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INTRODUCTION

The purpose of this report is to analyse the important of skills which employers require from their employees to have in their workplace to communicate, educate and to provide training in working environment. Companies would desire to employ people with required experience to start work immediately without investing additional money to train new employees that may decides to progress to bigger company in the future after acquiring sufficient  skill. Hence, ''employability skills can be defined as the transferable skills needed by an individual to make them ‘employable’. Along with good technical understanding and subject knowledge''. However, the study will be focusing on four main topics which includes communication, teamwork, personal skills and team management.

[bookmark: _Toc522133617]Communication
Communication is the ability to transfer information from one person to another individual which also can be known as process of exchanging data, impressions, thoughts, opinions, imaginations, performance and both verbal and non-verbal within or outside work colleagues (Editorial team, 2018). There are certain skills required from employees in other to be part of a team or organisation. Communication is one of the most important skills needed by employers or recruiters from employees, it contribute to the success and pleasant-sounding relations in between staff and customers. Communication is a learned skill (Robinson, 2015). However, while some individuals are naturally talented with  ability to talk, not everyone can communicate fluently except they make series of sacrifice to learn how to interacts with people around them either verbally or non-verbal (Lowden, Hall, Elliot, & Jon, 2014).
There are various advantages and disadvantages of communication in workplace. Effective communication is mostly referred to as backbone of successful company. If employees are able to communicate effectively with each other regardless of level on issues that relevant to the company and their customers or clients, it is obvious the organisation has more possibilities of greater success. While communication plays a important role in the success of a business, provided appropriate and accurate message flow within workplace, otherwise, it will result to the organisation failure (Ahmed, 2018).
According to (Taylor, 2016), some workplace, there are many difficulties for the communication to be effective. The obstruction can happen in different ways, including the clarity of the information, the process of communication and how it is delivered, the length of the message, the way the information is been understands and the response to the sender. If there are many difficulties in the process of communication, the message will not delivered as planned which will be disadvantageous to the organization.
Creating and providing incorrect information to customers and shareholders always bring wrong impression about an organisation, however, accurate information is very important to the success of a business. In most cases communication can be a disadvantage to an organization when it is incorrect. It’s vital to always get accurate information from the right source at the appropriate time before presenting it to third party for the good the company (Jehn, 2015). Whether employees made mistakes or intended communicate wrong information to the public about the company, it will cause serious damage to an company's' name. Truth-in-advertising laws need businesses to communicate with only accurate information with their customers. If organisation is not communicating according to the law, it can lead to large fines and poor publicity. In order to communicate effectively, it’s important to get the facts straight (Gartenstein, 2018). 

[bookmark: _Toc522133618]TEAM WORKING
''Teamwork is an essential part of workplace success'' (Salas, Shuffler, Thayer, Bedwell, & Lazzara, 2014). Teamwork is the willingness and understanding of groups of people within an organisation to carry out their duty for the for the benefits of the customers and organisations for purpose of achieving the same goal. Commonly, refers to as a team player (Apex Learning Team, 2017). Teamwork is needed in every workplace either in offices, school, sport team, military or hospital and a host of others workplace involved in daily operation. In a teamwork, individual involved has a role to play in achieving the success of the job in hand. However, some member of the team play more role during the task than others but without the support of other team members the operational system of the team may fail, such planning, coordination, and cooperation (Stemnet, 2016).   
Employers do not just employed intelligent workers or those that work with other employees but employees that understand and willing to sacrifice a lot to make things work and delivered tasks accordingly. When everyone in the workplace are determined to contribute their best for the success of a team, every individual achieves more (Moore, 2016). 
Although a successful team will invites team members for discussion and welcome their opinions before making decisions on key tasks, because team decision are more productive than individual creativity and thinking. Hence, individual decision fails, without thinking about the contribution of others for the implementation of the task at hand. Ideally, a group either operates on general opinion of the team or through decisions made by the group leader after team member contribution to achieve planned task (McPheat, 2015). 
Putting employees into group without full knowledge of the task in hand will put pressure on the team which can lead to argument. Team with different opinion can also lead to disagreement and to a fail project or task. If a team is unable to control and decide on certain issues, then the problem could start to spread across company and affect entire project.
Team development, planned programme and activities have the possibility to unite employees with the determination of achieving successful goal and workable plans and solutions, which also encourage employees to contributes more to every tasks and made them believes they are part of the moving train and clear planned customer-focused values. Poor team building and planning brings confusion to the team without specific direction that can lead to lack confidence in the team and negative motivation of the entire business. That may resulted fail tasks (Cascio, 2014).
Many companies lack focus on the direction of their plans, lack of direction makes team to fail. Teamwork is the energy that allows ordinary people to attain unexpected results, combined efforts are generally known as a encouraging power for successful teamwork in any workplace. Teams gives room for individuals  to perform better and to increase their learning skills which promote the culture of teamwork success. Lack of teamwork takes longer period to complete project, companies collapse and others are pushed out the markets by other organisation in the same industry (Krantz, 2015).

[bookmark: _Toc522133619]Personal Skills
Personal skills is also known as interpersonal skills which is the ability of employees or individual person to communicate and interact with other colleagues, to have self-management with positive attitude & problems solving skills along with full understanding of business idea of the industry (UKCES, 2017). Employees with interpersonal skills are most likely to contributes to the teamwork and employers always prefers to recruits employees with positives attitudes who can get along well with the culture of their organisation and qualities needed to successfully work with others in the workplace and complete tasks well and with specific period (Doyle, 2018). There are different between hard work and personal skill, hard work could be calculate or measure including, computer programming skills. Alternatively, they are soft skill  that are flexible with intangible qualities which very important to employers.
There are some top personal skills that employers always wants from their potential employees to display which includes communication skill, critical thinking, problem solving, and flexible/dependable including team player and been motivated. Employees with strong personal soft skills are likely to be successful in work place, they have qualities to adapt to new environment, understand other colleagues and clients. They communicate their opinion clearly and also listen well to other team members (Shepherd, 2014). 
Employee with personal skill help produce successful results for their employer. As responsible employees that can lift the morale of other colleagues, they work at employer benefit by working ahead of schedule and meeting up with deadlines date. Employees with such skills motivates other and contributes to the success of their employer.
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Team management entail a different types of activities, intended for getting better team performance. It is the ability of person in charge to bring out the best out of every employees in an organisation that possess good communication skill, self-creative, leadership skills and the knowledge to work closely with others, with a set of performance goals, who have a dedication and approachable that can be equally hold accountable for decision taken within working environment (Fapohunda, 2016). A team is a group of people working together with the aim of achieving the same objective. While, Team management is the method of making it possible for group of people to accomplish their objectives. 
Team management is an important part of present business environment as numerous establishment are looking at the foundation laid down by past management to improve on their profitability, productivity, and service quality. An employee with such quality to manage team have more opportunity to climb career ladder that others (Miller, 2017). In most company the managements generally discover ways to increase business outputs and profitability. In other for  any organisation to achieve their mission and create a platform for coming generation and to be successful there is need for quality employee that can fit into such role and set out achievable mission, which involves the means of clarification of team goals; identification of difficulties that may disturb them along the process; how to face the difficulties  and progress ahead to achieve their goals (Robbins, 2012).
The ability of leadership of organisation to take full control of key decision is a tradition that are commonly use in most company either large or small. Team management can bring candid and better plans more faster than expected, as well as been able to understand different workforce within an organization (Smith, 2015).
In other for team management to be effective there must be clarity of expectations and objectives. The person in charge need to be specific about individual roles, measurable, achievable, relevant and have a time frame. As much as possible, the contribution of individual must be considered in the implementation , design and wording of the goals. The willingness of team members to contribute to the team task is very important. Visions of the organisation must be shared with employees that will encourage them to take part in the schedule activities (Fapohunda, 2016). 
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The facts is strongly suggestive the skills, work experience, training and capital investment in people help business to grow very fast. But despite all that some organisation are still not investing in human capital. In taking business decisions or capital investment, few company do not account for human investment. This study suggested that for organisations to maximise full return on capital,  there is need to do more to create avenue for employees to develop their interpersonal skills to be able to have competitive advantages at their various area of specialisation.
This report therefore presents a model or just how all the various forms of investment either create or facilitate the deployment of human capability and then presents a range of indicators against each aspect of the model which taken together provide a comprehensive set of measures of human capital investment. These indicators have the power of much evidence behind them and have come on top from the much wider range that have already been tested and found to be among the related to business performance.
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