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INTRODUCTION: 

The purpose of this assignment is to analyse employability skills required for a successful workplace.  I have chosen 5 skills to discuss, for each skill I will write a definition, why it is important to acquire these skills, what happens without these skills, how to improve them and finally I will end with a conclusion.  The following skills are important for employers such as: communication, problem solving, time management, team working and leadership.


[bookmark: _Hlk532055801]COMMUNICATION:

Communication is an exchange of information between two or more people.  One is the sender and the other is the receiver, there are many forms of exchanging information such as instructions, thoughts, ideas and emotion (Maund, Schriek and Tinkler 2017).

Everything around us is in constant communication whether it be via verbal or non-verbal methods.  This is a requirement when working as an individual or in a team working environment.  

The U.S. Department of Labour has recognized communication and interpersonal skills are essential for future employment.  In addition, colleges prepare classes to help students develop these skills via group exercises and projects.  According to a study in the U.S. Eighty eight percent of employers now prepare and plan training for all employees in the workplace.  Therefore, the significance of communication cannot be over emphasized (Maund, Schriek and Tinkler 2017).

Ability to communicate clearly is a great skill to have as two or more individuals can express their ideas clearly and concisely, ultimately helping improve the workplace.  Communication allows employers and employees to increase productivity and operate more efficiently.  Moreover, it can reduce stress and workload for workers and in return employers shall see an increase in productivity, commitment and morale at a high.  These skills should be transferable from the top all the way to the bottom of a company (Maund, Schriek and Tinkler 2017).

Lack of communication can create frustration in the workplace leading to a poor workforce, miscommunication between team members, leading to conflicts and low team morale which can affect the whole environment.  

The way I need to improve this skill is to work on my verbal and nonverbal skills.  I can start by communicating more clearly, confidently and avoiding bad body posture such as slouching and folding arms.  Furthermore, I can Avoid frowning and speaking too loudly or too softly, instead I should smile, have clear eye contact, nod and use open hand gestures (McQuerry, 2018). 




PROBLEM SOLVING:

[bookmark: _Hlk532079825]Problem solving is looking through details of a situation to find a solution.  There are certain steps needed to be taken to be successful in solving a problem, such as: defining the main problem by breaking down components and determine the real problem rather than the causes.   In addition, looking for alternatives and implementing the solutions rather than increasing unnecessary workload.  For instance, there may be an employer whose work is substandard, however, once a deeper look is taken into the workplace the employer realises the member of staff has had a lack of training.  By implementing these skills, the workplace will run smoothly.

If there is no problem-solving process being done in the workplace, instead of solutions there will be more problems.  Undertrained staff will lead to faults and mistakes which will have a ripple effect and could brush off to the rest of the employees.  In other words, approaching a problem with tunnel vision increases the chance of missing key information. However, open minded people see more than just the details ahead of them, being proactive and effective and have a clear road map to how, when and where one needs to go to solve problems.

Other scenarios could mean team members working together to create solutions.  Trouble shooting issues together tend to speed up the process and free up time to tackle other problems or tasks.

Problem solving can be solved with clear communication within a team.  Slowing down and staying cool headed will help think of solutions.  Using traditional methods and latest technology to write detailed notes will reduce mistakes, and the whole team will be up to date on tasks.  Relying on pure memory and not organising notes is risky as the person with bad memory can leave out important information (Glenn Lopis, 2013). 

I believe I have this skill, as at work I face a lot of problems, such as: customer complaints, overcharged fees and missing shipments.  Working on an ecommerce platform can lead to many mistakes happening, for example, I must liaise with colleagues from China and America and the time difference is huge.  I manage to communicate with them via, email and other platforms such as: WhatsApp, we chat, email, telephone and skype.  These tools allow me to have instant access and discuss any problems we are facing.


TIME MANAGEMENT:

Time management is using the time which you have available in a useful and effective way.  Good time management helps one stay on track, add new goals, organize better, eliminate errors, improve health and prioritise your work load.  Furthermore, it is to set clear objectives to achieve your goals and ambitions.  Essentially, leading you to a more successful career or increasing your productivity.  Planning and using programmes such as, calendars, reminders and alarms can be crucial when trying to schedule everything in.


Time is the most important matter not just in the workplace but in life.  Time is something that we can’t get back or make therefore must be managed carefully and planned.  Allocating tasks during the day at set time and setting reminders is a way to manage time better.  Many employers look to hire a personal assistant to plan out their schedules to be punctual and effective, where as other employers may choose to use modern day technologies such as a smartphone, tablet or smart watch to set reminders and alerts.  Both are effective in their own unique ways.

Failing to master time management can lead to missing deadlines, fall behind schedule, poor quality of work, damage one’s reputation, increase stress levels and contributing to an unhealthy lifestyle.

The following methods can help improve time management such as: getting organised, scheduling your time appropriately, delegating or asking for help, stop procrastinating and avoiding multi-tasking.  Rather concentrate on doing one thing at a time.  Improving one lifestyle and health can also contribute (Keller G and Papasan, J 2012).

Every day I am working around time management.  As mentioned before, working with colleagues from China and America means being available around the clock.  Scheduling in meetings can sometimes be tricky but using all the tools available has enabled us to make the world smaller and have meetings from different parts of the world.  I have time management skills and work to tight deadlines every day to achieve my goals.


TEAM WORK:

Team work is a group of two or more people who work collaboratively on a common goal to accomplish a task.  Employers on one hand create teams that can be self-governed allowing decision without having to control them, on the other hand others require strict adherence to a set of standards, jobs, structures and working strategies (Maund, Schriek and Tinkler 2017).

Businesses are significantly more prone to perform well when their employees work well effectively together.  The combined effort of a team is greater than of an individual effort consequently enhancing a company’s position and benefitting the individual too.  Furthermore, when working together individuals benefit from collaborating on a project by learning new skills and maximise shared knowledge, ultimately benefitting their future career.  Working together builds trust and accountability which can encourage employees to perform at a higher level, knowing they have one another and feel like a back bone within an organization (Mattson 2015).

Lack of team work can create divisions and break trust within a group.  Poor communication, bad organising and lack of commitment is a result of this.  Employers end up with riders who are underperforming staff that frustrate colleagues and management.  Additionally, morale is down, and conflicts arise as members may take orders and tasks personally damaging the infrastructure that was built.  Subsequently, this can lead to team leaders and staff resigning or being dismissed leaving companies with a high turnover of staff and starting all over again (Maund, Schriek and Tinkler, 2017).

However, there are ways to improve team work such as having regular meetings with team leaders and do group exercises.  Employers should be leading by example and working hard and collectively, setting defined goals, recognizing good work and allowing team members help make decisions.

For instance, meetings do not always need to be in the workplace, a fun day out or a nice meal together can really help one another to discuss ideas better.  The team leader can lead by example by showing he or she are carrying out their responsibilities and task to the best of their ability, this can have a positive impact for the team.  Setting clear and measurable goals gives employees an understanding of what to do and will feel more realistic for them.  Praising an employee occasionally will give them a sense of achievement and a feel-good factor, a small reward can help, for example a box of chocolates or a gift card.  Involving employees in making decision will make them feel important.  The decisions do not have to be major ones all the time, simple decisions such as where the next meeting should take place or if they have any ideas they would like to share would suffice (Raouna 2017).

I have team working skills and have proven this in a recent presentation plan delivered at University of Wales.  Being the leader of the group, I made sure all colleagues were on top of their part of the presentation and helped prepare the presentation slides.  Together we manage to produce a business plan and tackle questions together.  

LEADERSHIP:
Leadership is the ability to influence and motivate an individual or a group of people.  Leaderships skills are everything mentioned already such as communicating clearly, being able to problem solve, being on top of time management and being able to build and manage a good team.  

Good leadership will galvanise a workplace and everyone usually follows lead.  Therefore, the individual or team will feel supported.  As a result, the employees develop better, helps them succeed and will show a reflection of the actual leader.  Great leaders are respected and looked up to, for instance a director at work welcomes associates by their name and finds out about their character and behaviour as opposed to distinguishing this is so and so from this office, therefore staff will feel valued and respected.  Additionally, the whole workplace will reach its goals and targets and exceed expectation if implemented correctly (Elevation networks, 2016)

In contrast any deficiency in leadership skills will lead to an unorganised workplace, trust being broken and people losing respect.  Bad leadership will lead to mistakes and effect the whole workplace leaving staff feeling undervalued.

The ways to improve leaderships is to have a clear vision of one’s goals, so others can follow.  One should know his other strengths and weaknesses sticking to their values and implement them in day to day activities.  Furthermore, one can improve on their communication skills (Maund, Schriek and Tinkler 2017), motivate others and be willing to learn from mistakes.  Finally, to be a great leader we should never stop learning, whether it be from people or re-educating ourselves at university or other forms of education (Buji, 2012).


I have this skill as I am leading a small team at my current workplace.  Leading a team from the front is difficult but with the right state of mind and leading by example makes it easier.  I am always looking to train my staff to help them grow.  I also feel to lead a good team I need to put people with better ability than me on the right task and then delegate work to them.


CONCLUSION: 

In conclusion, this report has described five skills which are required in the workplace.  Firstly, I managed to break down each skill analysing and explaining the benefits, I then explained the negative of not having each skill and ways to improve each them.  Furthermore, I researched concept and ideas using books, articles and online resources.  I also attempted to critically assess the scenarios which could happen with each skill being improved and how to continue and strive to be better.  Essentially, these skills must be implemented in all workplaces, I use these daily to be able to accomplish my goals and grow as a person and employee resulting in a possibility of a promotion or career change and even starting up a business.
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