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                                                    Introduction.
This report will discuss the following skills: Communication, Decision making, Summarising, Problem solving, Team management and Leadership skills. This will be used to analyse my academic and employability skills.
This report will also identify and define my strengths and weaknesses using the S.W.O.T Analysis. It will conclude with exploring the reasons these skills are important and effective in university, as well as in the workplace.  It will highlight how these particular skills will benefit me in the future.

                                                  S.W.O.T Analysis.

Strengths:
· Communication
· Decision making
· Problem solving

Weaknesses:
· Time management
· Leadership


Communication Skills:
According to Norquist (2019) Communication is the process of sending and receiving messages through verbal or nonverbal means, including speech, or oral Communication; writing and graphical representations (such as infographics, maps, and chats); and signs, signals, and behaviours”.
This mean that communication takes place in a wide variety of different ways. For example, written communication can take place through the exchange of E-mails, letters, Books and text messages etc.

 Other sources of communication include verbal which is spoken communication between two or more people.
 And can take place face to face and over the phone. Non-verbal includes how communication happen through body language such as facial expression, eye contact and the movement of hand. For def people sign language is used to communicate.
 The workplace is a place where building a strong communication relationship is very important between workers, because most dispute at the workplace is course by a simple misunderstanding therefor good Communications skills is very important at the workplace. A good communication environment between employees increases productivity you must build an environment where your staffs are comfortable enough to express themselves about an idea, they may have.
 A poor communication in the workplace will demotivate workers so for managers to get the best out of employees they must empower their workers with a good communication skill.
Communication plays a vital role running a company efficiently. Lombardo. J(instructor) explains that if employees are able to communicate well within their organisation this will improve team spirit, dedication and the quality of productivity.

When it comes to communication listening is one of my biggest strengths as it’s important for me to understand the message clearly. My other strength when it comes to communication is that I am well-spoken and cannot be distracted easily when I’m communicating, and this means my communication performance is very strong.


 


Decision Making Skills:
 Decision making is the procedure of making a choice by choosing a specific course of action. Decision making is important to achieve the goals and objectives within an organisation. Oxford, (2020)
Every decision-making process involves gathering of information and assessing alternative resolutions. It can assist in making thoughtful decisions for the betterment of the organisation and the way that it is managed.  

Decision making plays a very vital role in any business or institution as it covers all activities pertaining the institute or organisation.
In order for workers to able to make decision in the workplace. they have to have a high level of intellect, experience to ensure that the outcome of those decisions is positive. 
Those who are responsible for making decisions within an organisation or institute must be knowledgeable and trustworthy, because the choices they make can impact greatly both positively and negatively.
 It is important that that the decisions made are for the best of the organisation to ensure that it continues to develop successfully. 
A decision should always have a target whilst being able to see the vision for the future of the company.   

Decision making is not a one-off task, it is an ongoing course in an organisation which requires great skill.
 An organisation will always be confronted with challenges, and as they arise be expected to make the best decisions for the company.

One of my strength in decision making is that I am good in choosing the best possible option when faced with a problem. In most cases when it comes to decision making you will be confronted with various options to choose from.
I can identify these options and consider their strengths and weaknesses. I will then evaluate alternatives and choose which decision to make based on the possible   outcome.






Problem Solving Skills:
According to Pam. (2013) "problem solving is a process for individuals to overcome a specific problem. That process simply begins at a starting point and continues until a conclusion is reached” 

Students or workers do not have to be the most intelligent person to be able to solve a problem. A problem cannot be solved by concentrating on the problem alone, you also will need to consider ways to fix the problem and come up with a resolution. 

The first step in problem solving is to accept the fact that there is a problem in the first place.  
You cannot come up with a resolution if you are unable to Identify what exactly the problem is. 
Once you are able to identify the problem you are more likely to understand the reasons why such problem exists. 
This will then help you to find a solution to that problem. 

When considering problem solving in the workplace it is important to be unbiased and use initiative. 
In every organisation there are challenges faced daily, an employee’s ability to problem solving plays a vital role in the successful running of an organisation. 
For example, a manager would rather employ someone who can solve a problem when something goes wrong within the workplace, rather than employ someone who always runs to the manager whenever a problem occurs. 
Because the manager would want to have a sense of security if something goes wrong whilst he is not in the workplace, there would be an employee member who will have the ability to solve whatever that problem could be.
This allows smooth running of a company without the need of manager’s presence.

I believe that I have good problem-solving skills because I am able to identify a problem and will always find a way how to fix and resolve it. For example, I am a very handy person. I have a very broad skills in restoring items when they get broken. Therefore, if a machine or electrical device has a minor problem in the workplace, I will be able to fix it myself. If this is too difficult, I am able to look for the correct person to report it to or arrange to have it fixed, preventing it from becoming more problematic.


Time Management Skills:

According to Farrell (2017) Time management is an essential component of leadership. Leaders need to develop strategies to maximise time in order to achieve personal and organisational goals. Within a twenty-four hours' time frame for instance, some people have to work more hours than others do, it all depends on how time is being managed, in order to practice good time management, he or she must be very disciplined to stay on the task without distractions.
A good time management is having to do more work within a short period of time, however, there are many ways to manage your time, but it is essential to know the appropriate method that suits you. Time management plays a very important role in the workplace due to the fact that it supports employees by enabling them carrying out various work tasks within a given appropriate and scheduled time frame.
 For me being able to manage my time has been one of my biggest challenges because it’s my weakest strength, I have difficulties in prioritising my workload, like differentiating between urgent work task and non-urgent task. For example, if I have a few tasks to complete at the same time, instead of focusing on the task that is needed to be done first, I will always get distracted and work on the easier task first as this is more comfortable for me. Unfortunately, by the time I get to the task that requires my immediate attention, I would have very limited time to complete this.as a result I will feel a lot of pressure and stress and often end up being unable to finish the task or not completing it well enough.
I will like to improve my time management to enable me to be highly productive.by setting up task deadlines helps me stay ahead of my day to day challenges.
.
.


Leadership Skills:

According to ward (2020) leadership is the art of motivating a group of people to act toward achieving a common goal.
Organizations and company are getting very intense, due to the driving forces in relation to changes such as new technology, new types of competition, economic uncertainty, evolving customer needs that’s why there is need for a good leadership in an organisation. Leadership have a huge impact in the workplace as it influences employees and motivate them in decision making enabling their task to become easier if led by good leadership.
An effective leadership skill in the workplace is essential at various levels of management from top to bottom level in the organisation through an effective leadership influence on workers or employee in the workplace.
Having a weak leadership will affect the employee performance and eventually lead to the downfall of the company.
An incompetent leader’s main objective is to get the job done rather than using his position as a leader to support his employees in other to achieve maximum productivity in the organisation.
The success of implementing change is generally associated with those who facilitate the change process.
An organisation can only overcome it dilemma if the leader rectifies its mistakes by making amends to his mistake.  
I have a weak leadership skill because I have difficulties interacting with colleagues in the workplace. and as a leader you must be able to interact with workers to improve their work skills.
In other to improve my leadership skills, I would indulge in continuous learning and development towards a good leader.



                                                                
                                                                 Conclusion:

This report looked at the positive and negative of communication, decision making, problem solving, time management and leadership skills. It explored how important these skills are in the workplace or an organisation and the value it has in the effective running of an organisation. 
It also discussed some of the difficulties companies may experience in using these skills and provides the best suitable solutions to these problems.

The skills of employees and their responsibility within the workforce was also explored, with focus on the qualities managers are looking for in potential staff. 


Throughout this report I discussed my strengths and weaknesses and highlighted specific areas of self-development.
This project will give you a with further understanding of the skills needed to have a successful organisation and that it is a joint responsibility of the manager and employees.
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