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Introduction 
The aim of this report is to describe four skills which are appropriate for the workplace which the employer needs to have.  

Organisation skills 
Employers must have organisation skills in the workplace, in the business the manager needs make sure that in the workplace is well organised and that is well maintained. So that customers can say a good comment and give a good impression to the workplace. At a workplace, if employees takes importance on the work will always have a motivation to always complete the things. A well organised worker he or she will always make sure that their desk or any items is tidy and clean, if a workplace that is clean and well organised the atmosphere will be good and bring feelings in the workplace and for the manager and the employees. Writing said ‘’organizing is all about keeping objects in good order. Organization plays an important role helping you succeed your goals for any business”. By having a purity and keeping the workplace organised, it will create a satisfaction for the customers and for the work colleagues.  
A workplace that is organised, can avoid the added work-related stress, the manger he or she will want everything well-organized by having this, it will give a good structure to the workplace. By having an organisations skill in the workplace, will make sure that employees are always on time for work, this will help the workers punctuality to keep a good record of the workplace and will impress the manager. The employee will become more efficient and productive when organized. This is something other colleagues can learn from by looking at certain employees that are organized. Margolin (2014) said “having organizational skills is essential to any job and the interviewer would like to know the process the employee uses”.

Communication skills 
If a person has good communication skills in the workplace, it is a sign that he or she have confidence, when it comes to talking to each other, talking in groups or doing a presentation. This is an important skill for an employee that will have at a workplace, because it will show he or she the confidence. A good communicator at work is very important, the employee he or she will communicate to the people so that the people will be able to understand them of what they are saying. When the employer is interacting with other people such as a customer that does not really understand that much, it is important that the employer speaks clearly so they will be able to understand. There will be a lot of time that there will be many different customers which employers will be dealing with, it is very important that the customers get good services from the employers and that includes communication is well, so the managers, and employees can satisfy the customers. Heathfield (2017) said ‘’two more people are sharing the information in the workplace, the communication has several components that is dropping to communicate in the workplace.’’ 
 
At work, communication is the most important skill that any employee will need. Employers and other member of staff will be speaking to many different people like the customers or the manager. When there are team leaders for example, he or she will have to be able to co operate and say to the groups of their peers in a way they can understand of what they need to do. body language and eye contact are also part of communication is well, when people communicate with other people. The eye contact and the body language skills are very important in the workplace, because if not having them people will find it hard to work. Franklin (2017) said “communication is not only about spelling words or punctuation marks, it is more to do with sending and being able to present in the message clearly”.

Communication can give a lift to the employer’s confidence and productivity of he or she’s work that is commitment to them. In the workplace the manager he or she must be able to communicate in a correct manner, so that it will be clear to the employees and other members of staff of the company or any other workplaces of what needs to be taken care of in the right way. when the employers are communicating with others or sending messages to another employer it must be done surely and must be clear so that they will be able to understand. if communicating in a polite way it will make you sure that you are communicating with your work colleagues in a good way. communication can develop one’s confidence, it will be easier to communicate to people at every time so that it can give a clear understanding towards each other and can develop each other’s confidence.  
 Time management 
At work the time management is very important, if there is any meetings to go the employers must go to the meetings on time that the time has given to them, and if there are any important paperwork’s to give to the businesses, it is important that the employers hand it in to the businesses of the time that is given to them. However, the time management can test out the employees characterises depending if they are good employers. The manager of the business or other workplaces will be looking the employees of how well they manage the time, and to cope according the time that is given to them. Time management involves activities and tasks which the amount of time that is given, this will give an efficiency and productivity and will give an effect ness to the employee. Kukreja has said” to use time effectively, the person must organize the tasks. This will decrease stress levels and will make the workplace better”. 
However, time management for an employee at work is very tough because he or she needs to balance of the work and they must adjust their time to their work. Everyone at any workplaces, will want the time that is given to them be the best for them, so they can use the time effectively, it can be a motive for the employees to complete their work the time that is stated. kallayil (2015) said ‘’ your list might have different things with different priorities of how to spend your periods in each day”. For those employees that can manage time will benefit from a lot of stuff. Most importantly for work-related purposes, one way the employee can have good time management skills is designing a schedule. This will contain the times and date for any appointments and work-related purposes. Having this schedule, the employee will not lose track of time at any moment.
Flexibility 
A person he or she that is flexible can cope with so many kinds of situations. This flexible skill is important because it will show the manger that the person he or she is adaptable to flexible skill. Flexibility skills by carrying them, will just only show the work colleagues and other members of staff at work of their flexibility skills as well as the manager can see it is well, that the employee he or she is able to do anything at work. The employee he or she that is flexible, will open to do anything like covering a job for the work colleague that he or she may be ill or doing extra hours of the work. This will be a good skill for employee to have because they can get an experience and it will show the other work colleagues that he or she can do anything and can adjust to the work also they can always be ready for anything if something in the workplace may happen. This can give a good example to the other employees whom may not be that flexible in the workplace but by being flexible will show the business workplace the manger that the employee who is flexible and open minded. Doyle (2017) said ‘’the job employees approach with the mindset that is flexible are very valued, flexibility contains willingness on the job and includes capability to changing the conditions and the outlooks’’.

The flexibility skill also lets the employees to work in different ways. The business workplace can let most of the employees to do work at home so that if there is any situation of families at home he or she may be needed. They can do the work when they are relax because they are at home they can work easily in their own time by having that flexibility skill. Kitteneh (2013) said ‘’with adaptable working environments people have a better way when they work and be efficient. They have a period to give their health as a self-improvement, and as wellbeing with their families by being present.’’ 
The workplace can let sometimes the employees to go due to parents evening who may the employees have children or go to other places that are booked. They can do extra hours that he or she may missed the work or try to fix a time to do it in another day. There could sometimes be that employees may volunteer or cover to do a presentation because he or she the person who supposed to do a presentation may have become sick. 
Conclusion
By concluding this report. These skills which have been mentioned are very important and relevant for work. Being organized makes the employee efficient and productive. Having good communication skills will help the employee sound clear and understanding when talking. Managing time is important especially when employees must attend meetings etc. Flexibility makes the employee versatile and be able to handle in changes of circumstance in the workplace. Many businesses and workplaces would want new recruits to be developed with all of these skills as it will be beneficial for years to come.
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