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Introduction	
The purpose of writing this report is to analyse four different employable skills that I have or may need to improve on. Time management, Communication, Team Working, and Organisation are the skills which will be analysed. Many employers think it is necessary for all employees to have these skills for the workplace as having these skills in the workplace can result in more productivity.
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Time Management
Time management is the ability to plan and organize time to enable you to be more effective in life, especially at the workplace. Time should not be wasted and should always be focused on the main factor. When time is not misused, and task is kept as planned, tasks are completed as per priority and on time. According to Morgan (2017 p52), “Good time management is the ability to control our use of time to such an extent that we are able to plan and manage what we do without undergoing stress, or tension”. Time management is when a person does not procrastinate.

Why is it good to have this skill in the workplace?
It is very important to have good time management at the workplace as this helps to be more organized and effective. People can be in control more when they learn to manage time wisely. According to Andrews (2014), those who arrange their time shall surely end up with a better result because required attention has been given to the work. Good time management skill allows work to be done on time and without stress. Having good time management can help a person focus more on what needs to be done.

What happens if you do not have this skill at the workplace
Lack of this skill affects the efficiency of the workplace. For instance, A person may find themselves doing the least important first and unnecessarily delaying and these can lead to be a stressful and unhappy person. Bad time managements can cause a lot of frustration due to overload of unplanned work. If a person does not have this skill, it can negatively affect their work performance and deadlines can be missed.

I have this skill
I have this skill because I am good at planning and organizing myself. I use the parent’s 80-20 rule which makes life a lot easier for me. According to Cottrell (2015), writing your duty for the day and putting them together will allow you to have more time to do them. I can do more within a short time and this makes me less stress at work.

I need to improve on this skill
I need to improve this skill because I do not use the Eisenhower method as much as I should. Knowing what is urgent as per my plans for instance, I sometimes try to carry out many tasks at once and this makes me not focus on my time and on what is most important. I need to learn how to prioritize my duties in accordance of importance and urgency. 
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Communication
Communication is very important in the workplace. Effective communication will lead to productive, and better operation within the work environment. In the workplace, having good communication is the key to a great business result. Communication is verbal and non-verbal. Verbal communication is when people share information by speech and nonverbal communication is when you use gestures. 
According to Maund, Schriek and Tinkler (2017, p.49), “As verbal messages are being communicated, an equally important process of communication is taking place on a nonverbal level. Nonverbal cues from a speaker such as smiling, eye contact, or gestures help listeners interpret the meaning behind the words a person is using to communicate a message”. Good communication can lead to a successful work place. Without good communication in the work place, it will be impossible for the business to be successful. 

Why is it good to have this skill at the workplace? 
Having good communication skills is a necessity at the workspace because it helps people to understand a person. Communication leads to productivity at the workplace. Majority of workplaces believe that to be top in the business world, good communication skills must be necessity. People who don’t have good communication skills at their workspace might get things done wrongly and misunderstand their duties. A person with poor communication can have low self-esteem and end up with less confidence at their workplace. Without good communication, it will be impossible to have a successful workplace. According to Hoppe (2018), having good communication skill in the workplace can lead to better work, and relationship.

What about if you do not have this skill in the workplace
Communication is the key to a business success so without it, a person cannot be useful at the workplace. If a person does not have this skill, it will be difficult to relate with people whether staff or clients and be understood properly. People without this skill may have very little confidence and would not be able to achieve much at the workplace. A Person without this skill may not be trusted within any workplace, and this can even lead to your dismissal. 

I have this skill
I have this skill because I am good at communicating with my colleagues both through verbal and nonverbal means. This helps me to achieve more in my social, and work life. I can express myself more when I use gestures. 
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I need to improve this skill
Even though I am good at communicating with my colleagues, I need to improve myself to be able to express myself more, so I can be understood properly. I need to also improve on my listening skills as I can be distracted sometimes.
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Team working
Teamwork is when individuals come together to work, share ideas, and make decisions in a team. Teamwork is about working well together in a team to achieve your goal. Working in a team can be very productive if all contribute and participate fully. When members in the group share good ideas, it most often leads to better results than an individual working alone. Team work is all about collaborating. After all, there is no “I” in team.  
Team working can help bring the best out of an individual by for instance showing other talents of the individual. Team working fosters relationships as people tend to bond when they work together and learn new Ideas from one another. 
Key in team working is communication. It is very important that all team members communicate well to have good results. Effective communication is needed when you work with different people in a team to accomplish better work, according to (Morgan, 2017). According to Ogeah (2003), it is necessary to focus on teamwork by avoiding isolation and developing newer skills. 

Why it is good to have this skill in the workplace
It is very good to be able to work in a team as trust can be built and this can lead to better work relationship. Being in a team can help the person learn skills such as good communication skill, organization skills, and listening skills. In addition, teamwork also makes the person work with confidence. Teamwork helps an individual to become more responsible. Whereas working alone can be very stressful and might not produce a good work result, team work brings out the best in people and problems are also solved leading to good results. 

 What about if you do not have this skill in your workplace
Lacking the ability to work within a group can make it difficult to build strong relationships with your colleagues at work. A person who does not have this skill might not be able to achieve quality work or even impact positively on others. 

I have this skill
I believe I do have this skill because I am able to work in a team and share ideas. I respect each and everyone’s suggestion in my team as we work together.  I can communicate in a team and participate well also. Being able to work in a team has helped me learn new things and acquire skills I do not have. 
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I need to improve on this skill
I need to improve on this skill as I can be isolated sometimes. Being open will help to be more involved. I must also be supportive towards others in my team to be a better team worker. 
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Organisation skill
Organisation skill contributes a lot to what is needed within the work place. Decision making, goal setting, planning, and creative thinking are few of what organisational skill can help in. Organisation skill is when a person plans and achieves their targeted goals on time. Good organisation skill can improve and make a better work place that will create productivity. Organisation skill always help people to stay on track and focused. This skill can help workers to be successful within the work place. Good organisation skill makes a person understand their time management more. Good quality work can be produced when you have this skill.

Why is it good to have this skill at the workplace
People with this skill will be less stressful and can be able to achieve what needs to be achieved within the set time. When you have this skill, it is possible you can multitask as you would have planned everything that needs to be done. This skill will help to priorities your work load. People with this skill tend to be more professional at their workplace. Having this skill can lead to efficiency and can also lead to career growth.  

What about if you do not have this skill
A person without this skill might always be under stress and can be unhappy at the workplace. Without this skill, workers can be less productive. People who don’t have this skill can lose track of time and therefore may waste time. They will not also be able to handle big workloads.

I have this skill 
I have this skill because I am good at planning and getting things done on time. Once I set my mind on a task, it will be achieved. Having this skill helps me become more organised and focused.  

 I need to improve on this skill 
Improving on this skill will help me multitask while still meeting deadlines. I need to work on this skill to be able to continue to achieve my set target and more.
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Conclusion 
All this skills are needed in our workplace to make a successful work environment, without all this skills it might be impossible for employers to keep a person in the work place, even though they are willing to employ people and teach them the specific job requirement, the person would still need some kind of skill to be hired so it can be easier for the employer to teach them. All these skills will help a person to achieve more in their workplace with confident and succeed very well in any area of their job, as the person will be trusted by their employer. 
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