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1. Introduction
According to (Berger, 2015), Skill refers to the ability of a person to perform a task with determined result within a given period of time. Employable skill involves with those ability of individual that are attracted by the employer to accomplish an organizational goal. Two different types of skills are considered, hard skills which are measurable and can be taught such as speaking English, computer operating and so on. Soft skill refers to the traits that make an individual a good employee such as communication, getting along with other people and so on. 
In my class room I have achieved skills that can be used as the employability skills in organizational context.
Employability skills that have been learned from class lectures
Problem solving: This is the skill that can be developed in school or college by understanding the nature of business issue and organizational constraints. Problem solving attitudes are important to shape the behavior and attitude of an employee toward specific problem in the business organization. In educational institution I have learned to solve problems regarding various projects on different subject. Further this skill helps them to solve organizational problems (Mottet, Richmond & McCroskey, 2015).   
Professional and formal attitude and presentation: Educational institution helps me to be dressed up formal when preparing presentation course as he part of the main course. It helps me to be prepared for the presentation on the organizational presentation and to be professional in the organizational context (Jaber, 2016). 
Self management and learning: Academic study helps me to know the way of managing all subjects according to the time that has been given to me as the form of semester. I learn time management and managing my own learning strategy. This self management skill helps me further in corporate life. I can manage the situation that occurred anytime. Critical thinking and analysis process is learnt by me that is helpful for further organizational context (Cornelissen & Cornelissen, 2017).   
Planning and organizing: While studying in school or college I am given a number of subject to be completed within a given period of time which is called semester. Institution helps me to make a routine of this subject and I also learn to manage these subjects. This skill of managing and planning for the subject to be completed helps me further to decide the strategy by which the organization will approach its managerial operation (Watson & Hill, 2015). 
Technology: Most of the educational institutions are using digital methods of teaching students. Students are also asked to use digital medium of presenting assignment and home work. Thus they become competence in using internet and innovative technology in learning. It helps me further in corporate life to use digital methods to communicate with the employees. I also learn the way of digitally collecting, analyzing and storing important information of the business organization (Watson & Hill, 2015). 
Team work: Team work is the state of working condition where a number of people are collected and organized together to accomplish a certain common goal. Members of the team are responsible to maintain rules and regulation of management and there must a team leader among them. Team work within a business organization is important as a team is enriched with employees who are proficient on different skills and ability. When organization needs to complete any special project, it manages to create a team giving it responsibility and direction of achieving goals. Unity in the workplace is the vital issue as it motivates works to cooperate each other that result in good outcome. It reduces the time of completing task while a number of people are giving effort together (Cornelissen & Cornelissen, 2017). I have also learned to analyze the effectiveness of team work by implementing the theory on team work that I have learned in my class. 
Tuck man theory of group working:  Tuckman theory is fist developed model of using the team’s ability at the best point of their performance. This theory involves the stages that are helpful to explain the process of forming a team, process of using ability and skills of team members, way of find out the best result and measuring the outcomes. This specific theory is established and introduced by Bruce Tuckman. The theory is divided into four several stages (Jaber, 2016) such as, forming, norming, storming and performing. 
Importance of team work
Maximized involvement: Team work enables the members of the team working together and share their idea with each other. It helps to generate more intelligence within the team and the best decision can be taken immediately. Time wastes get lower than ever as decision making process becomes more rapid. As a number of people work together to accomplish a common goal, it becomes easy to identify problem and solve it. Goals are set for the team and the members work together to achieve it. As a result the complement of good outcome refers to the all team members. They learn to share ideas and communication skills are developed here. Working together in a group enables members to take greater risk regarding the project and provides greater possibilities of being success in the project (Jaber, 2016).  
Communication is the systematic process of collecting, gathering and analyzes information about organization and other elements and transferring them to related department of the organization. Communication concerns with listening, speaking, observing and emphasizing skills of employees. Communication is important as decisions are taken on the basis of the information that has been collected y the intelligent team of the business. Without communication it is not possible to run market research strategy and other business process that build core value for the organization (Mottet, Richmond & McCroskey, 2015).  I have learned how to communicate with the teachers and other students in my class. I also learned theoretical approaches of communication that helps to do effective communication with the classmates. 
2. Types of communication that are used in Sainsbury, my current working place
To effectively make understand the employees of the organization of any situational state, different type of communication are used, such as:
Verbal communication: it refers to the process of communicate with the people by using language or any kind of sign. Presenting something in front of the people of organization or giving direction of task verbal communication process is used. In Sainsbury employees are responsible to use local language for their customers in stores. Verbal communication saves time. It helps the user to get feedback immediately. This is effective to be used in the organization as organization needs direct observation and direction for organizational task. It provides the complete understanding of communication and the both sources of communication can understand the purpose of communication (Stacks & Salwen (Eds.),2014).  
Non-Verbal communication: This is the process of communicating with the people suing body language, facial expression, or gesture to convey information. While using non verbal communication process body language should be matched with the emotion of the speaker so listener can understand. Employees use non verbal communication process to avoid customer participation in their conversation (Watson & Hill, 2015).
3. Model of communication 
According (Christensen, 2014), Communication models are developed on the basis of human interaction process that they use to communicate with others. General perspective of communication is built by breaking communication from complex to simple. It explained human attribution to the process of communication (Coombs, 2015).
3.1 Shannon Model of communication is known as the earliest model of communication which acted as the base for different communication process that we are using today in our everyday life. This model helps to enhance the communication process. This is considered as the granddaddy of many other communication models that are established in different time. Shannon model of communication is able to show the state of situation for which communication can be taken place and future consequences can be determined easily by this model (Tourish, 2014).
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Figure: Shannon’s Communication Model
Source in the Shannon model is considered as the person who starts communication process by sending a message to other people within the organization. To be started there should be source from which the communication system will begin. Individual uses transmitter to start communication (Cornelissen & Cornelissen, 2017
Transmitter refers to the any machinery or instrument that is used for communication directly or indirectly. Transmitter is considered as any type of devices today such as mobile phone, computers, fax machine and so on. Message can be sent to people by using computer, fax and cell phone. Signals of receiving message by the transmitter are dependent on the devices and the system of communication that has been used. 
Box is situated at the bottom of the diagram that is called as NOISE related with the signals that is interfered with the message. This signal and NOISE box are also depending on the method of communication. 
Receiver stands on other side of message sender. It can be instrument or a person. Most of the time receiver is the person and receives message through devices. Receiver is not the end user of the message and the last element of the communication process. Receiver can transfer the message with same process to another user of communication. 
Advantage of Shannon’s Communication Model: This model is liner but there is no communication barrier of communication sources. It mentions the communication interferences and noise. This model takes the communication to the two way process tat helps to be applied this model in general communication. 
3.2 Berol’s communication model refers to the model that established and discussed the relationship between the sender and receiver of message in communication system. This model exerts that message should be properly encoded and decoded by the sender and receiver. It indicates that, communication skills of both source such as sender and receiver must be in the best level to establish a valuable communication process at all. Communication will be fruitful only when he two points of the system will be the best at their skills and ability (Trittin & Schoeneborn, 2017).
This model enriched with four main components and these main components have other sub component in their own team. 
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Figure: Berol’s Communication Model
Advantage of Berol’s Communication Model: This model helps to show share experience of both side of communication from sender and receiver. It is considered as the most systematic model of communication. The codes should be understood by both sender and receiver of message. Messages are clear and the devices are aligned properly with the recipient of the messages. This model is appropriate for interpersonal communication rather than group communication purpose. Here passive part is played by the receiver and primary role is played by sender. 
3.3 Schramm’s Communication Model also emphasized importance on the relationship between the sender and receiver of the message but both of them have to play the role of encoder and decoder. When it comes to the point of communication both of the side of communication process have to play encoder and decoder role for each other. This model is followed y other communication model such as Helical and Aristotle’s model and so on (Turnage & Goodboy, 2016).  
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Figure: Schramm’s Communication Model
Advantages of Schramm model of communication: This model is helpful for the users as it shows the consequences of changing of the situation while communicating. It is dynamic model of communication. It explains the reason for which redundancy becomes an essential part. No separate sender and receiver take place in communication system. This model assumes communication as circular model of transferring message or information. Collecting feedback is central feature of this model. 
Recommendation: After the discussion on the employability skills, communication process and the importance of using model communication it can be easily said the communication is the most valuable factors that should be considered in a business to gain the business mission and vision. Achievement of organizational goals depends on the proper information about the market and the customers of the organization. Competitor’s analysis also needs their information about various time periods. These information can be collected through proper channel of communication and after analyzing information the outcomes can be sent to the people who need this only by the devices of communication. To build a proper organizes corporate culture and organizational structure communication has no option to be maintained. Communication channel within an organization should be advanced and maintain trough technology to make communication faster. Three models of communications are useful for both personal and organizational purpose. But, Sharron’s communication model should be avoided in case of organizational communication process. As Berol’s and Schramm’s models focuses on the relationship of the sources of communication these two models are reliable enough to be applied in organization. Communication models are useful to identify the outcomes of the communication and make the process easier for the users.

Conclusion
Employability skill involves with the vast area of any business organization as all operational and managing decisions come from the analysis of the collecting data to implementation of the information. Management of the organization designs communication channel to fluently run the business and make the flow of proper information within the business. Information acts as the blood for running a business. Information helps to draw the blueprint of organizational strategy. Competitive advantage of business is also depends on proper information flow within the organization. All these factors are derived from the effective communication channel and the skills of using communication channel as well. In this report, I have learned importance of communication as the soft skill of candidates is discussed to make students aware of further effectiveness of communication in employment process as employability depends on the proper communication skill of an individual. 
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In-class exercise

Ex.2. Complete the blanks in such a way that the meaning of the second sentence is as close to
the original sentence as possible, using the word in brackets where given. Pay attention to
grammar and make sure what you write matches what is already given.

1) There will be a few changes aroufid in the Dfﬁceyo/wéunce)
The boss_ciNnounced Some. &! changes in the office.

2) He doesn't write to me as frequenny ast wanted
1wish_he dpes forme not wreds fo me fre. as L wanted -

3) We were concerned about her health.

We hat some heedth. Concern’@bout her -

4) You weren't careful, so you made so many mistakes. (hag el 7
I _you Wad heen CquF‘uX 3 ou WouWd oy \w( so many mistakes.

5) The council cut funding so we could not prnvlde free parking. Kw
Because o ndlings by tia Guna l E/amll) ot pruide
¢ Free P P 14

6) His proposal was a failure as it was too theoretical. (relied)

>
Hisproposal &S replied oS a Canluce @S NS u;a.s/&m heoreticol -

7) It was Mary who stole money.

He accused MAre of Stealing ke mor\e,q v

~
8) He seems well-educated. However, he's not very bright. (al T/h) e
Al he Socms oLl ~educabed (Howeves he's not very

onghtt/-
9) Universities place the burden of understanding plagiarism and annbuucn (onve ions on
students

The responsibilty for Stydents Fo underctand dﬂq.qrrf atd attribudons

Conversadions placed by Gnivergihes -
10) 33% of adolescents who have one baby, have a sa{@d’baby within two years of the first

o thind BESE o e les ot hawe the, Socond child whem iltons

+wo ﬂ%vs “f lice first babyl birtt. -
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studentName: HERNALD AmodKo studentin: 9074 FE

Time allocated: 1 hour. Please return your paper to the lecturer upon completion. It wil be returned
10 you at the next session. You will need to include a scanned copy of this exercise in the form of an
appendix together with you Task 1 (part of the Assignment for this module).

Ex.1 Write a paraphrase of the following passage.

Chocolate has always been considered an affordable ittle luxury, associated with romance and
celebrations. Therefore in 2001, revelations that the production of cocoa in Ivory Coast involved
child slave labour deeply shocked chocolate companies, consumers and governments alike. The USA
passed legislation mandating that standards be created to permit companies who could prove that
their chocolate was produced without forced labour to label their chocolate “slave-fabour free.” The
chocolate industry agreed to an international protocol that would give chocolate producers four
vears to limit abusive practices.”” | \ hosl 2yl

chocolate has g/f(ﬁiu'e while 4aken/as Small [uttte
AL;/): Fogelter torfl (ove and occdtins . Se o Ao,
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Ex2

Re-read the text To be  great feader, you need o start by feading yourself’on the pravious page
Summarise main ideas from the text in your own words. Wirite about 175 words.
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student Name: Eezninens A monaic Student 1D/Group: |0 GHTC

Time allocated: 1 hour. P2ase r2tur your paper to the lacturar upon compiaLion. It will be returnad
£ yau At tha naxt sessi0n. You will nesd 1 include a scanned copy of this axarcise in the form of an
apoendix togeth,

* with your Task 1 (part of tha Assignment for this modu'e)

Ex1

Read the following text and make notes on the main ideas. You can o this on a separate piece
of paper which you do not have to hand in.

To be a great leader, you need to start by leading yourself

Most people g into top positions with good intentions, but those often crumble due to the demands — and
perks — of the job. If you want to succeed, devote some time and energy to self-leadership, says consultant
Lars Sudmann. Being a leader i a litle ke being a parent; beforehand, we have all these rasy visions of how
we're g0ing to do it, how incredible we're going to be, and how we'l sidestep the mistakes that we see other
people make. But when it's our turn £ assume the role, we find that reality doesn’t match our expectations
or imaginations. Sudmann, for example, believed that he would ace his first leadership role. Then, he held
his first major staff meating, an employee asked a question about the company’s email signature, and the
proceedings — and his command of them — completely fell apart

After some months, Sudmann realized he was fighting against certain entrenched factors that keep all leaders
from improving. Like many in the working world, leaders have 100 much to do and not enough time to do it;
they don't clearly think through their priorities and strategies; and being in a position of power causes them
10 assume that the people beneath them will take care of 3 lot of problems

Sudmann found a potential solution to these “classic leadership problems” in Marcus Aurelius, the Roman
emperor and Stoic philosopher. Rather than spending his time trying to learn to rally and guide others,
Mareus Aurelius focused a surprising amount of his energy on mastering self-leadership. Sudmann has found
this orientation tremendously helpful. Below he breaks down three actions that go into self-leadership.

First of all, you need to be aware of your shortcomings; leaders need to know all of their biases, predilections
and weaknesses. Another idea i to take 5- 10 minutes every day to think about the challenges you've recently
handled and the ones you'll soon face. While Marcus Aurelius was fond of reflecting in the evening, Sudmann
likes doing this over morning coffee. Questions to pose include: “How did my leadership go yesterday? How
would the leader I'd like to be have faced the challenges | faced? What about my challenges today? What
could I do differently?” Writa down your thoughts 50 you can refer back o them and learn from them.

Also, regulate your feelings; no mattar how much preparation and reflection you put in, there will be
employees, colleagues, clients and associates who angar, frustrate or annoy you. That's whera the practice
of "reframing” comes in; stopping and asking yourself .. on a scale from 1 to 10, how important is this issue
right now? Then, give yourself amoment to think: “How would the leader | aspire to be handle this situation?”
‘The answer will come to you.

Lecturer’s signature: Date:

1pey





image1.jpeg
((source }—{ Encoce

Decode |—f Receiver

NOISE





image2.jpeg
Encodes

-

Message

Decodes

_)@

Content
Elements

Treatment
Structure

Code

Hearing

Seeing

Touching

Smeling

Tasting

-





image3.jpeg




