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Employability skills are vital in businesses.
The purpose of this report is to write about and describe a number of important skills which are appropriate for work and why employers are looking for them in employees, when recruiting, and why the prospective employees need them for employment opportunities.
I will be looking at four important and relevant skills that I think are most suited for the workplace.
The four chosen skills are listed below with a brief report on why they are appropriate for the workplace.





















[bookmark: _Toc512078781]Communication skills

Communication is a very necessary skill to have and is a two-way process. Having great communication skills shows an employee is very confident within themselves and at work.
Workplace communication is important and effective to a businesses because it allows businesses to operate successfully. In response to this, employees can increase in morale, productivity and are more commited to work.
Having good communication skills can help boost your chances with employers, as they are looking for employees with such skills that help them deliver excellent work and these types of employees are highly valued. There are clear expectations and employers would like to have them met. Employers are looking for workers/ employees who are able to correctly understand what others are saying and also are able to organize and express their thoughts clearly. Any type of message should be conveyed and received clearly. Without this skill, employees will struggle at a workplace.
Your audience, be it the employees or employer, should be able to understand you and you should be able to understand them. 

The best communicators are also the best listeners.
It is a good idea to ask questions. Asking questions to the speakers shows that you can focus on others views and ideas, and understand their views. Teamwork can suffer due to lack of listening, as this can come across as if there is an absence of unity, and leadership skills can be hindered as some members of staff or employees can feel overlooked.
Fresh new ideas are formed through brainstorming ideas and listening to numerous angles in an effective way, this is true in creative environments.
The best way to listen effectively would be to show the speaker that you are ‘actively’ listening. This means giving the speaker your full attention. You should have your whole body turned towards them. Arms should be loose and by your side, crossing your arms can give off a different sense. Nodding, smiling and keeping eye contact shows are also key to be a good listener. 


Both written and verbal communication skills are of highest importance in the workplace because they set the tone for how people see you.
They can also improve your chances of building relationship with colleagues.
Good written communication cannot be underestimated or undervalued in the workplace. When writing professionally you need to write it well. Making sure you check your spelling and grammar thoroughly and avoid using industry jargon.  This applies to all and any form of written communication in workplace, for example, emails, presentations, memos, reports, blogs, to list a few.

The ability to communicate effectivity is essential no matter what industry employees work in good communication skills will help get them hired, can even help to land promotions and aid employees to be a success thought-out their career. 
As Heathfield says, “Communication is sharing information between two or more individuals, the act of conveying information. Communication has so many components and failing to communicate in the workplace effectively is commonplace.”

[bookmark: _Toc512078782]Flexibility skills

Flexibility is a good skill to possess; it shows a potential employer that you are versatile.
An employee who is flexible shows willingness and the ability to work in and respond quickly to different situations, circumstances and expectations. It shows that they can cope well with change and adjust accordingly; especially ongoing daily changes that take place in workplaces. 

Flexibly has as added benefit to the business, the employer and other employees. It helps to show everyone you are open to changes of a busy workplace, which in response indicates that you are willing to help others. For instance, working extra hours for your employer, covering for a sick or absent colleague or even to swap shifts. 

Having a flexible mind-set shows employers that you are more open-minded, thus making you more highly valued within the business. 
Flexible employees have a ‘can do’ attitude and are much more positive when asked to take on new projects, as they are able to adapt easily to the preference of employers and the situation.
Employees who are willing to step outside their job description can get more achieved, therefore being more useful to the employer. There may be a situation were someone has fallen ill and the employee with flexibility may be able to take over and tackle the project.
They can take on more responsibilities, do different tasks, more work and have more to offer than those who don’t.

There are times, which some or most businesses end up going through a difficult time and will need to reply on those employees who can perform under pressure, regardless of whether it is in their job description or not. 

Flexibility also helps employees to develop job satisfaction. Flexibility influences family, work and social commitments. Those who feel that there is flexibility are most likely to stay on for many years.
As Kittaneh says “People with adaptable work environments tend to have healthier habits and may be more productive and efficient when they work.”
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Teamwork

Teamwork is vital for almost every business. Successful businesses can run well, if employers to look for and hire employees who are exceptional team players.  A businesses accomplishment in any department is not based on solely on person’s hard work. Businesses need employees who can work well with others while also bringing out the best in them. Business achievements are the results of everyone working together and in the direction of a common goal.
Being able to work well together with your colleagues reinforces the quality of your work.
As stated by McKinney “A widely understood and interesting concept in teamwork is: 
T - Together     E – Everyone     A – Achieves     M – More”

This carries out the important message of teamwork at the workplace.  All businesses are recognising how beneficial it is, having employees with good teamwork skills.
Employers and businesses in general are becoming more dependent on their employees’, as this is helping them to increase their productivity and profitability.  In return, employees need to work well and make use of all their skills, especially the teamwork skill.
Being in a team, involves having good communication skills, and being comfortable in leading, making decisions, having good time management, being organised and being team player. A good team player should also be able to analyse and evaluate the team’s performance. 
 Team players can contribute different ideas and produce creative and productive outcomes for the business. It can also help to teach you more about yourself, your strengths and weaknesses. Skills like negotiation and problem-solving skills are developed when working within teams. It is beneficial and challenging as it gives you a sense of responsibility and belonging within the group and team members. As stated by Heathfield, “Team members have a strong sense of belonging to the group.”
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A good organizational skill is a vital and transferable job skill that is great to have for all employees.  As Doyle has stated, “They encompass a set of skills that help a person to plan, prioritize, and achieve his or her goals.”
It is essential to have great organizational skills as it allows you to multitask, saving the business money and time.
Having good organizational skills brings a positive vibe and atmosphere to the environment, especially having a clean and tidy desk can carry a sense of professionalism for employees and employers. Being organised can also assist employers to save time, without having to search through endless piles of paperwork. Using folders that are neatly stacked together can save a lot of time. Being organized can prevent work related stress.  Employers look for employees/workers who are organised and being organized means employees are able to focus on more than one project with ease, giving them appropriate priority and also being able to adjust to the business. 
When everything is well organised and well maintained it can give a positive impression to employers, colleagues and customers. Employees should always be motivated in keeping things well organised. If the workplace was messy or had important documents not stacked or filled properly, it could give a bad impression to the customer, therefore making them choose another business to work with, and in turn giving the business a bad reputation. 
A typical day at a workplace is filled with aiming to prioritise and complete tasks in the right order and within the right time frame. A good way to do this is to prioritise, plan and work to the deadline. Workers cannot do all the tasks in one go, so priority is a must. An employee with good organisational skills will be able to prioritise which tasks need to be done first for the deadline, and then plan the given task accordingly, this will produce the desired result. 
Good organisational skills can ensure that employees are on time. In turn, this shows employers, that employees are always punctual. 
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Upon summarizing the skills I have chosen for my report, I would like to say that these four skill set are extremely vital and necessary for a strong and respectable workplace. These skills are important in a person’s work and also in their daily ongoing life. Having flexibility shows the employee is able to adapt to any situations, be it under pressure or difficult. Great communication skills in employees mean they are able to deliver messages loudly and clearly while also maintaining a good strong communicating relationship within the workplace. On the other hand, being organized and having organizational skills is good for the daily running of any business and an asset to have.  My last skill set is teamwork. Team work is an effective skill, as it allows employees to work well together and which in turn helps with productivity and profit, and keeping everyone together.
Each of these skills are important and effective within a workplace/business.
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