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INTRODUCTION:
The aim of my report is to analyse relevant employability skills that I possess or need to improve in the future to gain credibility in search of employment opportunities.
For my assignment I have chosen three skills which I believe are very essential in every workplace. I will be discussing the advantage and disadvantage, strength and weaknesses of those three skills which are:
· Communication Skill: Communication is a mutual exchange of understanding between the communicator and the recipient of the message being conveyed to.

· Teamworking Skill: Teamworking skill: Teamwork is about being able to operate smoothly and efficiently within a group.

· Creative Thinking skill

Communication whether verbal or written is a type of skill which is highly effective in a work environment.  To be able to possess an excellent communication skill allows the individual to relay the message across clearly, efficiently, and effectively. 
I believe I have a very good communication skill which I have used in my place of work as a Junior Secretary and Receptionist. My communication skills allowed important messages to reach my Managing Directors, Managers, Work colleagues and other Members of staff but most importantly the Clients/Customers.
I have used various methods to relay my messages.: VIA Phone calls, Face to Face, Email and Writing Notes.
I have learnt that having a good understanding of the language that you are communicating in is very important. Especially when you are dealing with clients that speaks a different language and English is not their first language. It can cause a slight problem or barrier due to the accent perhaps. I have faced many challenges with Foreign Clients who were unable to explain what they wanted. I had to make sure that I communicated clearly, effectively and slowly so they understand whatever I was communicating to them. If not, then I would write an email just to re-confirm what we spoke of or discussed. 
If we are not able to communicate effectively we will be unable to get the message across to one another. When there is a communication error in a workplace it can cause a huge loss in a business. 
[bookmark: _GoBack]The communication error/barrier can occur for many reasons; I.E, the communicator was unable to put/send the message out clear enough for the recipient to understand or there were technical issues within the company as to why the message could not be forwarded.  That is why you will see in many businesses and companies they will always send a written letter/email after an oral conversation in a meeting in which the other party signs a declaration letter after a deal has been made. This is to confirm what has been said and discussed has been understood.

I feel my weakness is my level of English Vocabulary. There were times I did not understand words and had to ask the clients/customer to repeat so that I understood what they were trying to say or meant. It does feel a little intimidating to a point where it affected my self-confidence. I wish to strengthen that skill by Improving my English Language, reading more and studying the Thesaurus.

Teamworking Skill is regarded very highly in a workplace due to the effort made by all the team members working together as a team. It is when workers combine their knowledge and different skill sets that they possess in the workplace in pursuit of a goal which they all want to achieve together and once achieved to share the bounties of their achievement.  This can bring a lot of profit for the business if all work well together. 
There are many benefits for working as a team, also for the business itself. It helps all members to strengthen and improve other skills that we all have as individuals such as having the ability to encourage other team members to perform, to compromise and ignore your own ego, communication and other interpersonal skills such as influence, advising, negotiating, interpreting, persuading, helping and guiding, sharing openly and willingly, being active participant, being flexible, showing commitment, listening to others, taking in their opinions and ideas.
Great team work can bring in a lot of positive energy to the environment as well as the opposite can also happen if the team cannot work together due to a member or more.  There are times when team members play up which can cause a lot of tension within the group. At times like this the negative energy can bring the moral down of all the team members, which in effect can cause the team to be disinterested in the task and through this they will under- perform and fail the task. With the end result being a failure could also result in a fail in a business deal which will be a huge loss for the Company/Business.
I believe I have a very good team working skill. I am a great team player and always do my best to get the best results for the rest of my team. I listen carefully to others about their opinions and ideas. If there are issues within the group I make sure it is communicated with the group without causing any conflicts and tension.  It is through team play that you are able to discover the potential of each member, it helps to identify the strength and weakness of yourself and team members. Therefore, through that process it is easier to delegate jobs that will bring out the potential of each member.
By working as a team, it gave me more self-confidence, self-esteem and self-awareness. It made me more aware of the potential skill I possess within myself. It also made me realise the strengths and weaknesses I have.  My weakness that I have discovered is my communication within the group. When there is someone else who is more loud, vocal and persuasive it would make me step back. I would feel maybe my idea was not of high quality so others may not listen to me and self-doubt would kick in unless I was very confident about the topic we are working on then I would fight my corner.  In the future I would try to be more assertive and have self-belief within myself. I would be more confident and not allow others to take over without hearing me out first.

 





