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      The purpose of this report is to analyse five different employability skills, that I have, or I will need to develop in the future for when I finish my studies and start to search for employment. I will be talking about the following five employability skills: Communication, Teamwork, Problem solving, Planning and organising skills and Self-management. 
You develop employability skills through work (paid or voluntary), studies and community involvement. During your degree, you should not only strive for excellent results but also be involved in a variety of activities within the community including clubs and societies, sport, hobbies and volunteer activities.” (Monash.edu,2018)

Communication skills 

    One of the strengths I have is that I have good communication skills for example, I am able to engage well verbally with people of different ages and different backgrounds, and within small groups. However, communication skills are also one of my drawbacks as I get very anxious speaking in front of a large group of people or someone I have just met. I also have very good listening skills. I am not very confident at having eye contact with individuals that I do not know or if I am to do a presentation, my eye contact is very limited as I get very nervous, I very recently found that out at a class presentation where myself and some of my peers from this course presented a business idea we had worked on.
“What is nonverbal communication? Put simply, nonverbal communication (also referred to as body language) includes all those ways we communicate without words. A more technical definition for nonverbal communication is.” (Quintanilla & Wahl ,2017) “communication other than written or spoken language that creates meaning for someone.” (Ivy & Wahl, 2014)
    Eye contact plays a key part in verbal and non-verbal communication. For that reason, I need to boost my communication skills as it will further my chances of working for an employer. I am able to make my feelings be known through my facial expressions and the tone of my voice which is a strength as well as a weakness therefore I need to work on that. I am aware that strong and clear verbal, non- verbal communication skills and self- confidence are vital in the employer choosing the right individual at a job interview. Whether we enjoy it or not, the ways we correspond our verbal and non-verbal actions can provide others very distinctive imitations of who we are, our thoughts, our feelings and our confidence. These impressions may or may not be precise and are always society reliant. Nowhere are such impressions more significant than when we are attending job interviews or contributing to essential presentations, so although we need to act as we usually would in our more usual state most of the time, it does assist to deliberate how we may help ourselves to show self-confidence in the company of others. (Morgan, 2017)

Teamwork

      Teamwork is knowing how to define a role as part of the team. I am able to work as a member of a team or as an individual. I was able to work in a team of six people for my Managing Enterprise in the 21st Century module and managed to do the work delegated to me by my team leader. I am fully aware that teamwork is a must for almost every employer and I am able to encourage people to pull their weight as part of a team, I am able to delegate tasks, and I can and almost always will jump in to do additional work when needed and can resolve conflict between team members. As long as the teams are not too big.
“Teams are typically built for particular projects where particular skills and expertise are needed (e.g. to solve a problem or develop a product). Once those activities are complete, the team will often be disbanded.
        You need a reasonably sized team in order to ensure you have all the knowledge and skills that you need, but a team that is too large will likely become dysfunctional. It will be difficult to coordinate diaries, to arrange meetings and then for folk to communicate at those meetings if the team is too large. A team between five and seven is seen ideal.
A team has a sense of ‘togetherness’, with each member supporting every other member. This has the potential to create a strong bond, which means there is great strength in the team, but it also means that the team needs to stick together and assist each other when things do not go according to plan, and ‘act as one’ if the results are not 
good.” (Morgan, 2017)
        Teamwork does have its ups and downs and I need to improve my teamworking skills somewhat more. I get a little upset when members do not follow what I or anyone else in the team asks them to do. I need to not let it get to me and carry on with my task and if need be then do their tasks to meet the deadline and deal with them afterwards.
  



Problem solving

     Problem solving is when you are able to find solutions and answers when there are difficulties, and I fully able to use this skill when needed. I am able to use my real-life experiences and knowledge to solve a problem. I am also able to develop practical solutions to problems I am facing either on my own or as part of a team. My ability to deal with pressure helps me implement effective solutions /decisions when a problem arises. I am able to adapt to difficult situations and think of ways to overcome obstacles as I do not give up easily and my main focus is on getting the problem solved, and I think employers are more likely to hire a person that can deal with problem solving rather than a person with more education such as in a customer service employment where a representative should be able to deal with an upset customer.
   Vital decisions can form our lives, and our judgement quality is better if we carefully and resourcefully examine the difficulties facing us by bearing in mind new and unusual options. Also considering the proof accurately, considering a problem from a different approach that gives us different understanding. Therefore, increasing solutions that successfully solve our problems, and precisely calculating the likely effect of our decisions. (William, 2002)
“The great thing about some problems is that either we have solved the same issue previously, or someone else has probably experienced the same problem before and has found a way of solving it. It is extremely tempting to assume immediately that a solution tried and tested previously is going to work for you – or that what worked last time will work again.” (Morgan, 2017)

Planning and organising

      Planning and organising skills are when you work out what is required to get something done and then working out when and how you do it. I plan and organise by setting myself timelines and deadlines. I manage my time around my studies and family which includes my children. Having had three children with various needs, I have mastered the ability of organising my time and resources to ensure their needs are met. I am able to fit in my studies and do my assignments by managing my time efficiently around family life, and I know that having these set of skills will be beneficial to me after I finish my course and go on to being employed.
“Organizational skills are some of the most important and transferable job skills an employee can acquire. They encompass a set of skills that help a person to plan, prioritize, and achieve his or her goals.
The ability to keep work organized allows workers to focus on different projects without getting disoriented and lost, thereby increasing productivity and efficiency in the workplace. Managers look for employees who can not only keep their desk organized, but those who can also adjust quickly to the organized structure of a company.
Staying organized in the workplace can save a company time and money. Organizational skills are essential for multitasking and keeping a business running smoothly and successfully. Employers aim to recruit applicants who can work to achieve results consistently, even when unforeseen delays or problems arise.” (Doyle, 2017) 

Self-management

      In my opinion Self-management skills are about getting on with what you are supposed to be doing, for example it can be something at work or in my case getting on with doing my assignments for my Certificate in Higher Education Skills for the Workplace course, without someone checking up on me. I think it is very necessary to master this skill as it will be very beneficial for someone who is studying or in employment. I improved my Self-management skills when I became a first-time mother, I further improved on these skills when I started my job in helping run my cousin’s cafe I was able to get on with my responsibilities and the jobs I had to do and even ask for new responsibilities. I am able to stay on top of deadlines making sure to keep track of my progress. I am able to also handle the stress that comes with meeting deadlines.
   The growth of self-management abilities is one of the organisations best exercises. It is for those people who are certain that they want to be more befitting personnel. However, organisations incline to spend great sums of capital and energy to provide their personnel with special self-management skills and training, each employee can individually establish self-assessment analyses to describe whether he or she has the essential skills set.
Such an idea is enormously important for recruits who aggressively look at profession development. Without the private effort for developing self-organization and self-management skills, it is difficult to imagine a productive employee who prospers in career promotion and professional advancement. (Linman, 2011)
“At the core of self-management are three skills everyone must develop: (1) learning to manage your commitments and time; (2) cultivating the motivation and capability to learn new things on your own in support of your work; and (3) building and nurturing your personal network. With those three skills you will be successful.” (Suess, 2015)

Conclusion

  Employability skills are extremely needed by an employer or organisation. Moreover, the employability skills that I have or need that I expressed about above are very much essential for not only an employer but even my academic as well as day to day life . All of the above skills/capabilities help any individual and organisation to work efficiently, therefore letting them grow immensely within the marketplace. They also help the employment structure within the business/organisation.
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