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Introduction

The benefits that a wide range of different skills bring to both employers and employees. According to Leblanc (2016) the current job market is more varied than ever. There are now a multitude of opportunities for employees if they have the appropriate skill set. Leblanc (2016) then goes on to say that often employability skills may be more important to employers than job skills or experience. It has therefore become imperative that employees not only gain job skills and experience, but to also improve their knowledge of employability skills. 

For many people today, a lifelong career is not an option. Through a person’s life they may hold a variety of jobs across a wide range of sectors. It has become imperative that they have a set of transferable skills, these are not specific to just one role or career path. (skillsyouneed.com) According to Gretbach and Lewis (2007) cited by Glasgow Caledonian university (2018) Due to the intensely competitive labour market generic employability skills are important. Employers across all sectors are looking foe employees who are flexible, can undertake a variety of different tasks and can take the initiative.

The undertaking of courses such as UWTSD skills for the workplace has become even more indispensable than ever for employees and employers. 

Findings
Due to the demands of the workplace it is imperative that employees and employers develop their skills. Leblanc (2016) In this report we will look at the importance of some of those skills.
 Time management

According to Westland (2013) The ability to organise and prioritise tasks to achieve the desired outcome on time is an imperative skill for a project manager. This is also backed up by Thomack (2012) Setting goals, developing a plan and measuring the outcome are the best ways to manage time.

According to Covey (2015) People are too easily distracted. Instead of putting “first things first” and managing their time efficiently. They get uprooted letting life and social agendas get in the way of important tasks. There for it is imperative to eliminate distractions. Covey has also come up with a time management matrix. (see appendix fig 1) According to Morgan (2017) This is a tool that illustrates how individuals manage their time by using two categories – importance and urgency to differentiate between tasks.

Communication

According to Thamhain and Gemmill (1974) One of the most important skills in project management is the ability to communicate both verbally and non-verbally efficiently. They concluded that a project manager’s capacity to influence team members was consistent with effective communication. 

We all see the world through our own unique filter. This means we do not start with the same perspective as other people with who wo wish to communicate, nor do we perceive things in the same way. Some of the things that can affect our perspective are experience, prejudices, feelings, environment and visual (Deluliis, 2016). This is supported by McPheat (2010) we all have our own filters when we come to communication and perception, as in the picture of the young women or old crone (appendix fig 2) Both are possible and valid perceptions.

Leadership

Patterson (2010) argues that because of the complexity of projects visionary leadership is the most important skills required. Not only must a project manager possess a vision of what the future can be they also require the ability to make the changes happen. 

Khatun (2013) For organisations to achieve a competitive advantage and cater to ever changing demands, it has become a vital necessity to undertake leadership training to focus on how to develop effectively.  Leadership training can help a person to unearth skills they did not know they had and also develop existing skills. Training also focuses on how creating relationships, sharing expertise and supporting others can enable them to achieve their business goals. Preston and Chappel (1990)

According to Skillsyouneed.com (2018) To develop as a leader a person would need to develop their leadership styles. Everyone has a default style the find the easiest to use, to become a leader they need to develop their skills beyond this.  First they will need to identify their leadership style then identity their strengths and weaknesses. There are many quizzes available online. These will identify the way they can develop their skills.

Analytical 

The ability to gather information, visualize, conceptualize, articulate, solve complex problems and make decisions are all analytical skills. They are essential to ensure productivity and problem solving to keep the workplace functioning smoothly. The best way to improve analytical skills is to practice. There are a verity of websites that offer ways to challenge your skills.









Conclusion 

The researcher has started to gain some understanding into how important these employability skills are. The researcher has learnt that employees who have good time management are more productive and efficient. They are more likely to meet deadlines by focusing on the most important tasks first and to delegate tasks to other members of the team. The researcher has learnt the importance of planning and reducing distractions to the best of their ability.   

Communication is an important skill for a project manager. Not only having the ability to communicate, but also having an understanding of the way they communicate and how they are perceived (Deluliis, 2016) Although the researcher is able to communicate well with others and does not shy away from speaking to large groups. The researcher sees the need to work on the way they communicate and whether they come across as confident and level headed and not too adhortative as this could be taken negatively. 
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Fig 1 Covey, S. Time management matrix
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Prioritising Your Time
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