Introduction  
 
The Purpose of this this report is to provide an analysis of relevant employability skills that has been acquired to gain credibility in search of employment. It consist of many factors from basic skills, people skills, thinking skills, time management -communication, presentation, teamwork  

Communication has to be effective with the initial result that the sender intended without distortion in between, we distort things, two examples of distortion are hallucination and creativity .they are both similar in that the external information is changed to something else that is what the process of distortion is all about people transform their actual experience 
, their opinions, and so on, in ways that correspond to their own particular deletions, distortions, and generalization (Charvet) (1995, 1997) (pp ⅞) 

Verbal communication has its pros and cons one can hide a message being given to the receivers via body language verbal comments are exchanged on a daily base with hundreds if not thousands of words being exchanged because people fail to understand one's rightful meaning before he or she was given the message if there was a greater extent of understand of the sender it would be easier to receive the message vice versa an accurate understanding of the other party is needed before a meaningful response can be made paying attention to position an active listener pay attention to their posture it also helps with the sender knowing attention is being made and they are both connecting
 
Communication is an organization is firstly a number of people it involves interdependence ,people are interdependent when the performance of one individual affects and is affected by the performance of others they are becoming more dependent on horizontal communication channels with increased complexity, information needs to flow quickly between specialists rather than go up and back down the hierarchy, with its inevitable delays and message distortion ,it leads to greater effectiveness ,it keeps people in the picture ,it helps people to understand the need for change (Ludlow)&(Panton)(1992)(p2)


Personality and perception So we vary in intelligence ,education, religious beliefs, social background and experiences ,and this affects the way we communicate with other our physical and mental makeup and our environment directly affect our perception and judgement Sender to whom should the message go ?why am I communicating ? What are my motives? What \;decide what to communicate .be clear about what you need to communicate when :choose a location which will not interfere with the reception ,understanding and acceptance of the message .keep checking with receiver / receiver :be fully attentive to sender ,listen actively to the message being sent ,ask for clarification ,repetition where necessary ,keep checking with sender.(Ludlow)&(Panton)(1992)(p6)


Email is the perfect complementary channel /email gives you the data you need to determine success email is a branding tool when it comes to relevancy I’m not just talking about adding a subscriber’s first name to personalise your emails. You should be doing that anyway.im talking about using what you know about subscribers to your advantage and letting it help you decide when the timing is right to send .boost results and expand your audience if you are sending a valuable message that are value to recipients they will be more likely to buy something or pass it along to others (Jenkins, Simms) (2009) (p26/27)

Team work  
Management style  
Directing, coaching, supporting, delegating. 
 
Directing is most appropriate when a complex task has to be performed and your staff are not experienced or motivated to do it or when you are under time pressure for completion 

Coaching is appropriate when your people are more motivated and becoming more experienced in coping with the task  

Supporting to involve them more in work decisions to listen to their suggestions  

Delegating people of experience do not take kindly to a manager sitting on their shoulders and interfering with every aspect of their work ,however you still need to keep an eye to ensure that your required standards are maintained (ludlow)&(panton)(1992)(p14/15) 
 
Presentation skill: Being prepared before your presentation will help you deliver that presentation more effectively. 

 Preparation will improve the interpersonal and technical components necessary for a successful presentation.

Being able to present well has many key elements that all have to be executed precisely there are many factors involved and it is one of my great qualities built over many years being organised, problem solving skills, and visualization  
Visualize success ,one of the best way to manage your self is to increase your confidence you can start by having the end result in mind being able to handle difficult question with showing uncertainty, 
(David Brown)(2012)(Pp6/7) 

Organisation skills  
Problems, consultants, organizational systems methods outcomes 
 
Organizing is a social as well as a personal process, involving
Groups working together – part of the raw material of meaning-making. This is well
Illustrated when organizing something from scratch. You feel that this will provide a boost for morale and enhance the
Motivation of the salespeople; you want to give it a try before maybe turning it into an
Annual event. This has been a good year for sales. There is some money in the system
And you are confident that your budget can absorb a lively ceremony.
You and your fellow area heads decide to hold a meeting to discuss the ceremony. A
Host of initial questions arise: what exactly do you want to organize? What is the real?
Purpose of the function? What kind of function is it going to be: ‘Serious’? ‘Light-
Hearted’? A mixture of both? What exactly is the budget? What are the possible dates and
Venues for the event? What events may compete or clash with yours? How are you going?
To decide whom to award? What awards are you going to offer? It is beginning to look
Rather complicated – so it is comforting to know that there are others there to help out.
Yet early discussion with your fellow area heads seems to make things worse – more
Disorganized. They each seem to have different ideas, opinions and interest 


Think creatively – Employers are looking for people who are able to think of creative solutions to problems and suggest better and more efficient working practices. Think of ways your ideas have been used previously to improve working practices in your previous employment.

Have a can-do attitude – Show that you can maintain a can-do attitude, even in a negative environment. If you can demonstrate a positive can-do attitude in all aspects of your life this will make you far more employable.
The ability to highlight these skills, both on an application form or your CV and at interview stage will help you stand out. It will show that you have thought about what an employer looks for when recruiting and that you can demonstrate how you have utilised these skills to add value when undertaking task 

Ability to adapt to technological changes – our dependency on technology is increasing all the time. Think of ways that you can demonstrate that you have embraced new technology and used it to be more productive and efficient. Be a lifelong learner – It is important to continually update your knowledge and learn new skills. Ensure you continue to update your work related skills through structured courses, on-line learning, reading relevant articles and keeping abreast of legislative changes in your field.

Show a high degree of integrity – Employers need to know that you are honest and reliable. Show that you are committed to fulfilling your role to the best of your ability, that you can commit to deadlines and that you can produce results. Be a self - starter – Think about how you can demonstrate that you thrive in a challenging environment, see problems as an opportunity and that you are optimistic and use your initiative. Employees who demonstrate these skills are more valuable in an organisation as they create a positive working environment.

What and employer is looking for 

While there will always be job-specific skills that an employer is looking for, most employers will also want you to have some general skills. These general job skills are sometimes called "employability skills".
Having employability skills can help you get a job. They can also help you stay in a job and work your way to the top. If you score a job interview, chances are you'll be asked questions about your job-specific skills and your employability skills.

Conclusion 
 
This report focused on different aspects needed in order to be employed from basic skills to being able to correctly use communication as an influence or tool in being effective it consisted of many criteria all this skills are highly recommended by employees I personal have these skills , 
Team work
I have the ability to manage and delegate to others and take on responsibility. It's about building positive working relationships that help everyone to achieve goals and business objectives.

Presentation skill / Presentation skills refer to all the qualities you need to create and deliver a clear and effective oral presentation. Your prospective employer may want you to deliver briefings and reports to colleagues, conduct training sessions, present information to clients, or any number of other tasks that involve speaking before an audience.
Organisation skill 
This is about showing that you can prioritise, work efficiently and productively, and manage your time well. It's also good to be able to show employers how you decide what is important to focus on and get done, and how you go about meeting deadlines.
 
[bookmark: _GoBack]I may need to improve on communication 
 
Why often simple communication fails there are usually two barriers that restricts communication, in being effective at communication successfully the role play of our bodies and mind have great effects and to be over confidence that other people perceive and react to the world in the same way that we do. overcoming barriers to communicate consider : culture ,watch your language ,control your feelings ,banish prejudice ,fight stereotypes adapting to your environment ,tailoring you approach there are many factors in business life to accommodate the needs of those you work with and work for .understanding your audience once you have greater information you are more capable of sending a meaningful message without disturbance or the message being disrupted for e.g. you might choose to send an email even though your work colleague would prefer to listen from you in person ,knowing when to write /identifying when to speak ,speaking produces a richer context it allows for more emotion once something is written down they tend to feel committed to that course of action /writing produces a permanent record and has greater influence to your audience Introduction on effective team working and communication 
 
What should I communicate the first thing is to decide is: what are your priorities? The system of communication you use will depend on your answer what are the benefits of team briefing? It reinforces management all the way down the line team briefing increases people's commitment to the task in which their team is involved as well as to the objectives of the organisation as a whole a second advantage of team briefing is that it helps reduce misunderstanding .in many organisation advantage number three is that team briefing helps people accept change most of us do not like change we are insecure when faced with something we are not used to

