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INTRODUCTION:
This report aims to analyse relevant employability skills that I have or needed to improve in the future to gain credibility in search of employment opportunities. Three essential skills in every workplace are: Communication, Time management, and Teamworking.
Thus, it will be discussed of the three mentioned skills that are important at workplace and essential for employees.
Communication 
Communication whether verbal or nonverbal is a skill which is highly effective in a work environment.  The ability to convey information allows the individual to relay the message across clearly, efficiently, and effectively. Therefore, having a very good communication skill allows important messages to reach managing directors, managers, work colleagues and other members of staff but most importantly the client’s/customer's. 
There are various methods to relay messages VIA: Phone calls, face to face, email, writing letters, sign language and with access to the internet we are now able to communicate in various ways such as web-based communication: Web-call, web-mail and web-conference.
Effective communication in a workplace can substantially contribute to commercial success. This is only through successful communication, this occurs when messages have been successfully received by the recipient and understood. Therefore, acquiring this skill is a necessity at a workplace.
As mentioned by Lombardo (2003), “Workplace communication is very important to companies because it allows companies to be productive and operate effectively. Employees can experience an increase in morale, productivity and commitment if they are able to communicate up and down the communication chain in an organization.”
There are negative aspects to communication. If communication is not effective, the message will not get across. Communication error in a workplace can cause huge loss in a business. It can occur for many reasons for instance; the communicator was unable to send the message out clear enough or language barrier for the recipient to understand. Furthermore, for technical issues within the company with the signalling transmitter’s or electricity failure can have a huge impact. As a result, the message could not be forwarded.
According to Fischhoff, Brewer and Downs (2011) states in their book, “Organisations bear economic, legal, and ethical obligations to provide useful information about the risks and benefits of their products, policies, and services. Failure to fulfil those obligations can be costly, as seen with Three Mile Island, Hurricane Katrina, Vioxx, and other cases when people believe that they have been denied vital information. Financial analysis estimates that 70% of a typical private firm’s assets are intangibles, like goodwill, that can be lost when communications fail. Public institutions’ often depend on their ability to communicate”.
This statement emphasises how organisations need to be clear with communication about benefits and risks of their product. Misconception in communication can be costly.
My communication skill could be improved, as I have confidence issues when it comes to speaking to a large group of people. Furthermore, with new technologies being introduced to companies such as web-based communication is changing the way we communicate. Therefore, I need to refine more on that skill by training myself to utilise these new technologies more often and gain confidence within myself. My aim is to improve my communication skill more in the digital world.

Time Management Skill

Time Management is a skill that is highly recommended at a work place. (Cottrell, 2013), “It is the process of planning and exercising conscious control of time spent on specific activities, especially to increase effectiveness, efficiency, or productivity. It is a juggling act of the various demands of study, social life, employment, family, and personal interests and commitments with the finiteness of time. Using time effectively gives the person “choice” on spending/managing activities at their own time and expediency”. (p123)
Therefore, this skill when managed properly it will give control of life, work load and be able to meet deadlines on time. It also teaches to work well under pressure which is a very good skill to have. 
At a workplace, if a deadline for a project is not met on time it can have huge impact and consequences. Thereof, the company may lose out a major business deal. Consequently, the incompetence of an employee, can cost the company to lose millions. Therefore, this particular skill can sometimes make the employee feel out of depths if not controlled efficiently.
There are various ways to be able to manage this skill:
To stop procrastinating, by delaying important/urgent work, unless you know how to plan and organise your timetable on a daily or weekly basis by keeping a diary or time chart and avoiding distractions. 
SMART Goal -   A SMART goal is a written statement that describes what needs to be done to work toward a specific change, ultimately creating success and improvement. Specific. Measurable. Action Oriented. Reasonable. Timely.
Eisenhower Method – “The “Eisenhower Method” stems from a quote attributed to Dwight D. Eisenhower (1954) “I have two kinds of problems, the urgent and the important. The urgent are not important, and the important are never urgent.” Important or urgent quadrant are done immediately and personally e.g. crises, deadlines, problems.”  
Many businesses have applied the mentioned methods of time keeping as it is very important to be able to do business within time and for the success of the business. However, it has been mentioned by Hoff Macan (1994), in theory that, “examination of the path coefficients in the model suggested that engaging in some time management behaviours may have beneficial effects on tensions and job satisfaction but not on job performance. Contrary to popular claims, time management training was not found to be effective”. 
Macan’s examination may change the views of some businesses on finding different ways of training their staff for better time management so that they are also able to perform better at work. 
This skill is something I need to improve on as work and family life can sometimes become overwhelming. Therefore, it is important to learn how to manage this skill in all aspects of life. I will be implementing all the necessary methods of time keeping, to improve the skill further. So far, keeping a diary is what keeps me organised in my busy life schedule and it works well. 

Team Working Skill

Team Working is regarded very highly in a workplace due to the effort made by all the team members working together as a team. Moreover, it is when workers combine their knowledge and different skill sets that they acquired in the workplace, for the same goal which they want to achieve together so that, all share the bounties of their achievement.  This can bring a lot of profit for the business if all members work well together. 
As mentioned by McKinney (2003), in his article, “In today’s modern world, developing teamwork skills in the workplace has become a necessity. In-order to survive such a competitive environment, companies need to promote a workplace that emphasizes teamwork.” He further went on to mention, “A widely understood and interesting concept in teamwork is: ‘Together Everyone Achieves More’ itself conveys the importance of teamwork at workplace.”  Moreover, “In today’s business world, companies are taking well-planned steps to increase their productivity and profitability. For doing so, they depend on their employees. However, for employees to meet the targets and deliveries, it is necessary that they work in a team”.
There are many benefits for working as a team. It helps strengthen and improve other skills that individuals have such as: “the ability to encourage other team members to perform, to compromise and ignore your own ego, communication, and interpersonal skills; influence, advising, negotiating, interpreting, persuading, helping and guiding, sharing openly and willingly, being active participant, being flexible, showing commitment and listening to others, taking in their opinions and ideas”. (McKinney, 2003).
Great team work can bring in a lot of positive energy to the environment. As a result, staff perform better which means chances of failing is low and winning is high. Therefore, it is very useful for the workplace. However, the opposite can also happen if the team cannot work together due to a member or more. Members playing up can cause a lot of tension within the group. At times like this the negative energy can bring the moral down of the whole team, creating them to be disinterested in the task. Consequently, they will under- perform and fail, hence why it could also result as a failure in a business deal which will be a huge loss for the Company.
There are many disadvantages of teamwork, twelve mentioned: “Requires more time, can lead to many meetings, often difficult to schedule mutual time, requires individual to give more of themselves, may take longer to make a decision, personality conflicts are magnified, disagreement can cause strained relationships, potential for subgroups to form, teams can become exclusive rather than inclusive, may lead to unclear roles, ‘Group think’ can limit innovation”. (Biech, 2008).
The negative aspect of teamwork if not managed properly can put strain and pressure on the group and effect work performance. Consequently, failing the task.
I have a very good team working skill. I manage to get on well with people. Therefore, I am capable to settle disputes and confrontations. I have good listening skill which helps a lot. Through teamwork I have had the opportunity to improve various other skills and it also helps me recognise the strength and weaknesses of these skills. Refreshing skills is good for employees as it benefits themselves and the workplace.

CONCLUSION:
This report analysed three employability skills: Communication, Time Management and Teamwork.
The ability to communicate clearly, efficiently and effectively is one of the most important skill required by all employees. The way people communicate is vital in a workplace. It is important employees know the various ways companies operate when it comes to doing business as now communication has progressed magnificently. These changes have impacted the way we do business. Furthermore, there are many methods of communicating that were not in existence couple of decades ago. The internet has taken over, businesses are able to communicate through web calls, web mail and web conferencing. Therefore, making life easier and more efficient at a workplace. In Addition, companies are going global. It is very important that all employees have a sound knowledge of technical side of the business.
[bookmark: _GoBack]Time Management skill is something employers are looking for to succeed in their business.  As technology is growing so are the demands of people. Therefore, too much workload and the time pressure can sometimes make us lose control of what needs doing first and how to breakdown the task. By implementing some of the methods mentioned: SMART and Eisenhower is a good way learning to prioritise and break down big task into smaller ones, especially to stop procrastinating. That way we are capable to get the most important work done first and within the deadline. Moreover, implementing this skill in a workplace will enhance the chances of being organised and to stay on top of things which will benefit the employees and workplace.
Team working skill is crucial for all workplace, as I have analysed the benefits and impact it can have in an organisation if employees can work well together as a group also, the negative and the consequence it can have. In Addition, it is through team play that we are able to identify the strength and weakness of ourselves and team members. More so, gives the opportunity of improving interpersonal skills such as: self-confidence, self-esteem and self-awareness.
 All three skills are very important at a workplace. Therefore, it is an advantage to always improve on the skills you have. I have been able to analyse my own skills and how to further develop it for employment. 
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