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1.0 INTRODUCTION
Over the decades research has been done about skills, these research investigate into skills from different views. This assignment purpose therefore to look at skills in the context of it definition, types of skills (hard and soft skills) Communication and it relevant at workplace, team management, team work, and swot analysis.
1.1 DEFINITION OF SKILLS
In any position or profession skills are required to be able to do the job in a satisfactory manner. Skills are the proper tool or knowledge acquired after training to do a job.
Skill is define by Don Webster as the learned ability to bring about predetermined results with maximum certainty, often with the minimum outlay of time, or energy, or both. LEARNED skill is something that is learned. Although some people seem to perform a skill naturally, all physical skill has to be learned. PREDETERMINED skill has a result that is expected. The outcome of skill action is expected by the performer. MINIMUM OUTLAY skill once learned correctly, is performed with minimum effort,
Don Webster (2005)

1.2 HARD SKILLS
 At my workplace and as a bus driver there are some skills I need to have in other to perform my duty for example knowledgeable, professionalism, honest, I should be knowledgeable, as many people come on my bus with different background every day, I should be able to answer any question or query they may have, for me to do I have to have good knowledge about the industry. I have to show professionalism at my workplace because as a representative of the industry my actions are going to have direct impact on the industry either negative or positive. 
1.3 SOFT SKILL
These skills are important at my workplace communication, team working, good leadership, ability to solve problem.
2.0 COMMUNICATION
Communication is defined in different ways by the experts of the topic but whichever way it is defined they portrays a common message.
GG BROWN defines communication as the transfer of information from one person to another, whether or not it elicits confidence. But the information transferred must be understandable to the receiver.                                                                                      (GG BROWN 1950)                                                 
Nerula also sees communication as a process of conveying ideas through feeling and conduct from one person to another. Communication is persuasive and seeks to obtain desirable answer to what is being conveyed. He finds communication as not being linear but a two-way and multi-way process. (Narula U 2006) 
2.1 COMMUNICATION AT WORKPLACE
At my workplace the mode of communication used is verbal communication, when managers want to communicate to employees at times they do it through face to face but mainly is through writing, we also have an equipment in every busses here in London called i-bus with this technology bus drivers can pass on information to the depot, to centercomm , to police. This devices help the industry to move on smoothly for a example when a driver feels threaten he can call for assistant from his or her cab, if a driver feels there is a information needed to pass on to his base I mean depot with that device communication can be transferred easily and securely. In my workplace communication is vital or backbone for the industry to survive because it helps the industry in various ways, for instance it helps bring socialization, people are able to come together get to know each other through information of communication. Again, it brings position change in attitude, by people leaving their comfort zone and move away from their old ways of doing things into a new way which will help the industry to grow. In addition to the above it encourages individuals to achieve their goals, by helping people to move from their stand of I can not to I can attitude. It is the sources of information; it makes people aware of any new changes as well as it maintains coordination between two or more people.
Communication is relevant to my studies because information has to be transfer from the lectures to the students, from student to student every  information I need to make my studies successful has to be communicated to me either verbally or non-verbally, communication is therefore important and only way for me to study.
3.0 TIME MANAGEMENT
Time management is a situation whereby one can manage or organise himself effectively in terms of performing his duties to meet his objectives in an appropriate time frame. Time management is important to achieve good result, work will always be done on time to meet required objectives, it also bring proper organisation and customer satisfaction, time management will boost the confident customers may have for the industry, time management will give the industry high rating and customers will always have believe in the company. As a bus driver time management is part of my job description the whole bus industry can function well if time management is kept well, my job as a bus driver is to transport people from point A to B, so if passengers expect me to be at point A at 06:00 and if I get there 06:10 my lateness is going to cause the passengers to be late at their work and also the inconvenient I might have cause them especially if it was winter time, at the same time if I get there early and leave early some of the passengers are going to miss that bus and probably their connecting busses and train as well and as a result them being late at their respective work places.
I always try to manage my time by scheduling my time, I list thing I need to do and the time it should be done, I keep remanding myself what to do next and sometimes setting my clock alarm to constantly remind myself.  
3.1 TEAM WORKING
According to Kozlowski and Bell 2003 team working is group of people’’ who exist to perform organizationally relevant tasks, share one or more common goals, interact socially, exhibit task interdependencies, maintain and manage boundaries, and are embedded in an organizational context that sets boundaries, constrains the team, and influences exchanges with other units in the broader entity’’
Koslowski and Bell (2003)
Team working is important at work place because they all come together to achieve a common sets of goal, for that to happen the team has to be real, that means they actually have to come together with the purpose of achieving the same goal, the team has to be moving into the same direction meaning they have to understand each other and work towards the same purpose. The team has to have the right structure meaning having the right set of people doing the right task, the team has to support each other so that they will be able to move toward their goal. As much as team working is good for solving problem and accomplishing tasks if the following problems occurs it will not accomplish the reason why it was set up in the first place, Lack of commitment from some of the team members can really frustrate other team members who are willing to do the work and as a result the task may delay or will not proceed as it should. Because some members lack commitments it takes a longer time to take decision, time will be wasted and as result there will be lost of productivity and the whole meaning of team working will not be materialized. Poor communication can also hinder the progress of team working because information will not be forthcoming , information may be interpret wrong after a group meeting and some of the group members may do things differently than  what was actually said at the meeting just because of miscommunication. There could also be Interpersonal conflict which could be a major problem for the team when team members decide to like and dislike other team members  when it happens like that there is always lack of cooperation and it hinder their ability to take good decision.
 Poor leadership cannot make the team work effectively when members are not happy with their leader they may not engage, they will resist, or sometimes sabotage their own team, team leader who does not engage properly with members will hinder performance. (Jung, 2002)
3.2 TEAM PRESENTATION
Now we are working on our digital skills presentation, in my group we are five members working as a team and the project we are presenting is London underground. Each member has been assigned with a topic to present. In the presentation we will be talking about the background of the organization, challenges before introduction of modern technology, insight of modern technology introduce, impact of modern technology, lesson drawn from the case study. And base upon this presentation I have come to realise that team working is good for organisations and institutions as long as the team work effectively toward their goal and also apply the following concept GOOD COMMUNICATION, GOOS COMMITMENT, and GOOD LEADERSHIP.
4.0 SWOT ANALYSIS
S= STRENGH, W= WEAKNESS, O= OPPORTUNITIES, T= THREATS.
Swot analysis is very important for everyone so that they will be able to know their strength, weakness, opportunities, and threats they may have so that they can deal with it to improve about it. My strength is the following hard working, dedication, punctuality, good communication, honesty, professionalism, ability to learn skills, knowledge, and sociability. As a bus driver hardworking is part of my job description that is why I have been able to maintain this job for the last eighteen years, without dedication and punctuality no one can be a bus driver because the job demands that I work in shifts I mean social and unsocial hours and it takes dedication and punctuality to be able to at times start work at 03:00am in the morning and that is what I have done for the last eighteen years. From the time I worked as a bus driver until now there has been so many changes in the bus industry and because am always eager to learn new skills I have been able to adapt to the new changes. I also apply professionalism in my work because driving a bus is not the same as driving a car, I have so much responsibility upon my shoulders because I have to make sure from the time they get on the bus and get off their safety and comfort ability is in my hands.
My weakness is the ability to say no to people, colleagues when they ask me for something, as a bus driver  I have seen people come on my bus to tell me that they don’t have a bus pass or money to pay for their fair and I find it very hard to refuse them, at time some of them may have a genuine reason for not having a pass so at time I have to use my discretion and my discretion are not always right, so I allow them to be on the bus but I usually make them aware that if revenue inspectors come on the bus it will be down to them to explain themselves.
Opportunities –there are some enabling factors that assist me to do my job like a free pass for me and my partner, something we call IBUS which allows us to call for assistant when we feel threaten or any other issue.
THREATS- Some of the threats I face as a bus driver are long working hours, verbal abuse, trouble passengers especially those without bas pass, and in the hot weathers buses without air-condition, and threats from other road users like cyclist, motor cyclist, car users and pedestrians.
The carrier am looking forward to achieving is managerial position in my bus company, to be a manager in my company the job description are academic skills, hardworking, dedication, knowledgeable in the industry, good communication, and professionalism. As I have been with the industry for eighteen years I have good knowledge about the industry and am also a hardworking person and have also applied professionalism in my work, so I believe I have a good strength when it comes to the job description. When it comes to a degree, what they are looking for is experience, long service, and undergraduate degree. I believe I have the experience and the long service which is to my credit. The threats I have now is the undergraduate qualification. My weakness is how to say no to people. The opportunity I have is I am very knowledgeable in the industry and the support I will get from the work.
PDP- My weakness is how to say no or discipline people when they are at wrong but the course am doing has conflict and resolution management so I believe after the course which is one year I will have the confident to carry on with my duties as a manager. When it come to academic skills before starting this course I knew nothing about it but close to the end of 1st term of the course I have improved much, I can now write reports, emails and other academic writings and I hope by  the time I finish this one year course I can be confident to do any academic skill project because of Academic and Employability module.  My other threat is the undergraduate degree which is a long term goal, I am currently working toward level 4 course and if every goes on fine I will be doing level 5 and 6 course to achieve that long term goal.
BIBLIOGRAPHY
1.1 Don Webster (2005)
2.0 GG Brown (1950)
      Narula U   (2006)
3.1 Koslowsk and Bell (2003)
      Jung (2002)









 

