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[bookmark: _Toc396350683]Introduction 
 
The purpose of this report is to analyse 3 employability skills for the workplace. The following employability skills will be analysed in this report, Team working, Communication skills and Time management. The aim of the report will be to analyse the chosen skills, look at how they can be improved and developed with the aim of gaining academic and employability skills, while taking into account the point of view of the employer. 



[bookmark: _Toc396350684]Team working  
 
Team working consists of employees being able to work effectively in a group as a team enabling individuals to share experience, skills and support each other. Team working is considered a valuable tool within organisations and can in theory improve workplace efficiency, productivity and the quality of work. One of the main problems with team working in business is that the results expected in theory do not always reflect into practice. When a group of people work together as a team it is expected that this will benefit the business and the individuals. The fact that they all have different skill sets and levels of experience should be enough to achieve the goals intended however this is not always the case (Apex Leadership ltd, 2012, p.10). 

Often when employees work as a team there are members of the group who will ease off and neglect what needs doing in the hope or expectation that others will cover and compensate for their lack of effort. There may also be conflicts in terms of leadership, communication and lack of understanding within the group. What needs to be looked at is how a group of people with differing skill sets, knowledge and experience can form an effective, productive well-motivated team (Apex Leadership ltd, 2012, p.11). 

For a team to be able to produce the required and expected results one needs to ensure that the individuals of the group have the necessary personal qualities to go with the experience and competence of performing the task. Successful teams will usually have members that put the common good before self, they will be able to listen and take on new ideas where necessary. A good team will support and encourage the other members and mediate if a misunderstanding or problem arises between individuals in the group. When a team has the correct personality and attitude traits required to go along with the work skills and experience then it will truly be more productive, efficient, innovative and successful (Apex Leadership ltd, 2012, p.12). 

According to West (2011), there are two important factors for teams to operate productively. The work the team needs to accomplish and the personalities within the group. The task is the work that needs to be accomplished and the goal that needs to be reached. The social aspect is as important as the task and both elements are needed for employees to successfully work as a team. Positive interaction, good communication, support and the sharing of ideas are vital for an effective team (West, 2011, pp. 5-7).  

Team working is not something that the author has found enjoyable through past experience. The author usually ends up getting annoyed with fellow employees that do not contribute while taking advantage of others in the group or tends to shut them out and do all the work as if they were not there.

The author has learned to be more patient, encouraging and aims to assist other members of the group motivating them to contribute more. This method has been more successful and productive compared to previous experiences, after learning more about and participating in team working at university the author has improved team-working skills. 



[bookmark: _Toc396350685]Communication skills 
 
Communication is the interaction between people to convey and receive messages that are understood and is considered one of the most important skills that employers and employees can poses. It affects our relationships, how we send and receive messages with our family, friends and colleagues at work. There are many ways in which we communicate, Verbal, non-verbal and written communication. In business good communication skills are essential as bad communication within a corporation may negatively affect productivity, efficiency and profit. 

A survey of 3,000 businesses asked to rate out of 5 what they were looking for when taking on a non-supervisory employee responded with 4.2 for communication skills which came second in the list of all skills required which was way above academic grades that came in at 2.5. Source census bureau (Picardi, 2001, p.4). 

Verbal communication can either be in oral or written form and can be formal or informal. Formal communication may take place at work, in meetings, interviews or in writing memos and emails for example. Informal communication may take place between family, friends and in a social environment (Picardi, 2001, pp9-17). 

When communicating face to face many factors come into play, only a small percentage of the message is received through the words spoken. Body language, posture, tone of voice all play a far larger role therefore it is important that these skills are developed and taken into consideration when communicating (McPheat, 2010, pp. 26-27) 

Presentation is part of communicating. Employers and employees must consider the way they dress and how they present themselves through body language. Oral face to face communication is still the most efficient form of communication and grants immediate response and conveyance of the message while permitting the sender and the receiver to correspond non-verbally using body language enabling the message to be transmitted and received more clearly.  

Written communication is also part of verbal communication however is a solitary practice that allows for reflection, consideration, alteration and modification of the message before it is sent. Much of the communication at work is in written form therefore it is a very important skill to have. Unlike face-to-face communication an employee or colleague will be judged solely on what is written.  Good writing skills are therefore important in the workplace as a poorly communicated email, memo or letter that is not understood as intended may cause loss of time, money and resources. (Picardi, 2001, pp. 9-17) 

Communication has always been one of the author’s strong points and has never previously been a problem however these lectures have helped to understand the dynamics of communication and gain a more in-depth knowledge on the subject.

[bookmark: _Toc396350686]Time management skills 
 
Time management is thoughtfully and intentionally managing time in-order to achieve our goals and complete tasks effectively while keeping control of our lives. Managing time is a skill that will decide if we successfully achieve our goals or fail. Time is a limited resource that cannot be reclaimed once spent. Managing time correctly and efficiently not only improves the quality of work it also contributes to the overall health and well being of staff. Well executed time management skills ensure that work is done on time to the required standard rather than last minute rushing around trying to complete overdue tasks causing stress and tension. Good time management will allow time for doing pleasurable activities, enhance and improve our quality of life (Tracy, 2013, 22-32).

Procrastination although very pleasurable at times can be one of the biggest dangers to successful time management. It has been argued that deeper psychological issues may be a factor such as subconscious fear of conflict. A person may wish to perform a task however numerous mental barriers may hinder them in doing so (Mancini, 2003, pp. 42–45).

Not all employees are a natural when it comes to time management however it is a skill and can be learned. There are several beneficial charts, theories, rules and tips that can be learned and implemented to manage time. Planning and making lists are very important as they give purpose, set out goals, and save time when executing the task. Planning can help you visualise your goals, set out how you aim to tackle difficulties that may arise and sets out a clear map of how you aim to achieve the task. Making a list can help prioritise, break down and manage achievements and goals. (Morgan, 2017) 
 
Making Charts such as the pert chart (program, evaluation review technique) are also useful tools in time management. It enables management and staff to visually see the main task as a whole. Start by deciding the goals of the task and the results you wish to achieve. Once you are absolutely clear as to what the task will be, work back from the end to the beginning, figuring out what steps need to be taken to reach the desired outcome. The pert chart marks out the steps needed to successfully accomplish the task and when they need to be taken (Tracy, 2013, pp. 22-32). 
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[bookmark: _Toc396350687]Figure 1 
(Halls, 2017) Available from: http://www.spreadsheettemple.com/pert-chart-template-excel-free/




An urgency grid is also a useful tool that can be utilised to assist in time management 
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[bookmark: _Toc396350688]Figure 2 
(Free management e-books, 2018)  Available from: http://www.free-management-ebooks.com/faqps/tools-02.htm



Employees may benefit their time management skills by following the Urgency grid

This grid consists of 4 parts high urgency, low urgency, high importance and low importance. 

· Urgent but non-important tasks should be done promptly however too much time should not be spent completing these tasks. Assistance from colleagues can be sought where possible to avoid spending too much time. 

· Non-urgent non-important tasks can be delayed and put aside in favour of more important and urgent tasks. A little time can be spent on this if it is pleasurable however in general these tasks should be delegated and passed on to colleagues for completion. 

· Important non-urgent tasks can be delayed as there may be no deadline or deadline may be far off. This is important and must be completed and must be completed at some point therefore it is advised that a certain amount of time be put aside for the gradual completion of these tasks. 

· Urgent and important tasks should be prioritised and completed on time to a high standard. Less urgent and important tasks should be put on hold and an effective management strategy should be implemented when completing these tasks. (Newton, 2013) 

Pereto principle states that 20 per cent of all work completed will account for 80 per cent of all valuable results, therefore a list or strategy should be implemented determining 20 per cent of the most important tasks that will help accomplish the most valuable amount and be most beneficial in reaching your intended goals and objectives. (Tracy, 2013) 


The author has always lacked good time managements skills however the lectures that the author has attended have been immensely beneficial in regards to time management and have helped to substantially improve this skill. The theories, charts and ideas have been very helpful and the knowledge gained has been used and implemented especially at work.
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Conclusion 
 

Team working is an extremely important skill to have in the workplace as it increases productivity, efficiency and profits when successfully implemented. It contributes to camaraderie, support of team members, new innovative ideas, sharing of skills, experience and allows all employees within a corporation to work for the common good aiming for the same goals. 
I order for team working to be successful it not only requires the members of the team to have the correct skills and traits but also requires the correct personalities, attitudes and mentality to be effective and successful. If both these characteristics are not present, there may be a risk of counter productivity and failure to reach the intended goals of team working. 

Communication is one of the most vital skills needed to be successful within the workplace as it affects relationships, how people are viewed and interactions with colleagues. Good communication skills within a corporation ensure that all members are informed and aware of the goals, aims and requirements of the corporation. Poor or Miscommunication wastes time, energy and resources, negatively affecting profits and moral.  

Time management unlike other work skills is not something that can be left at work when the day is done. The amount of time we spend working, socialising, studying and sleeping effect all aspects of our professional and private lives. How we manage time can affect moral, mental state, productivity, career success and life prospects in general therefor it is very important to be aware of and learn to manage time successfully. 
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