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[bookmark: _Toc521622777]INTRODUCTION           																	                                                      
[bookmark: _Hlk522222477]The purpose of this report is to analyse the ability of skills for employment such as confidence, listen, improve body language, responsibility and punctuality. how to improve this skill in workplace. An analysis of relevant skills has that for examples in teamwork, communication and problem-solving. Also, to be able to develop a good teamwork we must consider the values and good communication between the members of the group in addition to being committed to the goal to achieve. In addition,	 how important is and evolution of communication technology in the workplace and how can you use social media in your work. 















Teamwork
The development of working collaboratively with a group to achieve. Teamwork is frequently a crucial part of a business, as it is often necessary for classmates to work well together, trying their greatest in any circumstance. Teamwork means that people will try to cooperate, using their different skills and providing positive feedback, despite any personal battle between individua. Examples of skills listening, questioning, persuading, respecting, helping, sharing and participant.
I’m personally have listening skills because I like to share my ideas in my job of representing my teamwork as it brings the group together. In addition, I need to focus in persuading in myself because I will can be a person whit leadership and to transmitter my ideas. 
According to Morgan (2017) there are two significant relations to describe here, groups and sides and there is not deficiency of conversation in the academy works as to what starts each one. In some situations, it might not material importantly as to whether you reflect you are working in a group or in a team, but if other people have a different view and skills, then their behaviour will be different. 
The main goal for me to work as a team, I will need to be able to use the right tools and strategies. To develop and achieve the targets, I must to be proactive and open to implement new ideas, also and very important is the fact to maintain good relationship whit the team and the bosses always based on the good and fair practices.  
Personal mastery:   when I working as a group, I work hard because I’m improve by myself my discipline, personal vision, and motivation the people around you to do the same thing.                            





Communication 
Is the conscious action of exchanging the information as a group and between two or more persons to transmit or receive meanings through a shared idea? Verbal and nonverbal.
[bookmark: _GoBack]The communication skill is the most important of them all workplace because this skill is the most valued by employers at work for example face to face communication is essential in some jobs and if you fail to agree precisely what you want to say in the way you should say it and will be able to see you body language and facial expressions, you may generate confusion or misinterpretation. In addition, when you have a problem at work don’t send a message is most likely to have misunderstanding with your work colleges and written communication skills are how to efficiently transportation and obtain messages in individual as a well as via email social media and phone. According to Morgan (2017) written communication is modest content and can be understood in several ways, if the written communication is really read of course someone reading an email at the end of an exhausting and worrying day strength understand the correspondence very different from somebody who can take their time, think about what it income and knows well how you regularly communicate. According to Chandler, D. & Munday, R.( 2011)  Actual spoken or verbal communication is reliant on  a number of issues and cannot be totally remote from other significant interpersonal skills such as listening ,non-verbal communication  skills and explanation. However, Clearness of speech, outstanding peaceful and attentive, being well-mannered and following some basic rules of protocol will all assistance the procedure of verbal communication.


Social media 
Communication in social media are technologies websites and applications that permit users to make and share of information, ideas, career interests and other forms of expression through cybernetic communities and social media networking services. 
Social media is a part of my everyday life, it is how I communicate whit most of my friends and family and even have contact in a formal way whether that is with my co-workers or teachers. It is a part of my everyday life as I use it more than actual face to face interactions.
Social media is easy to use and eliminates the hassle of having to get a free time to meet up with someone and speak to them saving me and lot of people time and money. 
Technology up this day. Is very important in many ways then is very essential in a workplace, you can get in touch instantly whit any of you workers either all of them no matter how big you team whit is just one message you communicate up 200 people or more if you like. Very helpful to solve problems with customers or team mates and emails, memos of communal messages you can query something before you done it.
Takes reviews about anything and statements of other people experiences, payment and bank transaction can be made, is one of the most useful form companies to do wages and payment from your office and your laptop. To avoid documented of paper some that well call today. If you are running a business I can suggest pick any options that contains social media to have a good and successfully knowledge of everything related to your ideas methods and ways of a great business.
Social media has not exceptions for any kind of business can be use for anything that how big and important in this day. According to Duck, S. and McMahan, D.T. (2016) Technologies do inspiration your world and this stimulus is particularly evident when it comes to relations and positive or negative. This point about the role of technology in framing our experience is different from the claim that company decisions about that nature and shape of technology may affect our lives.
Self- esteem: It needs to be confident to transmit instructions to others and to be able to communicate with co-workers if not confident this can affect the work standard. 







Problem solving
Problem-solving, there can be pressure between what is said and what is believed, or between what is said and what fundamental issues really are. Her personality really does play a part. If you are anxious about disappointing others or want to please other people, then it is possible that any differences between people will not be spoken and any solution will not really help the group move forward. Instead, you will likely end up with a resolution that maintains the present situations. According to Morgan, P. (2017) The challenge for resolving any problems in this case, is that the way you edge the problem, the way you define what the problem is will have significant insinuations on the solution proposed and chosen. If the real impartial is not explained at the beginning of the process, then it is improbable that the problem will be resolved and the same is true if the problem is not identified correctly. Define the problem, describe the problem, found possible causes, test the most credible causes and confirm the true cause.
 To define the problem, you can resort to the help of any circumstances to discuss a negative work situation. Generating a good work environment is essential both for the realization of goals within the organization and for the professional development of its members. However, there are frequent struggles of various kinds between colleagues. When you confront the situation, decide as soon as possible to resolve the conflicts before they get worse over time or lack of communication between colleagues.
Personally, I like solving problems straight away as I like to make sure. I’m working at my best ability and I do something wrong it brings me and the others working around me down and demotivates me and changes my mood. Therefore, it is best to solve a problem as soon as it occurs so that it doesn’t escalate further and hopefully doesn’t happen again, it will also show you superiors at work that you have what it takes to be able to take control and admit your wrongfulness and therefore again your respect. If you don’t solve your problems, it will show what kind of person you are at work place and therefore it can cause tension between you and your co-workers and ruin the whole environment mood. 
The main goal for me to work as a team, I will need to be able to use the right tools and strategies. To develop and achieve the targets, I must to be proactive and open to implement new ideas, also and very important is the fact to maintain good relationship whit the team and the bosses always based on the good and fair practices.  
Decision making 
These circumstances have made it both essential and possible to employment important extensions of the human intelligence as decision-making aids. The first of these conditions, the one that is basic to the other five, is the perceived ostensible increase in the difficulty of the businesses and developments of many aspects of the real world. There are two or more ways to solve a situation or problem and you must choose one. These alternative actions are called decisions, which the person chooses, selects and decides among several possibilities based on their possibilities and opinions. If you have thinking skill don’t close yourself to listen to arguments that contradict yours. Make sure that the other person feels that you want to negotiate the end of the conflict. According to Haimes. Y.Y. (2008) Decision making is an integral part of our daily lives. It varieties in scope from the separate to the largest groups and cultures, including nations and, ultimately. Organization at the global level.


[bookmark: _Hlk522225104]Conclusion
In the final analysis to be to develop good teamwork we must have in mind responsibility and learn to take new decisions in team and not isolate ourselves to have an optimum group performance.	
To conclude we learnt that working in a team has advantages like, it enables us to develop social skills like: communication, leadership and personal relationships. Responsibilities are shared, and complementary abilities join. The collectives are more productive than individuals.
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