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Introduction 
The career which I would like to achieve in the nearing future is a receptionist positions at a GP or Hospital. This career option will help me meet new individuals daily as I will be serving visitors by greeting, welcoming and directing them to the appropriate team or member. This career will also help me with my long-term goal of becoming a senior receptionist or personal assistant (PA) role. My job role will require me to have excellent communication skills like spoken and written. I will also need the understanding and ability to use office equipment like computers, photocopiers and fax machines as well as organisational skills.
 As a receptionist my day-to-day task will include greeting visitors and directing them to the correct person or department alongside managing the visitors booking and giving out security passes if required. I will also need to answer enquiries in person, by phone and email. Other time I might need to manage any kind of bookings or appointments as well as dealing with incoming and outgoing post and deliveries.one other important job which I will need to carry out is keep new record and update records on databases. The last job which might find myself doing is taking payments and handling invoices. Some of the key skills which I will need to carry out this job successfully is problem solving, prioritising, using office equipment and lastly spoken and written communication skills.

PROBLEM SOLVING
Having problem solving skills can benefit the full organisation as well as individuals. I will do this by confronting problems daily. Some problems may be minor, and others may be more complex. It would be amazing to have the capacity to solve all the problems smoothly and in time without difficulty, but there are some problems which we cannot solve. A problem is something which requires the attention of an individual which may be difficult to understand, accomplish or deal with. A problem always has an impact or may have one if not solved. If there is a problem and it has an impact, I will need to deal with the problem to find a solution. For example, as a receptionist I might have problem with patient missing too many appointments without cancelling or notifying beforehand. The impact of this would be delay in other patient's appointment as well as patients with urgent needs not having an appointment. The solution would be to contract the patient's a day or two before by phone or automated text reminders.
 According to the report by BBC news NHS has revealed the cost of missed appointments. The NHS estimates more than 12 million appointments are missed each year. Total missed GP and hospital appointments is costing the England health service almost £1billion a year (BBC NEWS,2015). Jeremy Hunt mentioned about the ides of charging patients for not attending GP appointments in one of his speech he mentioned people should ''take personal responsibility'' for NHS funds (BBC, 2015). I absolutely agree with his opinion as I feel that people would be more responsible if charges came in place for missed appointments. This way the NHS funding would be saved and help run the NHS more smoothly. Me having problem solving skill will benefit my employer by saving money, time and make money by seeing more patients. 

PRIORITISING
As a receptionist I will use my prioritising skill by making the correct decision at the correct time. I will do this by identifying what is more important and worth spending my time on. This process will allow me to benefit my employer by saving time, energy and money. This will help me and benefit my employer by me completing tasks on time without it being left undone or half done. This skill of mine should help me save time and energy for other tasks to help make more money while saving my time and money.
 Prioritising is very important in a work and academic environment as leaving thing for the last minute will lead to stress, poor quality of work and delay. All of this will come in the way of my learning or managing front desk as a receptionist. Prioritising complex tasks as well as the easy tasks is very important because we tend to carry out the easy tasks first and leave the complex for last, this delays the more complicated tasks. I will prioritise both easy and complicated tasks to keep good time management.
There is a difference with urgent and important tasks, some urgent tasks may not be very important. I will prioritise my work or study by the order of importance. The work which may be more complex I will tackle this by breaking it down into more manageable ones in order of importance. For example, as a receptionist there may be many tasks to complete on a day. I will manage this by writing all the tasks down on a list, so that I do not forget to carry out the tasks to avoid delay. As a receptionist I will carry out the most important and the most urgent tasks first. For example, I might need to call a patient urgently who needs urgent medical care, as well as book some routine appointments for a large group of patients. This way patients and my employer will be satisfied and encourage me to do more and to stay on course with me to do list.
All this prioritising skill will allow me to have control over my workload and front desk rather than have feeling of work is controlling me. According to Stephen Covey’s suggestion we should spend more time on not urgent but important stuff like future goals and planning which falls in Quadrant 2 (MUELLER, 2017). I agree with his idea of prioritising because we spend too much time on urgent stuff which may be important and leave the non-urgent to last minute until becoming urgent. These builds pressure. Stress and poor quality.Therefore we should focus on non-urgent which falls in Quadrant 2 for long term achievements of goals.          
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OFFICE EQUIPMENT 
A work environment requires you to have particular set of skills and be able to use certain types of equipment which are common in many offices. If I am not familiar with any of the equipment which I may need to use working as a receptionist, I will need to improve on it by learning how to use the equipment. The equipment used in an work environment may very little depending on the types of job carried out.

 In the Morden day most offices use computers for business purpose as it saves time and communication is faster with the use of computers. For example communicating between co-workers and patients. The use of Word software is used to create documents and speared sheets which may be organised on the computer. Many offices use scanners to quickly scan any paper documentation’s and store into electronic format. Some offices also use their computers for data entry depending on the type of work environment.

As a receptionist I may need to send out emails to my co-workers or patients regarding any changes to the surgery e.g. opening and closing time if different from usual. I might also need to get in touch with patients regarding their test results if chosen method of contact is email. I have the skill of using email as this is my preference of contacting any kind of organisation or individuals. I am also familiar with Word processing software for the use of letter writing etc.

As a receptionist I may need to use the scanner to keep copy of patients  proof of address  or ID. I am very confident in using the scanner as I like to use scanner to scan and store some documentation electronically or to scan and send documentation by email. All of this will benefit my employer by saving time, managing tasks correctly and running the front desk smoothly. As a receptionist I might also find myself using the fax machine to fax important documents which may be required to fax only. I will improve on this by asking my co-workers or employer to show me how to use the fax, in order to run the work environment smoothly. This will benefit my employer as I am willing to improve in order to keep good communication skill.

 According to the National Occupational standards use of office equipment or technology is one of the skills we should have.To support your own role in the use of office equipment we should have the knowledge  and understanding  in order to identify the types of office equipment, their features and what the use of it is. We need to also be able to use the wright equipment's and resources for the appropriate tasks. The purpose and benefit of following manufacturer's instructions when using the equipment. The purpose and values of making sure products meet quality standards and deadlines. The purpose and benefit of following manufacturer's instructions when dealing with faulty equipment's. I agree with the National Occupational Standards in order to maintain a smooth, safe working environment and up to the quality standards (National Occupational Standards,2009,p2,p3).

SPOKEN AND WRITTEN COMMUNICATION 
Communicating effectively is one of the most important of all life skills. Effective communication is an act of transferring information from one place to another. This may be vocal (using words) written (form such as letters, email or text) visual (signs, logos, maps or graphs) lastly non-verbal (body language, gestures and the tone and pitch of voice. How well we exchange information depends on our quality of communication skill. Improving our communication skill can allow us to improve our life e.g. professional life to social get together and all the other things which falls in between. 

Having the ability to communicate information correctly, clearly and as intended is an important life skill and which should not be overlooked. Improving your communication skills is very important to improve your quality of life, as it’ s never too late to do so. In professional life to apply or get promotion in jobs you will most certainly need to show excellent communication skill. In order to speak appropriately with a wide range of people whilst keeping good eye contact, using varied vocabulary and tailoring your language to you audience you must have excellent communication skills. 

You must also listen effectively, bring forward your opinions appropriately, write clearly and work well in a group to maintain effective communication skill. Working as a receptionist I will need to display good interpersonal communication skills when engaging face-to-face with one or more other people. I would also have to show excellent verbal communication skills as a receptionist, as I will be dealing with patients first hand and with their enquiries. 

The words which I choose to use while speaking to patients can make a big difference to their understanding of message. For example, an individual who does not know very much English, I would use simple words speak in short sentences or break or down for them. I would also check they have understood the message. Non- verbal communication is very important as we tend to communicate a lot more information using non-verbal communication. This may include signals, gesture, facial expressions, body language, tone of voice and our appearance. For example, working as a receptionist if I have a sad face on while working, patient may not be comfortable approaching me, as may appear off mood to them and unapproachable.

 Listening is an important interpersonal communication skill. While communicating “we spend “45%” of our time listening” (SkillsYouNeed, 2017). Working as a receptionist it is important that I have good listening skills in order to communicate effectively with patient. For example, if I did not listen to the patients details properly while booking in, I would miss book patients or unable to find them on the system.

 As a receptionist being able to write clear and effectively is a key communication skill, as I will be filling in appointment cards. If the patient cannot read my writing than we will end up with a messy situation of missed appointments or attending in according to what the patients understanding of message in the appointment card. Having good spoken and written communication skill will benefit my employer by running the work place smoothly without problems. This will also save time, money and make money.

CONCLUSION 
In this assignment I have written a analysed report on my own employability skills. If I have those skills or how I will develop the skills. I have also mentioned why those skills are important to my employer and included sources to back up my information.
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