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Introduction 

The purpose of this report is to provide an analysis of a relevant employability skills     learnt in this module. A few skills which will be analysed are, personal skills, team working skills, communication skills and time management skills, explaining why these skills are important and beneficial for the workplace, what areas are good and which areas could be improved or developed for future.

Personal Skills: 
Personal skills mean having natural skills which employees may have been born with or developed over the years through experiences or training in life. 
It is good to have these skills in workplace as ‘organisations seek personal skills and qualities in candidates, who would complete tasks within time and successfully interact with others in the workplace. Personal skills allow you to shape and manages your daily life, self-express and manage yourself., In addition communicate efficiently with others. 
It is crucial to have personal skills in any job for success, having strong smooth skills works well with organisations in the workplace such as employees, colleagues, clients and employers. They listen well to others and communicate ideas clearly’. “Someone with strong personal skills exudes a positive attitude at work, an integral part of a healthy company culture”
In personal skills high self-esteem is good to have in a workplace, as you have confidence and self-belief within yourself. Self-management is also good for the workplace as you are in control of yourself., In addition able to make decisions in a group for yourself or on behalf of your team.
Motivation and passionate is the key to a positive contribution towards the success in a workplace. 
Having the responsibility to be responsible makes you more strong, confident., In addition independent. It also has positive effect in the workplace. Colleagues, employees and employers will look up to you. Meet the deadlines and complete the tasks on time. 
Having low self-esteem at a workplace can let you down in many areas and it is not good for the workplace, although it is not an area that cannot be improved or developed, taking smaller steps to build up self-esteem is better than expecting it to change dramatically as it may reduce your process speed instead of increasing it. Develop the skill to have a positive effect in the workplace.
Having personal skills allows you to engage in group tasks and aim to finish in a timely manner, offer your advice where necessary as it will help the team to gain some kind of knowledge or experience, in those situations help work colleagues., In addition most importantly explain what is required to be done if the colleagues have not understood fully demonstrate if necessary. 

I have personal skills, I have the ability to work in groups, I can manage tasks given and ensure the rest of the colleagues in the team have fully understood the task. 

Team work Skills
Team working skills means where you have the ability to speak or work in a large number of groups, willingness to work together in a group to achieve a common aim.  
Having the ability to handle larger tasks and demonstrating the ability to work in busier schedules and well under pressure in groups with and without teammates when and where necessary, working well with people with different backgrounds, sharing tasks with other members of team. Ensure team members have fully understood the task given. Positive atmosphere in a workplace is very important especially when working as a team in the workplace. 
‘Creativity succeeds when a group works together on a team. Working as a team will prevent stale opinions which often occur when working independently.’
Working together in a team will allow the group to build stronger relationships with teammates., In addition could have the ability to share their talents.’
“A team works well together because team members rely on each other to bring individual talents to the table. By observing the process behind these skills, you can learn how to combine your gifts and become a stronger team.”


[bookmark: _Hlk522555854]M.Dave.  (1999-2018) Sandler training [online]. Available from: https://www.sandler.com/blog/6-benefits-of-teamwork-in-the-workplace (Accessed: 29 July 2018)

Depending on other people builds trust, working in a group establishes strong relationships with your work colleagues, employees and employers in the workplace. An effective team appreciate working as a team, despite occasional disagreements, and shares a strong bond. To establish a foundation to a relationship there should be trust within the workplace. Putting together unique people in a group may occur conflicts
“While these unique viewpoints create the most successful work, they can also generate resentment that quickly turns into conflict.” 

I have team working skills I work in large groups of people and I share my ideas and I also gain experience and knowledge from my work colleagues on a daily basis
. 
M.Dave.  (1999-2018) Sandler training [online]. Available from: https://www.sandler.com/blog/6-benefits-of-teamwork-in-the-workplace (Accessed: 29 July 2018)

Communication Skills:
Communication skill means the ability to convey information to one another effectively and efficiently. 
Communication is not a message or transmission of a message itself. It is a mutual understanding originating with the receiver, you must ensure the way you communicate with others in a way that it is adapted to their ability of understanding. Avoid sending mixed messages as that will be confusing for the receiver, as that will make things complicated in the workplace. 
Nonverbal communication is the things we do not say consists of eye contact, hand gestures, body language, and tone of voice. Nonverbal is the primary way we communicate out attitude and feelings. We respond and adapt nonverbal messages to others. One of the main common ways of communication is email, its cost effective and the quickest method of communication. 
Communication skills have many forms such as, Verbal communication, Nonverbal communication, written communication, body language etc. “Verbal and nonverbal communication is among group members defines much team life, individual goals, team goals, structure in addition norms and evident in the communication patterns that develop among members.”  
Maund. A, Schriek M. and Tinkler P. (2017) Certificate in higher education: Skills for the workplace student yearbook. 1st ed. London. sage. (p45)

One of the most common form of communication is verbal communication, which majority of the individuals use. It is extremely important to communicate in the most effective way in the workplace to run the day smoothly whilst interacting with other group members. 
‘To accomplish the task, you must manage the relationships through interpersonal interaction. although not all communication is positive., Team performance can be compromised as a result.’
Ability to communicate advantage and disadvantage of this skill are listening (disadvantage won’t be able to collaborate.) 
I have good communication skills. I have the ability to communicate with all backgrounds, I can understand the body language of other people I work with, and if they are happy or unhappy I am able to tell through nonverbal communication. Understanding different forms of communication is very important for the workplace as not everyone will have this skill and when you do have the skill you are able to help others. 
I have good communication skills, I can communicate effectively verbally and non-verbally within the workplace. I endeavour to help work colleagues and employers where necessary, communicate in the way that you are understood by the receiver. 

Time management:
Time management means using the time effectively and reducing time wastage. To manage the time effectively prioritise the tasks that are that are most important  
Effective time management will mean you prioritise your tasks efficiently so that you focus on the most important and time-pressed tasks first. 

[bookmark: _Hlk523132429]‘To ensure employers are receiving the most out of their workers, the employers must ensure they assess the productivity of their employees., It is not only good for business., In addition it is a skill that can be beneficial for the workers.’ If the time management is good in the workplace employees have a solid foundation to secure their role in the business in a higher position. 
[bookmark: _Hlk522567511]Andrews. A. (2014) Activia training. Why is the time management important at work? [online]. Available from: https://www.activia.co.uk/blog/why-is-time-management-important-at-work (Accessed 20 August 2018)

Prioritising your tasks efficiently will mean managing your time effectively, so that you are able to focus on the most important tasks first. Avoid wasting time on things that do not have priority and then rush the things that are urgent or have more priority.’
‘As the work force reduce, the workload remains the same or, in other cases it increases. An effective employee should arrange work in the available time to accomplish the tasks. For a better outcome plan for the following day and have a goal to achieve.
“Time management focuses on balance, an overall purpose, and supporting principles. Personal or professional effectiveness does not depend solely on the effort expended, but whether the effort is in the right direction.” Time management is not just to focus on the time it is to focus oneself too.’
Thomack, B. (2012). Time Management for Today's Workplace Demands. Workplace Health & Safety, 60 (5), 201-203.

Pareto’s 80-20 Rule where he mentions that 20% of the most important activities account for 80% of results.
According to Vilfredo Pareto (1906), “The 80/20 Rule means that in any situation, 20 percent of the inputs or activities are responsible for 80 percent of the outcomes or results.”
It is very important to have this skill as it’s good for a workplace such as, job interview, new job etc., In addition you also save time to do the most important things then to that time in social media or the things that are not important. I need to develop this skill.

Weaknesses:
I need to develop on time management skills, keeping a diary will help me manage the day better. I plan to prioritise the most important things that need to be done, according to Vilfredo Pareto prioritise the most important jobs to avoid time wastage on the things that are not so important. I will develop the skill to use the time effectively and efficiently. 

I need to develop on this skill as I do not always prioritise the most important tasks, by prioritising the most important tasks will avoid time wastage and I will be able to manage the time more effectively.

Conclusion 
This report is focused and analysed on personal skills, team work skills, communication skills and time management, areas that need to be developed and why these skills are good for the workplace. Having these skills is positive for the workplace., In addition it is good to have these skills in the workplace, as it brings a positive vibe in the workplace you have the ability to share your knowledge and experience with other work colleagues. These skills allow you to manage your time and daily life efficiently and effectively. Having the ability to make decisions on behalf of the team is good for the workplace., In addition it’s a success for the company and you are recognised as a good role model for the teamthe employers. Learn from other colleagues and follow the training provided by the employers to expand your knowledge and experience. Deliver your experience to your teammates who may benefit from it. Positive communication will keep the workplace run smoothly and effectively. 
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