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Introduction
The purpose of this report is to evaluate three employability skills that are essential to majority of employers for their employees to develop in order to utilise it on their job requirement. It is to enlighten the ideas of what has been taught during lectures and the understanding of the importance of skills which needs to be analysed and implement at the workplace. Having those skills makes business and employees life easy to be able to cope in all situations.
The skills which will be analysed are: Time Management, Communication skills, Team working and Decision Making.
Time Management 
Time Management is the process of exploiting individuals time effectively to achieve the best result, especially at the workplace. Time management play a major role in every individuals life in their daily activities and at their workplace. Ignore doing things that will cause distractions and instead concentrate on the main project to accomplish a fruitful goal. 
It is not something that can be accomplished or controlled regardless of how it is used, nothing can be taking out of it or add to it. It is a natural supply. A person with poor punctuality will be referred as unreliable and not committed. They sometimes find it difficult to get people to work with and will lose a good leadership role they would require in the future. Such people may lose respect from colleagues or group members.
According to Pareto’s rule 20-80%, which states that, in order to set the top priorities, 20% priority will always account for the 80% of the result. One can easily get control of themselves if only they stop doing the things that doesn’t matter to them and concentrated on the most important activities by listing down the ten most important things.
Always make sure to choose the most important things and work on it until a result is achieved. If the top priorities are not done properly, the time will be accumulated without achieving anything by doing the wrong things.
Unfortunately, most employees lack those skills and will need some training to make it easier for them to complete their task at the workplace.
Majority of employers requires their employees to have this skill because it helps in the growth of the business entity. Having a good time management skill helps to improve the relationship between clients, staffs and the entire management bodies.
I need to improve on this skill because I find myself procrastinating a lot most of the times. I have a habit of leaving things unattended until the last minute which makes me panic and it always prevent me from doing the right things on time.
Communication Skills
Communication is a skill used widely to share ideas, expressing views and feelings efficiently verbally, orally and non-verbally. Having a good communication skill help employee to be able to work with each other without any barrier, it will help them to put their views across and to feel at ease.  Good communication skill can save life and can also help gain opportunities in higher places. 
A good leader must have a great communication skill so he or she wouldn’t be autocratic. Since two heads are better than one, it is very important to have this skill to be able to share ideas with people from different ethnicity. 
There are so many ways in communicating. Research has found that 50% communicate mainly through email, the other 50% will either communicate orally or writing. Good communication skill attract respect in the society and at the workplace if one can communicate constructively.
Not all communication is effective as it is sometimes ignored by the participants, all team performance can be negotiated as a result. It classifies certain policies that individuals can acquire to enhance the skill to communicate effectually. 
Over the decades, verbal and non-verbal communication increasingly has taken place in the recent world where newspapers and magazines has found it difficult to maintain their audience in this media world.
In May 2015, an instant article which allows publishers to host their stories and content directly on Facebook was launched to help them post their pictures and other nonverbal communication materials. 
It is very essential to have a good communication skill to be able to have a proper interaction with different people by demonstrating eye contacts, speaking boldly with a good mannerism and a thoughtful language which will assist the listeners to enjoy the conversation without them feeling not interested or bored.
Sometimes, the communication becomes so boring because it does not have a meaningful constructive subject.  It is not everyone who has the skills, a range of people are not able to communicate orally because they cannot read or write, others are also dumb and deaf. They will require an interpreter to make it easier for them to have a great understanding of what is being said. 
I have this skill because I can communicate effectively with my colleagues, staffs and clients verbally and non-verbally to achieve a great result. I like to communicate a lot because it gives me more ideas and understanding of difficult things which is above my imaginations at the work.
Team Working Skills
Team work is a group of people or colleagues coming together, helping, supporting and encouraging each other in working closely with the same idea or view to accomplish a successful goal. Effective team work helps individuals or colleagues to reach their target of creating a friendly working environment and coming into a fruitful conclusion.
It always makes colleagues or the individual happy because what they aimed at has produced an immersed achievement. Team work always make the job faster and easier since it is a group of people working together at the same time with the same idea on a subject. 
[bookmark: _GoBack]Most people say team work makes the dream work, because it makes an individual to reach their target with different approaches but with the same view. It is also said that, working in a group is different from working in a team that is committed, effective and can generate a great outcome.
Effective team work create unity among a group of people from different backgrounds. It reduces racism and create a great family union. 
The importance of creating team is to increase the creativity and working ability of employees to partake in solving problems, taking or making decisions, planning, sharing ideas, etc to help people and to serve customers.
Having members who are committed to the team’s objectives gives an impression of how willing they are to make sacrifices with the effort of supporting each other and to get rid of things that can collapse the team.
Team working is not just sharing ideas and supporting each other, it also creates an effective sense of intimacy which means they support every other member. It has the ability of creating a strong bond and a mutual understanding that gives the view of having excessive strength and sticking together when things does not go according to plan. The relationship created among the team always stays stronger after they have successfully accomplished what it was formed to do.
Teams are specifically formed for projects which will need essential skills and knowledgeable people, where they put their differences away for the upright of the team to solve problems or develop a product. Working in a team is an extremely rewarding experience after accomplishing a higher result. Sometimes, the team is dissolved once the reason of the team is fulfilled. In other words, the team is not always available after its achievements.
“Muchinsky, 2003” has opposed that a group and team are all the same. Each of them comprises of people who comes together to fulfil a goal. Their abilities, personalities, demographics and maybe their interests are sometimes different but there is something that brings them together to achieve their goals. There is not much similarity between a group and a team.
A practical size will be needed in order to certify that great knowledge and skill that are met in the team. A smaller figure is seen as perfect but too large team will probably become inappropriate and it will be difficult to organise meetings and interact at those meetings because of the size of the team.
I have this quality, because I can coordinate, express myself effectively in a team work at the workplace and during school group works. 
Decision Making Skills
Decision making is the process of selecting or choosing a preferred action from many or alternative actions made by individuals or number of people. It can be made by a group of people or a single person, depending on the situation at hand.
When communication is based on the right decisions, it tend to be more effective. If a person is not able to make or take a good decision, he or she finds it difficult to communicate their wants and needs.
In most committees or organizations, major decisions are made by groups rather than individuals. Group decisions are very effective because several people come together to contribute to reach that conclusion or resolution.
Group decision making provides more ideas and knowledge to the problem just that it’s time consuming because putting group together always take more time to reach a solution or conclusion and for those who take part in planning will be more committed to the implementation since the decision-making process is consistent and democratic.  	Comment by Irene Agyemang-Korboa: 	Comment by Irene Agyemang-Korboa: 
Making the right decision takes boldness, risk, which will sometimes uplift businesses or causes failure. An example is bidding a contract for a business, the people involves foresee the future of the said contract, but it does not always go according to plan. It is up to the participant to take the outcome as it is or evoke the decision to cause chaos.
Decision making has a lot of qualities which makes thinking possible, because the human brain has the effect to study, recall and relate to many difficult issues. 
The decision maker makes greater choices which includes different decisions that can be available in finding the key to a problem that can normally be useful and effective to the desirable goal.
Sometimes, certain decisions have its positive and negative outcome which makes it very stressful. It is up to the individuals to decide whether to be committed to all the decisions made or be part of the expectations of the people involved in organising to implement a successful result or outcome.
When a person is deciding, they must consider the appropriate and the inappropriate outcome to be able to make a good and reasonable decisions to achieve a meaningful finding based on an evidence.
There is vast difference between individuals and groups making decision. An individual will make a quick decision which saves energy, money, time and resources with effective reasoning. In other words, group decision making involves so many resources, energy, money and time which sometimes causes conflict between the group members and create a poorer outcome.
Ideas are shared and must be approved before a decision is made in a group, while individual decision making is done in an autocratic way.
Decision making is part of my personal skill because I am good in planning and constructing a meaningful and achievable decision. It is sometimes done to surprise the people who are involved which creates a happy environment.
Conclusion 
This report has analysed the importance and qualities of skills that are required by majority of employers for their employees to have, that will be helpful to them at the workplace. It will also help them to be effective in their duties of employment.
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