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[bookmark: _Toc534543141]Introduction:
The main objectives of this report is to consider the efficiency of the use of different employability skills in the workplace. Employability skills are important in the job market today because the employers not only looks for employees with degree they also look for some skills .   In this report, the key techniques that will be considered are communication skills, teamwork, leadership and management and time management. These skills are necessary for being successful in job.
[bookmark: _Toc534543142]Communication skills-
Communication skill is to communicate  information  clearly. Communication is the process of sending or receiving  information, messages or ideas between two or more people. Communication is the process of passing your message to others. Additionally it is about getting messages from others
 Communication skills are very important in the job market.  “Communication is the exchange of thoughts, information, or ideas that results in mutual understanding between two or more people. The process requires  at least one sender and one receiver ,and a message that is transmitted within a communication medium.” (Andrew Maund, 2017)
Communication can be various types including verbal, nonverbal and written.
Verbal communication is the most common process of communicating with others.
Verbal communication involves speech. On the other hand nonverbal communication is a way of communicating without using any speech.
Through verbal communication it is easy to communicate quickly ,which also saves time. The benefit of verbal communication is that the receiver can ask for any clarification if needed. Also the sender can get a quick respond. Verbal communication is the most convenient method of communication.
Verbal communication skill is very important for any job specially working with a team of people. When communicating verbally it is important to speak clearly and loudly so that all audiences can hear properly.
On the other hand nonverbal communication is the way to communicate through body gesture, posture or facial expression. There  is a saying “Actions speaks louder than words.”
Nonverbal communication is body gesture, eye contact, and also voice tone when making a phone call. Eye contact is very important for nonverbal communication ,it shows that the person communicating is focused and paying attention.
Nonverbal communication’s sign can be eye contact, smiling , body postures.  
The advantage of nonverbal communication is that it saves time, the message can be sent to the receiver  fast and quick. Nonverbal communication can be used through graphs, signs or pictures and it can be very attractive .
Written skill is needed in jobs where employee have to communicate through emails or letters and have to report .Whether writing a report or sending emails the words should be professional and grammar and punctuation should be checked. Written communication should be very clear and concise so that the receiver can understand the message easily.
I am not good at written and verbal communication. I  am shy talking in front of large number of people. To improve my communication skills I need to write down the important points first and keep it simple. To improve my communication I need to listen first and ask for clarification if there is any misunderstanding.
Body language is very important for communication. Making   eye contact when communicating is important so that the person can understand that I am focused and paying attention.  
For written communication I need to bear in mind who am I communicating with . If I am sending an formal email I should not use any informal language .Before sending the massage I should check for any grammar or spelling mistake.
For written communication it is better to provide enough information so that the person receiving the  massage can understand easily. Before sending the message I need to check for any spelling mistake, grammar and punctuation .  
I will start practicing speaking  in front of  crowd. I will challenge myself to overcome my fear.To improve my communication skills I am going to follow a personal development plan at my workplace and will attend some trainings which will help to improve my presentation skills. I will also ask for feedback from my colleagues  and my managers .
[bookmark: _Toc534543143]Time management skills
Time management is how to manage  time and spend on various tasks. Time management is crucial to get the job done successfully.  Arranging time accordingly helps to spread the jobs over a period of time. Without a proper plan it is not possible to cope up  with the workload . 
Good time management enables you to do the job on time without any pressure and being stressed. Failing to manage time effectively ,there is a chance to miss the deadlines and the quality of the job will be poor. Also it will create unnecessary pressure and make the stress level high.
By maintaining a good time management it is possible to achieve more on time. It is crucial to plan ahead and prioritise all the tasks. More over managing a time log is helpful to see how to manage time effectively.
According to time management experts using a time management tool  helps to use time effectively. Scheduling time helps to finish jobs on time . It is better to do the most challenging job when the stress level is low.

I need to improve my time management skills. I usually leave my jobs for the last minute  and stress about it. I find there are too many things to do but not enough time. In this case I will follow the “ Pareto Principle “ which is also known as Pareto 80/20 rule ,means 20% of  effort will achieve 80% results .I have to prioritise my tasks ,means I have to make a to do list and do the 20% of the most important tasks which will help me to achieve 80% result to use my time productively. I will focus on the tasks which have great benefits.[image: See the source image](Sidemodel.com)
There is another method  which is useful to manage time effectively is called “Eisenhower method.” “What is important is seldom urgent and what is urgent is seldom important.” ( Dwight D. Eisenhower)
To follow the model  first I need to divide my tasks in to four groups –
· Urgent and important task.
· Urgent but not important.
· Important but not urgent.
· Tasks those are neither important nor urgent.

This method will help me to identify the tasks I need to focus on and which tasks I can ignore and give less priority. This will help me to do the most important jobs and achieve long term goal. I will be able to prioritise my tasks based on their urgency and importance.

Basically to improve my time management skills I need to make a proper schedule, prioritise my tasks and stick to it. With proper planning and following these methods I will be able to use my time effectively. 
[bookmark: _Toc534543144]Teamwork
Teamwork is crucial for any job. Teamwork is being able to work with a group of people to achieve  something, they will help each other and be respectful to each other. Individuals have different  skills, talent, weakness . Teamwork motivates the individuals to work in a group and be supportive to each other. 
Teamwork reduce the workload because the jobs can be shared so that the jobs can be done in a set time. It  reduces  the pressure on  individuals.
A good team member can communicate with the other members of the group clearly, these can be verbal or nonverbal communication. Another important skills for good team member is to listen to other team members .Being respectful to others is also necessary for good team work.

Teamwork brings new ideas for the business. Individuals have different idea , all those unique ideas can be used for achieve something. When working in a group team members can exchange ideas and find the best solution for the team. 
When all the tasks are divided in to all team members ,the jobs can be done on time more efficiently. Working with a group of people helps the members to learn from each other. each other . The Disk model is used to The Disk model is discussed for team work which is originated by Marston in 1982.  The Disk model is an assessment tool to improve team work and productivity. Good team work is .how well the team members communicate with understand the individuals in a team.
I am good working in a team . I am honest and respectful to others. I am able to compromise .I listen to other members ideas . I take others ideas on board . I always encourage other team  members and support other members if needed.
To improve my teamwork skills I always look for opportunities to work in a group. I  am constantly working on to improve my communication and problem solving skills to be a good team member. I am willing to do the jobs efficiently to finish on time. 
In today’s job market team work is the key for success. When members work in a team they gain success.
[bookmark: _Toc534543145]Leadership skills

Leadership skills are the skills that an employee have to motivate the other team members to achieve goal. Some of the skills that make a good leader patience, positivity, team work, active listening , being able to motivate others.
Good leaders are responsible for their team .If any team members fall behind the leader makes sure the job is done in a set time. Leadership skills also help to build confidence level.  Also good communication skill is crucial for a leader.
According to Smith (2007) ‘leaders should be -
· Energetic.
· Motivated by the act of leading others.
· Honest, trustworthy.
· Able to organise
· Intelligent.
· Self -confident.’
John Adair developed action centred leadership(Adair,1973). This model was easy to apply and understand. (Cottrell, 2008).
[bookmark: _GoBack]
     His model was based on three circles-
· Achieve the task.
· Build and  maintain the team.
· Develop the individual.
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A good leader have to balance all these three elements to achieve the goal. An effective leader must focus on these three responsibilities-
· Planning and achieve the task
· Building the team
· Motivate the individual team member of the team.
No one is born leader ,I don’t have leadership qualities. I need to improve my leadership skills. First of all I need to improve my communication skills including verbal, non -verbal and listening skills, planning and decision making .
Moreover I need to find out my strengths and weaknesses. My strength is I have a good knowledge in computer skills . I can work well with a team of people. The  weakness  I have is that I cannot make decisions . I am not confident to take initiative  and not good at problem solving. I feel nervous speaking in front of crowd. I will start practicing talking in front of crowd. That will help me to win my fear. 
I will ask for regular feedback from my colleagues  and my manger.
[bookmark: _Toc534543146]Conclusion

Based on this discussion it is clear that employability skills are crucial for any job in the competitive job market. Communication skills, teamwork, time management all these skills are required for employment. Without any doubt to get on the job ladder a degree is essential ,but employers now a days look for some employability skills as well. These skills can be developed over a period of time.



References
Andrew Maund, M. S. P. K. T., 2017. Certificate in Higher Education: Skills for the Workplace Student Yearbook. s.l.:University of Wales.
Cottrell, 2008. The Study Skills Handbook. 3rd ed. s.l.:Palgrave MacMillan.
Morgan, P., 2017. The Business Student's Guide to Study and Employability. s.l.:s.n.
Pears, R. a. S. G., 2010. The essential referencing guide.. 8th edition ed. s.l.:Basingstoke: Palgrave Macmillan .






2

image2.png
Task





image1.jpeg
20% effort




