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Academic and Employability Skills



Introduction:
 

This report will analyse four employability skills which are essential in the workplace which I have or need to improve. The skills which will be examined are: time management, public speaking and decision making. Accomplishing these skills will give more self-valuation to become assertive in everyday interactions with others. In addition, these skills will enhance my career path and my liaison with clients and colleagues at work.

Employers would prefer individuals who have these skills for the reason that the productivity of a company can increase tremendously.

These skills are import for the employee to experience growth within the company which will enhance confidence, productivity and commitment. 

Definition:

Good communication is a necessary tool in accomplishing efficiency and upholding strong working relationships at all stages of an organisation. Employers who spend time and energy into distributing clear lines of communication will quickly build trust among employees, leading to increases in productivity, output and morale in general. Meanwhile, staffs who interconnect effectively with colleagues, managers and customers are always respected assets to an organisation and it is an ability which can often set people apart from their opposition when applying for jobs. Poor communication in the workplace will certainly lead to unenthusiastic staff that may begin to query their own self-confidence in their capabilities and without doubt in the organisation (Michal Page, 2018). 

To communicate well is to understand and be understood. Spurr (nd)

Having good communication skills are important in a work setting it allows businesses to be productive and run effectively. Staffs can experience an increase in self-esteem, competence and commitment if they are able to interconnect within the communication chain in an organization. 

Not being able to demonstrate effective verbal communication skills within the work place could cause major problems. It is important to communicate with office staff if there have been any amendments to the rota for the week which can change daily. If a client has been admitted to hospital or being discharged, the office will provide this information either by telephone, text message or email.

It is standard protocol to check if additional clients have been added or removed from the rota. If there is no communication and a visit was cancelled it would save a futile journey. A missed visit is could be detrimental to the client if they are unable to prepare a meal, take their medication on time or have a fall could be fatal.

As stated by Sieber (1989, quoted in Quintanill, Wahl 2018 p.87) “A person s listening ability has implications for the effectiveness of productivity, communication, the overall organization and perhaps the individual own success”.
I believe I have decent verbal, non-verbal and written communication skills, however there is still room for improvement. These skills are essential to produce positive Interpersonal relationships and provide good care to elderly people according to their physical, psychological and social needs. For instance, if the client has a hearing impairment, you would have to slow down your instructions, face to face contact model hand gestures make sure they have their accurate hearing aid are in place to enable active communication interactions to be effective.


Time Management
Time management is having mindful control over the amount of time spent on a specific task or activity to increase effectiveness through planning ahead, organizing, finishing work on time to meet imperative deadlines. It enables a person to work smarter not harder to get more done in less time, even when time is short and there is immense pressure. It is one of the most crucial skills to obtain in the workplace which can reflect respectively in your personal life.
By preparation ahead you will be better ready mentally for the challenges ahead leaving no time for procrastination. As a result, you work faster and smoother than ever. (Silvestre, 2018) http://www.dansilvestre.com/time-management-techniques
The reasons why abstaining good time management skills are important is to improve balance of time effectively, learning to prioritize duties using different approaches, deciding which order is not relevant, important or urgent.  It ensures tasks are done in order, on time not to miss deadlines or visits on my rota.
Working as a health care assistant time management is imperative visiting clients living independently in their own homes or in sheltered accommodation. It indorses client’s individual needs are met accordingly which improves balance of time and safeguarding issues if required.
If time management is not adhered to can cause problems, if a client needs to have their medication at a specific time, meal preparation, bed bound and need support with personal care. There have been times when I have been to a visit and found the client has passed away. In those circumstances being late can be crucial to what happened between the times of when the visit was scheduled and arrival as I may have been the last person to have seen them alive. 
Time management is valuable for client as it builds relationships looking forward to seeing you at the allocated time.  There are some clients who have a daily routine and get very anxious if their time is altered and they are not aware of any changes. They will contact the office to enquire what is happening out of concern rather than to make a complaint. 
Jackson (2009) stated that realistic time management and organization plans can improve productivity and the quality of life. However, these skills can be difficult to develop and maintain. 
A lot of responsibilities take up mental energy, waste time, and rarely move you toward your goals. Excessive inability to manage your time effectively can result in trouble getting started, difficulty getting organised, and ultimately under achievement. (Eisenhower, 2018) 
Decision Making
Decision making is the procedure of creating choices by finding a decision. Gathering statistics, and evaluating alternative resolutions using a step by step decision making procedure. It can help you make more deliberate, thoughtful decisions by organizing relevant, information considering the consequences. Identify the decision, gathering relevant information, identify the alternatives, Weigh up the evidence, choose among alternatives, take action, review your decision and its consequences.
A care plan is prepared for individual clients left in their homes to ensure they get the same care daily regardless of which member of staff attends their visit. The care plan is developed with the client rather than for them.  It relates to their care preferences and decisions they have made. However, there are times when a decision may have to be made on their behalf for safety if they are unable to do so for themselves. Staff need to make important decisions as the first point of contact is significant.
For example, if a client is found on the floor, vital signs need to be checked first to see if they are alert or breathing. Speaking to them to get as much information as possible to establish what happened, if they were not able to communicate verbally call an ambulance in case there was something seriously wrong beyond my control.
Likewise, if a client was drinking alcohol excessively, not eating or, taking their mediation the staff member would speak to them about the concern and the health risks associated with their actions, record it in the care plan file, then escalate the matter to the manager safeguarding the client as well as yourself.

Decision making is central to health and medical practice. Because health consequences are probabilistic, most decision are made under condition of uncertainty. This review considered two classes of decisions in health care decisions made by providers on behalf and shared decisions on behalf of clients (Anon., 2018)  
This area has been identified as a skill that I need to develop further because family and friends say I am very indecisive in my personal life when it comes to making decisions. It has been further highlighted through doing this module as procrastination. Instead of doing things will over think it, make excuses or put it off for another day. Using the well-cast RAC method to record, analyses and changes will support me to become more assertive in my thinking and decision-making process. 

Public speaking: 
Public speaking is the process or act of performing a respectable speech to a live audience. This type of speech is deliberately structured with three general purposes to inform, to persuade and to entertain. Public speaking is commonly understood as formal, face-to-face speaking of a single person to a group of listeners.
The reason why it is good to be able speak publicly is to reduce fear that causes anxiety and nervousness, rather than lacking in the skills. It helps to expand and strengthen oral communication skills social connections, organization, and profession growth, boost self-confidence while inspiring others.
It allows influence, decisions and motivate change. The ability to progress in the working world and in life, itself, would be virtually impossible. Public speaking is one of the most important and most feared forms of communication.
A lack of public speaking skills can be stressful preparing to provide a presentation or dialog, time consuming as there are hours of planning, writing and practicing involved with any public speaking engagement. There is also the risk of awkwardness and disappointment, which can reduce self-esteem, although the audiences typically notice far less mistakes than the speaker sees. 
The techniques of Cognitive Behaviour Therapy can be used to overcome depression, conquer anxiety, and enjoy greater intimacy. These skills can also be adapted to hurdle roadblocks to success, from test anxiety and fear of public speaking to procrastination and self-doubt (Burns, 1999)
An effective public speaking meeting can boost confidence and inspire the speaker to tackle other difficult tasks.

Conclusion:
It has been established the importance of time management, decision making and speaking. Also, if not carried out effectively the impact it can have on your role and the organisation as a whole.
I believe I have public speaking skills just need to improve on certain areas for my own self-improvement for the reason when having to speak openly or perform singing I get very anxious. People say it is not visual in my physical appearance as look very professional as well as confident. In a working environment am able to communicate well with clients, colleagues and other health care professionals as not having to speak publicly more on an individual basis. 
I Have time management skills but to get life under control is to set priorities, focus on things and activities that is valuable for self-development to counterbalances time effectively in both personal and working life. Implementing new strategies using different symbols to label activities, a daily or weekly planner, stay away from bad distraction and setting clear boundaries. Using the Eisenhower matrix of what is the most important things to do first would be a positive start.
I have very good decision-making skills when it comes to guiding other people but then again, need to apply it to make more constructive changes in my life which am currently doing.  Taking the step going back into higher education will be challenging for me with all the other commitments I have. Nevertheless, in the end will be an accomplishment based on the positive decision I have made to myself for myself.
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