. My team work skills also allow me to complete my tasks on time as I would receive assistance from colleagues when loading delivery trucks etc.
Some of the benefits of good team work skills would be how individuals would benefit from tasks being completed in a shorter period of time as the work is split between 2 or more people. This would make the job easier to complete and may in fact motivate staff to work harder as they are aware of the support they are receiving from colleagues. Another benefit of good team working skills are how it allows colleagues to build relationships with one another. Work can become repetitive and boring, however building relationships with others will allow you to socialise and therefore make work more enjoyable. This again may also motivate staff to work harder as socialising may take their minds off the boring and repetitive work.
However, on the other hand, there are also disadvantages to team work. Teams can also have clashed every now and then. This may be due to arguments, competitiveness or a difference in cultures, views and opinions. This would have a negative impact on team work as productivity would decrease. This would be a result of colleagues no longer wanting to work with each other, which would then slow down how quickly tasks are done. Some colleagues may not even perform their jobs to the correct standard due to being unhappy and this would affect how well the overall tasks are done.

[bookmark: _Toc17808136]Problem Solving :
A problem is any unpleasant situation which prevents colleagues from achieving what they want to achieve e.g completing a task given from work. Any effort shown to eliminate a problem is known by the term problem solving. Problem solving skills refers to our ability to solve problems in an effective and timely manner without the situation escalating. I believe I have good problem-solving skills as a Tesco delivery driver due to how on job I would stop certain situations from escalating. For example, whilst doing my job I would be required to deliver to the homes of customers. If there was an occasion where I had delivered to a customer’s home and they stated one of their products hadn’t been delivered to them, I would use my problem-solving skills to defuse the situation by apologising to the customer for the inconvenience. I would then offer the customer a refund and reassure the customer it won’t happen again by reporting the situation to my manager.
A benefit of good problem-solving skills would be that it can be very useful when working in a team or even when it comes to delivering good customer service. Good problem-solving skills would allow you to defuse a situation before it gets extreme, therefore allowing me to continue my job without any problems or incidents. If a customer were to have a complaint good problem-solving skill would allow the situation to be defused without the customer feeling upset as they are on of the most important stakeholders to the business (Tesco). 
Without good problem-solving skills deliveries could result with unhappy customers which make complaints on the customer service provided by Tesco. This would be a problem because they may stop making purchases from Tesco and instead go to a competitor such as ASDA or Sainsbury’s. This would have a negative effect on the amount of sales that Tesco is making as customers are to businesses biggest source of income.

[bookmark: _Toc17808137]Critical thinking :
According to Cottrell (2008), Critical thinking is when an individual is able to assess a situation and make a thoughtful decision based on their judgement of the situation. Critical thinking is a very important skill as this can have a massive effect of the efficiency of productivity of a business/workforce. Critical thinking also ensures that everyone is working smart which ensures staff are working in a way which works best to ensure tasks set are completed on time. I as a Tesco delivery driver believe I had good critical thinking skills. This is due to how when delivering goods, the customers homes or other Tesco outlets, if I spot a large build of traffic, I would use my critical thinking skills to chose a different route to ensure I reach my location on time therefore avoiding delays and bad customer service. I would also use my critical thinking skills would loading the delivery trucks as I would load the good in a way which follows safety regulations and, in a way that I can fit everything that needs to be delivered.
A benefit of good Critical thinking is that it forces employees and managers to look at a situation and weigh all possible solutions before coming up with a final decision. This would allow the business to then chose the most time efficient method which would allow all tasks set to be completed on time whilst ensuring high standards are maintained. Critical thinking also allows the businesses to keep on finding new ways of doing things which can help them complete more in a shorter period of time therefore making the workforce more efficient (Smallbusiness.chorn, 2019). 
[bookmark: _Toc17808138]Time management :
Time management is the process of organizing and planning how to divide your time between specific activities. Good time management enables you to work smarter – not harder – so that you get more done in less time, even when time is tight and pressures are high. Failing to manage your time damages your effectiveness and causes stress. I as a Tesco delivery driver believe I certainly have good time management skills due to how this is a crucial aspect of my job and my job revolves around the idea of ensuring my deliveries are made on time. For example, when I have to deliver goods to another Tesco outlet, I am given a time by which I must have the goods delivered by. As a result of this I must manage how long it takes me to load the truck, find the route with the least traffic etc. Managing all of these aspects would allow me to ensure I complete the delivery on time.
A benefit of good time management skills is that when delivering to customers is ensures that the customers will receive their goods on time. This is important because customers are prioritised by the business therefore ensuring they receive their goods on time will give them a better shopping experience. As a result of this they may even consider recommending to friends and family which increases Tesco’s sources of income. Another benefit of good time management skill is that it can be seen as a way of reducing stress and the risk of getting into accidents. When everything is completed on time this removes the need to rush and perform under pressure. When rushing or performing under pressure there are greater chances of getting into incidents such as car crashes or dropping products etc. which can then even result in injuries.

[bookmark: _Toc17808139]Listening :
Effective listening skills are the ability to actively understand information provided by the speaker, and display interest in the topic discussed. It can also include providing the speaker with feedback, such as the asking questions; so, the speaker knows the message is being understood or they are at least aware an effort is being made. I as a Tesco delivery driver believe that I have good listening skills as it is also an essential part of my job. When I am instructed by a manager or team leader to do my task, they will inform me of what needs to be done and how I must do it, as well as by what time it needs to be done. For example, I may be told I need to deliver 8 crates of drinks to a Tesco outlet in east London by 5pm, and it would be my responsibility to ensure this happens. My good listening skills allow me to take in this information and then complete my task in the time given.
A benefit of good listening skills would be that is allows me to ensure I take in all of the information given to me therefore reducing and removing the chances of errors or mistakes being made. This would then also help completing my job being done correctly be much more achievable. Good listening skills also removes the chances of confusion whilst I am working therefore giving me confidence in what I am doing. This is important as confusion may cause delays and result in me taking much longer to complete a task than I usually would.

[bookmark: _Toc17808140]CONCLUSION
In conclusion I believe that all of the skills have an important role to play in the workplace. Neglecting one of the skills can result in a disaster and the job being completed to a poor standard or not even completed at all. As a result of this all of the skills must be prioritised equally and they would all contribute to the job being done to a good standard therefore resulting in good customer service etc. For example, good listening skills would allow you to ensure that you take in all of the information given therefore reducing and removing the chances of errors or mistakes being made. Without good listening skills orders may be carried out wrong resulting in bad customer service.
Critical thinking also forces employees and managers to look at a situation and weigh all possible solutions before coming up with a final decision, which allow the business to then chose the most time efficient method which would allow all tasks set to be completed on time. Without critical thinking skills everything may be done in the least efficient time which may result in things not being completed on time. Problem-solving skills would be very useful when working in a team or even when it comes to delivering good customer service as it would allow you to defuse a situation before it gets extreme. These examples just come to show how each of these skills contribute massively to the workplace therefore none should be neglected.
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Time allocated: 1 hour. Please return your paper to the lecturer upon completion. It will be returned
to you at the next session. You will need to include a scanned copy of this exercise in the form of an
appendix together with you Task 1 (part of the Assignment for this module).

Student Name: &MD_@&ZLW Student ID: J.MB__

Ex.1

Write a paraphrase of the following passage

Mike Erwin never envisioned himself as a social entrepreneur or activist. While he was no stranger
to leadership positions, his primary experience had been in large, structured organisations. He
thrived in the highly regimented program offered by the school. Later, Erwin excelled in his
assignments in the Army, winning multiple awards and medals. However, the founding and growth
of Team RWB had none of the characteristics of his previous endeavours. Erwin’s enthusiasm and
the organisation’s mission caught on rapidly and Team RWB attracted media attention
disproportionate to its size. Very quickly, the organisation grew beyond anything that Erwin had
anticipated. Without any intention to do so, Erwin accidently became an entrepreneur.
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In-class exercise 1: Paraphrasing

Ex.2. Decide whether the paraphrased passages are acceptable or unacceptable by circling thes
correct answer and briefly explain why.

Original Source: A key factor in explaining the sad state of American education can be found in
overbureaucratization, which is seen in the compulsion to consolidate our public schools into massive factories
and to increase to mammoth size our universities even in underpopulated states. The problem with
bureaucracies is that they have to work hard and long to keep from substituting self-serving survival and
growth for their original primary objective. Few succeed. Bureaucracies have no soul, no memory, and no
conscience. If there is a single stumbling block on the r\?o«he future, it is the bureaucracy as we know it.

Eaward T. Hall, Beyond Culture, Anchor Publishing, 1977, p. 219

American education is overly bureaucratic. This is manifest in the increasing size of educational institutions,
even in small states. Bureaucracies are bad because they tend to work to promote their own survival and |
growth rather than that of the institution, as was their initial objective. Most bureaucracies fail because they
have a conscience or a soul. | believe that bureaucracies are the biggest stumbling block on the road to the
educational future.

Paraphrase 1 - acceptable

Reason:

Bureaucratization has proved to be a major stumbling block on the road to our educational future. American
institutions have become factories that are more conducive to the growth of bureaucratic procedures than
to the growth of the students who attend them. Bureaucracies have to work long and hard to keep from
promoting their own survival rather than the edu:at‘ionyals that were their primary objective.

unacceptable

Bureaucratization has proved to be a major stumbling block on the road to our educational future. American
Institutions have become factories that are more conducive to the growth of bureaucratic procedures than
to the growth of the students who attend them. This means that, as Edward T. Hall says in his book, Beyond

Culture, today's educational institutions "have no soul, ni mory, and no conscienc

Paraphrase 3 - acceptable.

)
In his book, Beyond Culture, Edward T. Hill(d‘i::uses the problems posed by the increasing bureaucratization
of American educational institutions. Hall maintains that overbureaucratisation is one of the key factors
governing the state of education in America today. He points to the tendency of bureaucracies to promote
their own growth and survival first and foremost, and observes that few overcome that tendency. He believes
that this is responsible for the fact that many public schools bear a closer resemblance to factories than to
educational institutions. In Hall's words, “Bureaucracies have no soul, no memory, and no conscience.”
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In-class exercise 2: Summarising - RESIT

Student Name: 72/0}7"/}’@ YEMAI NEANGA-  Student ID: ”yzzzﬁi

Time allocated: 1 hour. Please return your paper to the lecturer upon completion. It will be returned
to you at the next session. You will need to include a scanned copy of this exercise in the form of an
appendix together with your Task 1 (part of the Assignment for this module).

Ex.1

Read the following text and make notes on the main ideas. You can do this on a separate piece
of paper which you do not have to hand ih.

Who killed Nokia?

In October 1998, Nokia became the best-selling mobile phone brand in the world; by 2013
Nokia-had lost it all. What led to the company’s decline? In order to understand its rapid downfall
from its position as a world-dominant and innovative technology organisation, a qualitative study
was conducted. It consisted of interviewing 76 Nokia top and middle managers, engineers and
external experts and conducting in-depth investigations.

According to the findings, published in the 2015, Nokia had suffered from organisational
fear; it was g}ounmmm There
are descriptions of some members of Nokia’s board as “extremely temperamental” who regularly
shouted at people “at the top of their lungs”. Threats of firings or demotions were commonplace.
Fearing the reactions of top managers, middle managers remained silent or provided optimistic,
filtered information. One middle manager told us “the information did not flow upwards. Top
management was directly lied to...”.

Moreover, top managers realised that Nokia needed a better operating system for its phones
to match Apple’s iOS; they knew it would take several years to develop, but were afraid to publicly
acknowledge the inferiority of Symbian, their operating system at the time, for fear of appearing
defeatist to external investors, suppliers, and customers and thus losing them quickly. Nobody
wanted to be the bearer of bad news. Top managers also lacked technical competence which
influenced how they could assess technological limitations during goal setting; by comparison, the
top engineers at Apple were all engineers. Instead of allocating resources to the achievement of
long-term goals such as developing a new operating system, Nokia management decided to develop
new phone devices for short-term market demands.

Nokia’s ultimate fall can be put down to internal politics. In short, Nokia people weakened
Nokia people and thus made the company increasingly vulnerable to competitive forces. When fear
permeated all {evels, the lower rungs of the organisation turned inward to protect resources,
themselves and their units, giving little away, fearing harm to their personal careers. Top managers
failed to motivate the middle managers with their heavy-handed approaches and they were in the

dark with what was really going on.
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Ex.2

This task is designed to see if you can summarise ideas from course materials in your own words.
Re-read the text ‘Who killed Nokia?” on previous page. Now answer the following question in your
own words: What factors contributed to Nokia’s downfall? Write about 175 words.





