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Introduction: 

The purpose of this report to evaluate and analyse the use of effective team working and communication skills in the workplace. The skills that will be analysed are: Communication, Teamworking, Adaptability, Problem Solving, Critical Observation, Conflict Resolution, Leadership, Computer Skills, Data Analysis and Planning.                                                                                          

In every job, an employee must have some skills to perform his/her tasks. Without these basic skills no one able to do any work. These skills are called employability skills. According to the University of Kent employability skills have been defined as: a set of achievement, understanding and personal attributes that make individuals more likely to gain employment and be successful in their chosen occupations. 

A person who is interested for job if has some skills that are related to job is most chance to select for job. In the interview for job, employer mostly ask questions about job related skills to the candidate, there are two types of employability skills, number one soft skills, number two hard skills.

According to the Collins English Dictionary, the soft skills are the desirable qualities for certain types of employment that do not depend on acquired knowledge: they include common sense, the ability to deal with people and a positive flexible attitude. Through these skills employees can build relationship with their employers and colleagues. It creates more opportunity for their advancement. Without soft skills it is really hard to get a job. We will discuss about some of the soft skills:

· Communication - is a very important soft skill; most jobs require some form of verbal feedback and direction. In customer facing roles, communication is vital for customer satisfaction. Clients who encounter employees with poor communication may be turned off from providing sales to the firm. Therefore, it is imperative for firms to have employees with good communication skills. Employees also only perform at their best if their managers give clear and concise direction. Making communication important for those in management roles.

· Verbal communication – According to the University of Cambridge, the study of information between individuals by using speech. According to Sampson, Quinn (2018). To run a successful business, management must effectively communicate with staff and staff must effectively communicate with the management. This helps to avoid misunderstanding that can affect efficiency, productivity and workplace morale. In business there are many types of oral communication examples that can help for revision and refinement of workplace process, for maximum efficiency and work satisfaction.

· Non-verbal communication – According to IVV and Wahal (2014) ‘Communication other than written or spoken language that creates meaning for someone is called non-verbal communication. According to Lavan (2002), ‘55% of inter-personal messages are conveyed non-verbaly. This seems logical, because most human beings are visibly dominant and live in a society dominated by visual images. Such as body language, distance and physical environments/appearance of voice and touch. Body movements, gestures and facial expressions, eye contact and touch are uses of non-verbal communication.

Non-verbal cues not only help members interpret verbal messages, they also help regulate the flow of conversation (Goal Mann) for example when member wants to interject a comment into a discussion they may use any number of non-verbal prompts such as learning forward, clearing their throats, making direct eye contact with the current speaker or posting a facial expression that indicates a desire to speak. Additionally, if speakers receive positive non-verbal feedback from others while they are speaking (i.e. head-nodding, eye contact or smiling) they will continue with confidence that they are being heard. Speakers signal the end of their contents by relaxing body posture reducing verbal volume or leaning back on their seat. These cues prompt others to respond their own thoughts.

· Teamworking Skills – A group of people working towards a common goal is called a team. Working together as a team blends complementary strength, builds trust, promotes a wider sense of ownership and moreover encourages healthy risk taking. People in the workplace perform teamwork when workers combine their individuals’ skills in pursuit of a goal. The goal is generally a product of the companies’ mission. For example, during the late 1990s the Ford Motor Company built the Ford Taurus in Atlanta, Georgia assembly plant. It built the car on assembly line using skilled workers. It took a team of professionals with each with his/her talents, to help the company achieve the company achieve its goal of building a quality automobile for big profits.

· Adaptability – An employee must be able to adopt a situation, because everything won’t go to plan all the time, sometimes they must face unwanted situations and tried to find the best solution of it. For example, when in our workplace there is a shortage of staff we have to adapt and perform more vigorously, adaptable in our preference in completing set tasks.

 At the workplace, daily we have to face the different situations, changes in behavioural style or method when necessary to achieve the gaol, adjust style as appropriate to the needs of the situation. Respond to change with a positive attitude and willingness to learn new ways to accomplish activities and objectives. Demonstrates respect for opinions of others. Help and support fellow colleagues in their work to contribute to overall success and keep people informed and up to date.

· Problem solving – In the daily life of the workplace, there are so many problems that rise between employees, if something goes wrong then the employee must attempt to solve it amongst themselves.

· Critical observation – All the companies need critical thinkers, people who bring a fresh perspective and offer intuitive solutions to help the company get a leg up on the competition or to improve internal process. 

· Conflict resolution – According to human nature any time when more than one person works together, there must be going to be conflicts. Therefore, being able to resolve issues with co-workers will help you maintain relationships with peers and work more effectively, it helps to promote healthy collaborative workplace. It is very easy to find a solution with the help of a mediator, directly but delicately, so when stepping in as mediator, let both parties air their grievances in a judgement free environment and then work together to find a solution. 

· Leadership – Leadership is the art of motivating a group of people to act towards achieving a common goal, he or she is the person in the group that possesses the combination of personality and leadership skills that makes others follow his or her direction. One of the most important leadership skills is speaking your mind, if you have some smart or innovative ideas put them out there. Every company values professional who have out of the box ideas. Sharing your ideas helps you set a tone. Asking questions shows your enthusiasm and dedication for work. A good leader never stops learning, he learns from everyone around him. If there is a problem within the team, try to find the root cause of the problem instead of reacting immediately to it. It is important to understand where your suggestions are welcome and where they are not. Also set boundaries of what you can tolerate as an employee and what can you not. This can save your colleagues a lot of frustration.

· [bookmark: _GoBack]Hard skills – are necessary for the job, these skills must be learnt from education or some training sessions. Some of the best examples of hard skills are a degree, foreign language, programming and mathematics. I need to improve my level of computer fluency.

· Some of the hard skills are: computer skills. Computer skills are the most important for every employee need to work in their workplace. Computer literacy is the knowledge and ability to use computers and technology efficiently. Employers want their workers to have basic computer skills because their company becomes ever more dependent on computers

· Data analysis – Most companies mention data analysis skill into their job requirement. In the workplace, employees at all levels can encourage the use of data and use analytical techniques to improve organisational and personal performance. Every business works with a tonne of data. Employees will sometimes end up going through a lot of information, which means they will need the ability to navigate through it and extract the essentials, they should also be able to analyse results, understand guidelines and definitions, review them, keep things up to date and create reports.

· Scheduling – At the workplace, scheduling is the most important hard skill which means deciding (knowing) how to get the job done effectively, what tools to use, and how to organise your time. If we can plan and schedule well at our workplace, we will able to manage our time for better result.

· Research Skill – are something which always need preparing for a job, getting familiar with new industry, gathering information and planning on where to begin

· Financial skills – For the workplace, this skill is very important, it plays a huge role for different type of finance categories: these include, accounting, budgeting, financial planning, cashflow management and much more. I need to improve my financial management skills.

· My skills – I consider myself that I have some general skills which can help me to get my job.

1. Hard-working
2. Punctual
3. Quick learner
4. Honesty
5. Good team player
6. Good leadership skills
7. Good listener 

Soft skills that I have – Practical experience 
· I have spent much time to organise wedding ceremonies and cultural functions. I am always confident to arrange these functions with all the requirements and gave the result. From there I learn to manage the different types of people and find out the best solutions. I did some part time job in which I spent a lot of time. I learnt time management.

· In rush hours I have learned to keep myself calm and do my job efficiently.

Personal Attributes and Abilities

A candidate should have some personal attributes to attract employers in an interview, I do have some attributes for attracting employers towards me and convince them to recruit me for a specific job role. 

Physical attributes: 

· Physical structure, involving height and posture
· Very friendly person, know my limit very well

Mental attributes:

· Motivate people to do their best in a job or task
· I can observe people from their body language about their mental situation
· I can think from people’s perspective that what they are saying and why
· Achievements from work and education

My goal – It is very important for an employee to achieve his/her dream job, for developing it, one must go through some steps. I am aware about my goal, I want to see myself as a HR executive of renowned company. I have to build efficiency on HRIS (Human Resource Information System), leadership, multitasking, effective communication, solving problems, managing conflicts, motivating others, confidence and IT knowledge

Conclusion: 

In these days there is a competitive world around us for getting a job, one must have some employability skills, there are some common skills that every employer tries to find in all candidates. Therefore, it is imperative for individuals to have a good base of hard and soft skills to succeed in the workplace. In the current times, it is equally important to have skills in using technology as more businesses are exposed to the use of technology in their operations. Both academic knowledge and real-life experiences are important.
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