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Employability skills


Introduction
The purpose this report to analyse some Employability skills that are required by employers. The skills I will cover are, Communication, Team working and leadership skills. 

Communication
Communication is about getting a message across from one to another person clearly and unmistakeably. There are various abilities needed to communicate effectively. (Holmes, 2011) These can be identified as: 
The ability to communicate verbally with a wide variety of people, speaking clearly so others understand the message you are trying to get across.
The ability to actively listen and not only hear, but gain an understanding of the information being provided. 

The ability to write clearly and concisely so that you audience can read and understand your message. (Holmes, 2011)
The ability to use a varied vocabulary and tailor your language and use correct spelling and grammar.
The ability to interpret non-verbal communication such as facial expressions, the tone and pitch of the voice, gestures displayed through body language. (SkillsYouNeed.com, 2018)
No matter what kind of work you are in you will be constantly using your communication skills. You will need to tell people what to do, receive instructions, plan products and service; train, hire, motivate colleagues and understand what is happening in your company. “In every organization, communication is the way people get their points across, get work done, and get recognized for their contributions” (O. Locker and Kyo Kaczmarek, 2009)
Good communication is a fundamental tool in attaining productivity and retaining strong working relationships within all departments of an organisation. By understanding each other’s roles in the company, Colleagues are able to celebrate and work effectively on projects without unnecessary tension. With trust and working closely will build up an openness, this will allow mangers to point out mistakes in a more amicable way. Working in this kind of open relationship and environment will not only benefit the individual but also the whole company (Time Recruitment, 2018). Employers who invest time and effort into delivering a clear communication strategy will quickly build trust and confidence amongst employees, leading to increases in productivity, output and morale in general. Meanwhile, staff who successfully communicate with colleagues, managers and customers are usually treasured assets to the business and it is an ability which can often set us apart from the competition when applying for jobs (michaelpage.co.uk, 2018). 
By understanding each other’s roles in the company, Colleagues are able to celebrate and work effectively on projects without unnecessary tension. With trust and working closely will build up an openness, this will allow mangers to point out mistakes in a more amicable way. Working in this kind of open relationship and environment will not only benefit the individual but also the whole company. 
More problems are caused in the work place due to poor communication than other issues. Relaying on verbal communication can lead to problems when message is getting passed on from colleagues. This can get distorted as it gets passed down and turns out to be like Chinese whispers, and unintended incident may result as per the confusion of the message.
Furthermore it can be detrimental to a business when employees find it difficult to communicate via written format such as letters and email. A badly written email or letter that does not make sense can all have negative on customers and colleagues. Doing something wrong due to poor communication at work can put your life and others at danger.   
Poor communication at work can lead to unmotivated staff that may question their confidence in their own skills and abilities. This can also create doubts and negative questions about the organisation. 
I feel I have good all round communication skills, however I feel my verbal communication skill is better than my written communication skill. This maybe because I have more work experience in customer facing roles such as restaurants and bars. By serving a diverse range of people has allowed me to speak adapt to different audience quickly. When working in a sales role I have realised that my weakness is admin side. I find it difficult to write the message that I want say in an email. I prefer to speak to a colleague and relay less on written formats, this can cause problems as colleagues can forget and this cancause issues. I feel I need to work on my written communication skills more.    

Team work 
Teamwork is a term used of joining the efforts of bringing members in a project or business together to achieve a common goal. The members of the team work together effectively as a group with the aim of increasing productivity and performance. Teamwork is essential in any organisation. 
The reason that teamwork and communication matters for the effective workplace is because it motivates the unity among the team and the workplace. Teamwork build the relationship among the employees which motivates them and align them to work hard and cooperate with each other (Betta, 2016). In organisation individual contains diversifies talents, communication skills, strength and values. However, when the environment of the teamwork is not encourages so this can create more hurdles for the achievement of the organisation’s objectives. The reason behind the effective approaches of the teamwork and the communication of members within the organisation is that teamwork offers various feedback and responses. With the proper teamwork employees are able to work in more productive procedure which increase their success to analyse and solve the problem. The reason for the implementing the effective teamwork is because it generates the possibility of the initiative to innovate and facilitate (Maduka, 2018). The Tuckman theory regarding the teamwork and communication also presents the whole process of the team through which they are undergone to generate the possible outcomes and results (Shuffler, 2018). However, the Belbin theory also analyses about the various effective roles that is diversified between the team members so that they can focus on their assigned task with better understanding. The basic purpose of the roles of the Belbin theory was to basically improve the performance of the teams and convert them in to highly effective and efficient teams on the basis of communication and collaborations (Ferreira, 2017).
The most important factor for the teams is the mode of effective communication. Teams must offer and present news ideas and suggestions and they must share their information regarding their progress in their efforts (Robles, 2012). Teams must have the proper report of their progress so that they can further forecast about their upcoming projects. In teams conflicts arises many times due to various factors such miscommunication, misunderstanding, lack of motivation and slow progress of the team work. However, if the arising conflicts are solved immediately so it increase the compatibility and productivity and also strengthen the team. In order to resolve the conflicts the team must make sure that there must be equal share of work on each member to maintain the equality and to make sure about the clear set of rules and responsibilities that is need to follow by each team member (Arvanitis, 2015).
Tuckman Theory
The first main theory about the effective team work is about the Tuckman Theory which studied about 50 articles on group development and noted that the interpersonal and group structure were common in his studies (Shuffler, 2018). However, his studies concluded that the teams and groups grow gardualy by moving through four common phases including forming, storming, norming, performing and adjourning. This model of team work starts form the forming stage where various members are introduce and collaborate for the formation of the team (Shuffler, 2018). In the stage of storming various conflicts arises due to different working styles of the people and many teams fails here. Gradually after entering in the norming stage team members starts to accept the norms of teams and appreciate other member’s strength under the leadership. In the stage of performing team engage in setting of their goals and objectives and setting them to do the effective work. Finally in the last stage of Adjourning many teams are separated because of the completion of the task or the restructuring of the organisation. However in this case those members who have built close relationships with their workers will find hard to leave the team.

I feel I have good team working skills, I have built thee skills during the various role I have worked in. I often take a leadership role within teams but will allow a person with more knowledge to be the leader.  I feel I can build trust quickly understand we will not always agree and am willing to work with different people with different skillsets. 
Leadership Skills
Leadership is the potential to influence others towards the attainment of a given goal. Leaders in the organization are considered to be team players that give the others an opportunity to work cohesively in groups ( Gibbs, 1988) The leaders in the organization showcase the different social skills by respecting the opinions and ideas of others. The development of the right leadership skills gives an opportunity for promotion in the organization.“leadership the art of motivating a group of people towards achieving a common objective” (Stimpson & Smith, 2011)
There are lots of leadership styles the four below are identified by (Stimpson & Smith, 2011)
Autocratic leadership a style of leadership that decisions are made on their own, without any consultation. They will set the tasks and instruct to the job done.  
Laissez-faire leadership a leadership style allows employees to make business decision, a ‘hands-off’ approach and opposite to the autocratic style.
Situational leadership Style of leadership used will depend on the nature of the task and the work group’s skills and willingness to accept responsibility. Situational leaders adapt their leadership style to each situation 
Democratic leadership a leadership style that seeks the views of the team and collective decisions are made
Regardless of whether you can learn or be taught leadership, there is no doubt that there are number of core skills leaders have. Just like most things these can also be learnt. 


1. Strategic Thinking
It is probably the most important skill the leader need to have. This strategic thinking differentiates leaders from mangers. 
2. Planning and Delivery
It is crucial to be very well organised and motivated leader to meet own goals. But whatt is more important is to plan for the business or team and deliver for them.
3. People Management
There is no leader if the leader has no followers. Therefore leaders need the people skills to deal with people one on one and on group situations. They need to poses skills for whatever situations that might arise.
4. Change Management and Innovation
As company strategies change, leadership is often particularly important at times of change.
5. Communication
As we already know that communication is important for everyone in the organisation. This is more important to leaders and managers as they need to communicate with more people. As we have identified this skill is not specific to leaders but it seems that leaders are very good at communicating with everyone.   
6. Persuasion and Influencing-
Leaders need to be able to influence and persuade others. And this is especially very important to them. 

I feel that I have varied leadership style. When I am leading a team I prefer to use the situational leadership style. This allows me to change between autocratic to democratic or laissez fare, dependant on the situation and task to hand. I find this causes less conflicts and results in a happier environment.  

Conclusion  
Every job has its own specific skills that an employer will be looking for. However there are some generic job skills that almost all employers will want you to possess. These general job skills are known as “employability skills” 
Having these skills can help you get a job. They can also allow you to stay in a job and gain promotions. During a job interview you will be asked about your employability skills and your job specific skills. (Youthcentral.vic.gov.au, 2018)
It evident that Employers want theses at a basic level but the better you are at it the more chance of success. It is therefore very important to improve and work on these employability skills. 
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