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ACADEMIC AND EMPLOYABILITY SKILLS

Communication and Skills:


INTRODUCTION:

The purpose of this report is to provide and analysis of 3-4 academic and employability skills. I have decided to choose the following topics of skills:

Communication Skills
Teamwork Skills
Decision Making Skills
Leadership Skills

Communication:

Communication is about sharing or exchanging information with someone, for example by speaking, writing, or through sending radio signals.
 You can communicate in various ways. You can communicate verbally, listening, writing and even by using sign languages. Communication is about putting the right message across so that other person can understand what you are trying to say to get the job done perfectly. 

I personally have good communication skills, as I’m involved in a business where I have to communicate with my team members on a regular basis (i.e.) via wats up on mobile phone, I have created a wats up group on my mobile phone, I post all my messages on that group so that everyone can receive one message same time. It saves time plus I get my message across. 

Another way I interact and communicate with my team members is by doing one to one or group meetings either in the office or at any local cafe.

Decision Making Skills:

Decision making skills is about making certain right decision at the right time. You might be in a position sometimes where you will have to make an instant decision to get things done and move on. Not necessarily all the decision you make will be correct or right but when you have self confidence it makes life easy to make certain decision. Certain decision we make in life comes naturally not only from education. For example if I have a children and my child wants a pair of shoes, I have to make that decision and give the answer to my child myself. I have to first see if I have the budget to buy that shoes, also see if he/she really needs another pair of shoes. Taking everything in to consideration I will then make a decision also taking in account not to upset my child too.

 So making a decision sometimes might sound easy but in actual work environment you have to take lots of things in to consideration before making any decisions. That is why we have certain post in work place (i.e.) C.E.O, General Manager, Manager, Supervisor, Assistant Manager/Supervisor and employees. Each of those Hierarchies can make certain decision at certain level or time.

When I was working as Security officer back in 2000. I worked for a company called Group4Securicor in retail (Tesco). I was the only one Security officer working at that shop. At one point there was one thief tried stealing a bottle of wine from the shelf. I saw him clearly hiding the bottle under his jacket, but I could not stop him and search until he goes beyond the cashier point. So I waited for him to pass the cashier point and when he finally did pass cashiers point I had stop him and search and found the bottle hidden under his jacket. I gave him fair warning and chance to pay for it before taking any further action. The guy was so embarrassed and left the bottle back on the shelf with apologies. 

Because of my awareness and stopping him at the right point at the right time the thief could not claim that he would have paid for it. According to the training I got from the security industry I have made the right decision at the right time and saved Tesco from a little loss.

I have also made bad decisions at certain points at work place, especially when I was working on my own and there was no colleague to consult any sort of advice. One time there was 5 youths came to the shop to steal, all 5 of them spread out in the shop so I could only follow and keep an eye on one. So while I was only following one person out of 5, the rest of the 4 had clear path to steal and run away. Although I did not have a colleague working with me as security officer, I have then realised I should have asked Tesco member of staff to keep an eye on too. We always learn from our mistakes, the more mistakes we make it helps in the future to make correct decision at certain points of time. 

Leadership

A leadership skill themselves and others to do the right things. Leaders set direction; they build a vision, and create something different. Leadership is about mapping out where you are heading to win any challenges as a team or in a group of people. When leaders set the direction, they also need to use management skills to help and guide their team or people to the right direction.

 Here is an example if you are head of the family. Your children are your followers so you have to guide them to the right directions in life for them to be successful of what they want to gain from life. Similar in leadership applies with Prime Ministers for your country. If your Prime Minister makes a good decision for your country then you will have safer environment, people can live without fear. Certain decision can lead to war which means you can have innocent people suffering from it.
 Same thing at work place where you can have manager playing the leaders role, some mangers contribute towards the company to get good sales and profits and some fails on that ground. You have good and bad leadership in all sorts of things. Following a good leader can lead you reach your goals in life and by following bad leaders can lead you to nowhere.

I run a Crypto currency business which also involves network marketing, meaning interaction with so many people. I do regular presentations on slides explaining how the business concept works to new prospects also do training to new and existing members. I have to do the presentation in confidence to convince people to join my venture; I also have to motivate my followers to bring more new prospects in the business so that we can all make more profits or you can say more commissions.

 So as a leader I have to lead by an example for my followers to follow me. When I do presentation I have to dress smart to look good, I also have to be at the venue half an hour before the presentation starts so that I can be organised before all the guests comes in so punctuality and timing is very important in leadership.

As a leader if I do not interact or communicate with my team, if I do not update the latest news (i.e.) if I do not update about new products, future events etc, then can lose respect and trust from my team or followers and lose my leadership. To be a good leader you have to be on top of things.


Teamwork:

 Teamwork is generally understood as the effort and willingness of a group of people working together to achieve common goals. A family can work as a team to build their dream home by making decision together, by choosing the colour of paint for the wall, carpets, furniture’s and etc. However after all amongst the team someone has to make the final decisions and that can be the head of the family i.e. parents. So the parents can collect all the ideas from their childrens and make a decision by going with majorities choice. Baring in mind you cannot make everyone happy when you work in a team therefore it is important to have someone to make a final decision.

When I was working in a clamping firm, there was a moment when a team of 3 including myself was monitoring a car private car park which our company had a contract with. The company was called UPS Parcels located Kentish Town (London). Our job was to monitor the car park and not allow any unauthorised vehicles to park. And if they do we had the right to clamp the unauthorised vehicle and the owner had to pay certain fees to release their car. So one that particular day there was this guy who parked his car without any permit and went on the high street to do his shopping.

 Our rules and regulation state that we have to give anyone 5 minutes before clamping any vehicle, so one of our colleagues was getting so exciting to clamp that car in just 2 minutes. So me and my other colleague disagree with his decision and had stopped him to wait further 3 minutes. He was not happy for 2 of us to stop him but he did not have much choice as firstly we was following the rules and regulations of the company and secondly it was 2 against 1, so after all we did work as a team but same time we showed him perfect example of making correct decision when you work as a team.

We have also made bad decision even by working in a group, on this particular day the 3 of set of to the UPS Parcel car park. And one of our colleague went out to check every car that parked in that car park. And there was this particular car without any permit displayed. So seek some advised from us and we both authorised him to clamp the car after waiting 5 minutes. So while we was sitting on our patrol car we have received a call from our head office that we have just clamped the UPS Parcel site managers car and was asked to release the clamp without any question. Lesson learned we should have asked the reception if that car belong to member of their staff before clamping. The UPS site manager was not happy but did say well done for doing our job. What we did there was we did our job but the decision we made as a team was wrong.  

CONCLUSION:

This report analyse by working as team at any work place can give you the opportunity to get promotions for higher positions if you can make the right decision at the right time. Also by working in a team you get better communication which you can apply at any work place. 
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