     MODULE NAME:                                                     ACADEMIC AND EMPLOYABILITY SKILLS
        WRITEN BY:-SABRINA KUMKUM

    STUDENT ID:-1713015

                                      TEACHER’S NAME: THEA JAFFE 
                              [image: image1.png]Pritysgol Cymru
\ =\ ¥ Drindod Dewi Sant
" University of Wales
Trinity Saint David




                TITLE OF ASSIGNMENT
                                     SKILLS THAT WORKERS NEED WITHIN        

                                                         THE WORK PLACE
CONTENT:                                                                                                      PAGE NUMBER                                                                                                                             
1. INTRODUCTION  …………………………………………………….  03 
2. COMMUNICATION SKILL…………………………………………. 04
3. TEAM MANAGE MENT SKILL…………………………………….. 05
4. PLANNING AND ORGANISATION SKILL………………………… 06
05. TIME MANAGEMENT SKILL...…………………………………..... 07
5. LEADERSHIP SKILL…………………………………………………. 08    

6. ENROLMENT OF STAFF ……………………………………………. 09    

7. CONCLUSION………………………………………………………… 10    

8. REFERENCES ……………………………………………………….... 11
Introduction:-
The target of this report is to analyse of some outstanding employability skills such as—communication skills, team work skills, planning and organisational skills, team leadership skills, which I already have and some I need to improve to achieve a trustworthy and better position for future work place. According to the same point of view this analysis will also be done for an employer who is trying to recruit.
Communication skill:-

Communication skill defines the simple transactional process to get information between two person or more in verbal and non-verbal and written communication. The skill of communication is very important in workplace, it develops workers productivity. According to Kinnick and Parton(2005) communication skills are base for single ,group and company progress. In a company or organisation is vital to operate effectively .For professional successful outcome institutions hard work to expand a persons skills by group learning task and academic expect (Kalliath and Laiken,2006) . In an organisation communication skill is the channel of information between one person and other person or other group. Communication can be including emails, text massages, voice mail etc .The group called ‘Development Observation System’ is a categorising structure in the way of classify  and  explore the effective  verbal acts which take place within the group members( Wheelan , Davidson and Tilin,2003) . Experts found that the members of the organized groups are doing more argument, communicating and seeking support from each other than the recently found team(wheelan , 2005). Employers always feel empowered if their superiors or managers respond to advise and give their feedback in a fair and impartial way and ability of listening and responding can increase an employee or an employer’s job satisfaction.  Within a team for effective communication each person should encourage others, should give feedback, make the role more comprehensible. Being responsible, they should maintain time wisely, use proper structure of communication. In this case I need to improve my self to communicate others  , in such ways and these are –I have to control myself during emotional discussion  and emotional argument .make the topic more easier that my massage can be understandable for each person ,people for different places ,when they talk I always struggle to understand their accents. Moreover from my past experiences and mistakes, I will be able to improve myself in the future within the workplace.
Team management skill:-     
Team work or team management defines the capability of an individual or an organisation to interact as a group to perform a task to achieve the key of success for the future work place.  Katzenbach  and Smith (1993) observes   at  groups and then find out  several key  of  elements that when all members working in a group  performing well and low group performers were  bad. For a satisfying and successful team, the team should be design with some essential contents such as – characterise leadership, team members ability to identify the problems, find the effective solution to dealing within the team , specific goals , specify each members duties and  responsibilities .The purpose of team management should be well organised and effective. To given   the  power or authority to do something , members can share their valuable thoughts and can make effective and efficient decision for the well being for the company. Conscientious members can explore new ideas. Being confident ,to enlarge efficiency and accountability ,increase the powerful awareness of  teamwork and unity of each members can operate the team towards success. There are also some negativity of team work . lacking of vulnerable trust can make uncomfortable of team members with each other. When members ask guidance, they should have faith each other . Sometime members reveal each others mistakes and sometime they criticize about their work. it is harmful for a team. As a result they will feel shy to share their valuable ideas and knowledge with others  .  Members  fears if their ideas goes wrong ,they might be exposed as a unskilful employer .These situation generally exist due to lack of communication and discourage of the members. Secondly ,members should present their information or  ideas or resources with confident .If they do not , it shows there are lack of faithfulness or commitment. An organisation or a company might be insecure due to members do not expose their opinion and potential ideas . Moreover , non-exist disagreement can be another argument in team management . When any work is done by a team that work must give the positive result and all the students must have the ability to do the work by team wise .Lack of  trust and commitment can be the cause of debates within team members .In this case ,I need to improve myself if I work in a team. When I will work as a team member I need to accept that some member will be agree and some member will be disagree with my concept .And that time I have to be patience and confident and have to more specific about the concept with the opposite thinking members and to make them understand why we are positive with the concept. Before proceed to make a decision , I need to consult with my team members.
PLANNING AND ORGANISATION SKILL:-

 In a work place ,organisational and planning skill defines how workers use their resources , their power of  time maintaining ,activities ,in such a effective way ,that they could achieve their goal in future. Members  good organisational skill is very important  at work place. To set  SMART GOAL ,make scheme or plan for progress, to maintain appointments make schedules and write a note ,make individual files for each data in computer, project manage and organise the work for worker ,are some important skills for work place .I have the ability to  manage a very good engagement with my co-worker which  is very important for arranging any plan for future. Workers should swap each others thoughts about present business issues, Focussing particular  business market ,having balance on many tasks ,properly organise all the systems  ,good paper work are some good organisation skills, which can save employers valuable time. To achieve SMART GOAL planning and organisational skills are very essential .keep focus on the right task helps workers to build up confident and reduce the stress. Planners and schedules can be layout depending on different tasks ,activities and appointments. I need to improve to do the list either it important or not important ,urgent or not urgent will make the activities more easier.
TIME MANAGEMENT SKILL :-

  The classification of time management is the act of planning and organise the time to reach the specific and smart goals. According to, Britton and Tesser (1991) prioritization of time is vital for student. On the other hand George et al.(2008) revel  a connection between a students capacity to process of organizing time and their educational achievement. A good time management is the process to do the work smartly though the work is hard, done the work in less time when the pressure was high in limited time .The good time management skills are to set smart goal to achieve specific things .focus the activities before start ,make task list ,Before start the task need to do plan and need self awareness and motivation. To improve my time management skills I need to organise my schedule in daily, weakly monthly and yearly basis, stick on to good interference and stay away from bad interference .Stephen covey (1989)arise a tool named ‘Time Management Matrix’ where a person can exemplify how to organize  time using two wide categories –important and urgent in the process to modify two different task. . Focus on to main activities makes a plan to complete the task on time. In this case good communication skill is also important .time is more valuable then money .However   time can be use to make money. On the other hand, with money no one can purchase time. Therefore the arrangement of working time is very important for both employers and employees. The process of organizing time skills can reduce stress and can help to finish the activities within tight time without headache.
LEADERSHIP SKILL:  
supervision skill defines the significant elements of an employer or an employee who are responsible to  make effective and efficient decision for their organization or company  to achieve their mission and goals including worker  and proprietor’s potential delegation ,motivation and effective communication .Strong and controllable leading with patience ,commitment with team ,good communication with prime concern ,the capability to make the decisions quickly and effectively  are some good leadership skills .In an organization ,there need to be a good calculable and reliable leader who needs to be delegated  characteristics. They should have enough strength to giving and receiving feedback .In tight time a good director can make creative and motivate decision to achieve progress for a company .A good superior is a good planner and a good organizer .On the other hand, toxic leadership effects the organization to perform effective and efficient task for future progress .This superior has lack of concern for other members and the environment of an on association. Some time bosses are self-cantered   and   arrogant .They prefer to dominate with other wage earners .They never shows any kindness with other co-worker. These types of superiors are harmful for any association. In this scenario, to develop my directorship capability I need to improve my communication experience. I have to maintain positive attitude and a good group work and utilize time to being passionate and set SMART GOAL and make plan for future progress with moral values.
 ENROLMENT  OF STAFF:-

The superior should maintain some standard quality while they try to recruit. In the same point of view, the skills which has been discus above ,directors need to appoint a potential candidate who have the ability to work within the team . Employer should not be arrogant and should not have discriminate mentality with their workers. As an employee I should  notice that applicant have enough knowledge about the post which they applied for .Bosses should be aware about the employee that they have productive and effective ideas , they have enough strength to face any conflict within the team and have controlling power and can comment when they get chance to lead  a team. Moreover applicant should well aware about their duties and responsibilities and should have very good verbal, non-verbal and written communication ability. Recruiter will also verify that prospective candidates are well organized, good  in  the  process of planning time and have capability to do self assessment . Moreover the job seekers also have had the brilliant power of problem solving and forward looking decision making power in any critical situation for an association.  Most of the employee face the biggest problem for the lacking of proper communication skills with different people .To increase more practise to communicate with other people, they can easily recover this issue.                                 
Conclusion:-

Based on the academic skills and employability skills this report has been tried to discuss that are highly essential for the development of personal life and give the biggest support to improve the overall performance.  Different kinds of employability skills are presented in the current times which are highly essential for all kinds of employees and employers in the business organization.                                                                                                            
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