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Analysing Employability Skills in the Workplace.

Introduction
The purpose of this report is to analyse three of my current existing or required employability skill. The skills to analyse are as follows; Communication skills, team working skills and decision making skills.  Communication skills and team working skills are people skills, thus having the ability to relate to others on a personal or professional level. Decision making is a thinking skill, requiring mental processing to make sense of the information. 
Skills in the workplace have changed over time as employers have a recruitment process seeking more multitasking skills required to do the job and each role requiring different skills to match the job. Companies are seeking and paying more attention to employability skills and the demand is increasing. 


Communication skills

Communication is the act of conveying means from one entity or group to another through the use of mutually understood signs, symbols and semiotic rules. Therefore, having the ability to pass information to another effectively and efficiently.  Being a people skill, means that the pattern of behaviour and behavioural interactions among people, will relate to set of abilities, personal effectiveness, interaction skills and intercession skills.
There are four primary communication skills. Verbal, non-verbal, written and listening communication. Verbal Communication Is distributing of information between individuals by using speech and words. This communication uses spoken words to communicate a message. For example, saying “good morning”. The main function is to relaying a message to one or more recipients. Verbal communication can be used to inform, inquire, argue and discuss topics of all kinds. Non-verbal communication is the communication done by sending and receiving wordless clues. Non-verbal communication includes body language, gestures, facial expressions, and even posture. Non-verbal communication sets the tone of a conversation. Rfa Renthlei 17 august 2016
Having good communication skills in the workplace is very important because it enables the company’s information to flow efficiently, clearly and as intended. Communication takes place in the workplace every moment of the business, encouraging good healthy and peaceful relationships with colleagues and superiors at work. there must be communication to eliminate misunderstandings, as it creates a good working environment and supports colleagues to complete the work more accurately in a professional manner. Having excellent communication skills will make current clientele be more contented with the service implemented by the workplace. likewise have commercial benefits and appeal to more opportunities with consumers. 
Having poor communication skills will cause misunderstandings with work colleagues, this will lead to important and vital information not passed on to others in order for the system or organisation to work effectively. This allows opportunities to be missed and creates chaos therefore can lead to business closers and mismanagement. 
Good communication skills are vital to my employer when recruiting. I am Confident, articulate, and have professional speaking abilities, combined with listening and persuasive speaking are skills I frequently use at work to communicate effectively daily at work. excellent presentation skills I convey information clearly and simply to colleagues, management as well as to the residents of the care home I work for, so that tasks are understood and achieved using all most all of the communication skills types to communicate because of a very diverse workforce. Many people are from different backgrounds and have different abilities. Excellent written and verbal communication skills.
.
Team working
A team is a number of individuals working as one to achieve a particular goal to which they are all mutually committed. Morgan, P (2018 pp 204)
Team work is often a crucial part of a business, as it is often necessary for colleagues to work well together, trying their best in any circumstance. Team work means that people will try to cooperate using their individual skills and providing constructive feedback, despite any personal conflict between individuals. The word team speaks for its self and stands for; together everyone achieves more.
According to Katzenbach and Smith (1993) In order for a team to perform well there are some key factors to consider which can make a difference.
 A team: of 5-7 is ideal size to ensure the knowledge and skills is divided among the team to function well.
Complementary skills: each member of the team possess different skills to enhance and complement the team to achieve diversity the goals set.
Common purpose:   team members should be committed to the teams aims. This should be shown though their willingness and effort made to share their ideas for the purpose of the team to succeed.
 Specific goals: each member should have a specific goal to the team to contribute as this can cause misunderstandings and frustration due to lack of clarity.
Common approach: the team should have common ground and agreement of how the goal should be achieved as division causes adversity.
 Mutual accountability: togetherness in a team gives a sense of ones and creates a strong bond to work together to achieve potential targets and finish the tasks of which the team was set with good results.
[bookmark: _GoBack]According to Belbin and others (1981) two factors are important to a team. The knowledge that a person has in order to contribute to the team their occupational function and the skills and abilities that individuals bring to a task.
Belbin and others argued that the combined personalities of the individuals in a team or the combination of individual team roles could significantly enhance or detract from the ability of that team to complete particular tasks. But rather your natural personality could emerge through to perform and function in team activities. This could be your strengths and weakness. 
A research carried out by Tuckman (1965) indicated that the development of a team will occur in stages, each of which can affect interaction between members of the team. The phases are all necessary and inevitable in order for the team to grow, face up to challenges, tackle problems, find solutions, plan, work and deliver results.
Forming, of a team is not for only to bring the perfect team together but rather the members question themselves, how they will make a contribution to the team. Do they feel relaxed and comfortable with each other to work well and ensure that it is clear with the roles and contributions they are going to make in a team.
Storming, is when creativity participates in a team, this can create disagreements causing the team to collapse and shut down with arguments when putting their ideas forward, causing the participates to not listen to each other losing focus on the task. The team leader will have to put the respect back in the team by engaging everyone in the team and remind them of the task. 
Norming, developing ways of working, at this stage the team leader and colleagues in the team would by now settle into their roles, knowing the rules and values, that would prevent conflict and resolve issues by listening to one person speaking at a time. This could be short term but at least the process of developing would have started.
Performing, the team gets motivated at this stage working well in a respectable manner to complete the task. They would have overcome and dealt with the issues of different personalities.
Adjourning, completion and finishing, the task and there has been a bond that is created, so emotions develop and the team form good relationships. This is in the example of the show The Apprentice, when a team has worked hard and completed the challenge, they get to celebrate their win by hanging, smiling with excitement in the team.   
Why we need team working?
In this present society, working as an individual is not adequate enough because, more organisations need a group of people to complete tasks. Working in groups can speed up the process of work and brainstorm together to create better ideas for the company.
I work in a team based environment which requires me to work as part of a team to support the individuals I care for at work. Management gave me the opportunity to take on the role of a team leader putting into consideration how I relate with colleagues at work. This is one of the skills requested by my employer because it is essential to the work I do. It allows me to make contributions to the team and plan out how we as a team will carry out the tasks set. This has enabled me to use my strengths and weakness and bounce off each other as a team.
Decision making skills
Decision making is the act of choosing between two or more courses of action.  In the wilder process of problem-solving, decision making involves choosing between possible solutions to a problem which can be made through either an intuitive or reasoned process, or combination of the two.  Skills you need (2019) [online] When trying to make a good decision, the decider must weigh the plus and minus of each option and explore all opportunities. For effective decision making, a person must be able to forecast the outcome of each option as well, and determine which option is the best for that particular situation. 
 Decision making is one of the most important skill that a leader/ manager or anyone else that makes decisions in a workplace needs to possess. It is the excellence of the decisions that will affect the manager to succeed or fail. Because it is related to planning, organising, directing and controlling functions of a manager. Having this skill enables one to think critically and solve problems creativity. Because decisions have to be made every day in a work place, from choosing who is going to provide the best service to problems that can arise in the business at any time and you have to make a decision that is right for the company in order to accomplish the organisational goals/objectives within the time available and budget. There are factors that influence decision making. whether using business policy and strategies, what effect will the decision have on the company’s reputation and performance, personal belief, age and environment.

[image: Decision Making Process]


The decision-making process involves the following steps – 
Defining the Problem
The first step in the process is the identification of the problem, and to recognise that a decision needs to be taken. It is important to understand the problem.
Seeking information
Learders will need to collect information to clarify their options and determine what cause of action to take in consideration of time, personnel, equipment, and supplies.
Brainstorm solutions
Recognising and understanding the problem, managers brainstorm for solutions to produce the best decision feasible with the information, resources, and time that is convenient.
Choosing an Alternative
Deciders must establish the advantages and disadvantages of each alternative and evaluate them in light of various situations before making a final decision.



Selecting Alternatives 
The decider weighs the conditions of the problem using low certainty having all the information needed to follow and the possible outcome.
Risk, analysing all alternatives with the information you have knowing that there is a possibility of succeeding or failing. 
Uncertainty, knowing what the manager wants to achieve but lack of complete information will make alternatives strenuous.
According to Mukherjee (2005 p.70) information is primary for making a decision. It determines the effectiveness of not only the final decision but also the process of decision making, as deciders require information to identify and define problem situation to develop, alternatives and course of action to select the best alternative.
The decider needs to appoint the solution that gives the most advantage while meeting all the required criteria. At times when the best alternative may not be obvious, the manager uses probability estimates, research and analysis aided by his experience and judgment.
I have taken a test online as well as in class suggest that confirms I have this skill. At my workplace, management has described me as calm 
 and collective when a situation arises which enables me to think and take decision using the right approach to make a decision using my intuition, morals and company policies to guide me. 
Conclusion

The society of this generation, now requires job seekers to have employability skills to ensure they secure positions in the organisation as well as those who are already in the organisation. Your skills and abilities is what makes you stand out and be different. I will continue to upgrade and acquire more skills that I don’t have or need to improve and be the best I can be in all skills in order to enhance my employability. 
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