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INTRODUCTION
[bookmark: _GoBack]The aim of this report is to analyse employability skills. Employability skills describe the state of being employable. I would be writing about four employability skills, I fell that resonate with me. I fell I need to enhance my skills and mindset on these particular ones to ensure I am better equipped for future job interviews. The four employability skills that this report will be focusing on is Communication, Teamwork, Time Management and Planning and Organising. These all skills are fundament in daily life whether it's at home, work or studying.                                                                                            Employability skills are those skills required for getting, keeping or being successful in a job. I might have a great or higher degree, but it is not necessary that it will lead to a good job. Employers have come to a conclusion that there is a vital set of skills needed alongside a degree, these particular skills are called Employability Skills. If someone has not got them it may well be of a great disadvantage to them. I am very much in interested in getting a job in the teaching profession. Hopefully giving me the possibility of working with children. 
COMMUNICATION
“The capacity to communicate successfully with colleagues, bosses and team members is vital, no matter what business you work in. Employees in the digital must know how to efficiently convey and receive messages in person as well as via phone, email and social media. Good communication skills will help one to get hired, deliver promotions and hopefully be successful throughout their career”. 
                                                       (ALISON DOYLE thebalancecareers.com 2018)
Being a good listener is probably recognised as the best form of communication. It enables one to understand and comprehend the situation. It is important to pay close attention to what the other person is saying, asking clarifying questions and restating what the person says to ensure understanding so therefore giving the appropriate response. Body language, eye contact, hand gestures and tone of voice are all key factors to deliver the message. A stress-free open attitude and a welcoming tone will make you appear sociable and will encourage others to speak openly with you. Eye contact is very decisive; you always want to maintain eye contact to ensure you are focused on the person and the conversation.
“Our eyes the way we move our eyebrows, the amount of eye contact we give and the extent to which we smile all send messages to others. The challenge is to ensure that the message is interpreted in the way we intend. There are around 250,000 different facial expressions, meaning that the brain has to work very quickly to recognise the signal being sent by others”. 
MORGAN  P.(The Business Students Guide to Study & Employability, 2017)
 It is important to be confident in your interactions with others. Confidence shows that you believe in what you’re saying and will follow through. A good communicator should enter any conversation with a flexible, open mind. Be open to listening to and understanding the other person's point of view, rather than simply getting your message across. By being willing to enter a dialogue, even with people with whom you disagree, you will be able to have more honest, productive conversations.
People will always be open to conversating if they feel their views and ideas are being respected. Often simple actions like using a person's name, making eye contact, and actively listening when a person speaks will make the person feel appreciated. On the phone, avoid distractions and stay focused on the conversation. 
Having effective communication skills allows one to have more additional avenues for creativity. It helps to close the distance between two people or groups. Moreover, it could help to inspire innovation. However, on the flip side it can tear people apart as everyone is different to one another and have different levels of comprehension. Communication can be difficult to decipher at times. This makes miscommunication more likely simply because there so many efforts to communicate with another today. 
I would say the biggest obstacle for me would be a lack of confidence due to English being my second language. My focus would be work on this to overcome this barrier, carryout more conversion in English with my husband and daughter to further develop my communication skills and increase my confidence. 
TEAMWORK
[image: Image result for teamwork skills]
(BRUCE WOODCOCK, University of Kent Career Service)

It is very important that all employees have the same mindset of being part of a team and always strive to be team players. Teamwork is mandatory for almost every industry, regardless of whichever field one is in. In certain jobs you may carry out duties by yourself, however there may still be a time when you would have to carry out a task alongside other members of the team. This would eventually test your team building skills and furthermore your mentality to see how you are when placed in an environment where you must work with others. It will challenge you to see if you have the capacity to look at the bigger picture and achieve the goals set by the company.
                                                       (ALISON DOYLE thebalancecareers.com 2018)
The advantage of teamwork is that everyone is working to towards the common goal and direction. You have the benefit of sharing ideas and knowledge. As the saying goes “two heads are better than one” (C.S. Lewis). Increased productivity as with more people thinking, working and searching for ideas, things are likely to get done faster. But the real highlight is in the ability for several people to detect flaws about a particular solution or idea. This helps eliminate errors and mistakes that an individual may overlook when working alone.
There are common challenges when working as a team. Obvious one is disagreements between team members. Within every group or team there are different personalities, backgrounds etc. Team members could well easily start falling out, combined with unproductive communication, arguments are sure to arise. If none of those having disagreements will try to work out the problem, any group work will not result in anything at all. Also, when someone no longer feels comfortable about working as a team, the focus wears off. This would let the team down, to avoid this from happening, it is crucial that all the members respect each other’s views and ideas. If there is disagreement, then it should be addressed it a mutual and respectful manner. Everyone must be willing to listen and co-operate with each other. If a situation is getting out of hand, the group must take a break to review the matter. 
      			(JOSEPH CHRIS, Driving Business Connections 2018)
I have the perfect opportunity during this semester to work alongside fellow students on a group presentation. This will clearly put me in a position of testing myself of how well I do work as a member of a team. Sharing ideas and knowledge to help aid our group and achieve the goals and aim that we all collectively want to accomplish.



TIME MANAGEMENT
[image: The Priority Matrix helps you categorise tasks depending on their urgency and importance.]
Every task or action we intend to carry out should be placed in these for simple steps as highlighted in the chart above. This will enable us to prioritise what needs to be completed in a chronological order. Furthermore, this eradicates spending unnecessary time on task that may be of less significance given the time you have on hand. The benefit of time management is it can bring your creativity side, allowing you to juggle tasks. To helps you to understand yourself better manage your time more effectively. You get things done more quickly as you set aside a time frame for each task therefore being in control of your schedule. However, the drawback is more is not always better. Conquering that to-do list may make you feel powerful but be sure to keep it all in balance. No matter how efficient our system, we are never really creating more time. Don’t become a slave to the list. You started those lists to create more time to live. Take some unscheduled time to do that!
(www.skillsyouneed.com/ps/time-management.html)

PLANNING & ORGANISING
“Planning and Organising is a method which helps you to focus your ideas and decide on the steps you need to take in order to achieve a particular goal. Planning is vital at all levels in the work place”. 
(www.thebigchoice.com)



“Planning and organisation skills are crucial if you want to achieve your goals – they help keep you focussed on doing the right tasks, help you set your priorities and gives you the confidence that you heading in the right direction and eventually reach your desired destination. Organisation skills are also essential for surviving this thing called life – and particularly in today’s hectic world with so many time pressures”.
“Good planning skills can greatly help reduce the stress associated with today’s society, make you feel more in control of your life and help you manage your time better”.
(www.achieve-goal-setting-success.com/planning-and-organisation.html)
Planning enables us to have a structure put in to place. It allows us to see which way we are heading and are we in the right path to achieve what we have set ourselves. When actions are definitive and specific it could lead to more effective outcome. Detailed plans provide more clarity more commitment and most importantly more motivation. People are often motivated when they have clear goals and understand how these goals will be achieved. Good planning helps to reduces doubt and specifies what is expected to be attained at the end. People react more coherently when they have a clear picture of the target that they are working towards. Plans set performance standards. Planning expresses chosen outcomes as well as signposts to define progress. These provide a standard for assessing when things are progressing and when they need correction. Potential disadvantages are plans can sometimes prevent flexibility. Although good plans can lead to flexibility, the opposite can also occur. “Mid- and lower-level managers may feel that they must follow a plan even when their experience shows it is not working. Instead of reporting problems to upper managers so changes can be made, they will continue to devote time and resources to ineffective actions. Plans hinder creativity. People may feel they will be judged by how well they complete planned tasks, then creativity, initiative, and experimentation will be inhibited. Success often comes from innovation as well as planning, and plans must not prevent creativity in the organization”.

(lumenlearning.com)
CONCLUSION

In conclusion this report focuses on the four-employability skills Communication, Teamwork, Time Management and Planning and Organising, which are highly appreciated by employers. Preparation is vital, by taking note my weaknesses and strengths I can devise a plan on how I can improve my skill sets. Therefore I will placing myself in a better place to achieve the relevant career or job. This report has allowed me to understand the hints and techniques that will hopefully hold me in good stead to seeking job opportunities.

I need to focus on and carry on developing my communication skills a little more. I also want to ensure I review my problem solving and decision-making skills which will always be of great significance in the years ahead in both my academic and life in the working world. I am strong-minded individual that strongly believes the best way forward for this is to attend when the opportunity arises workshops or classes that may become available. I will also look at the national careers website alongside visiting the local job centre. Education, vocational training and life-long learning are central pillar of employability. I present myself through both face to face and online communication. Becoming a skill communicator is a positive impact on my personal social interactions.
By analysing face to face and online communication skills, I understand my strength and weakness and develop some ideas on how to improve my employability skills to become more knowledgeable. Most importantly I will look at ways to build my confidence as that is the foundation that is required to make the initial step in creating a successful and prosperous future ahead. 
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