[bookmark: _GoBack]Introduction

The purpose of this report is to evaluate 3 employability skills necessary within the modern workplace. The following employability skills will be analysed and evaluated in the report, Communication skills, time management and team working. The ultimate aim of the report is to analyse the skills mentioned, look at how they can be improved and developed with the aim of gaining employability and academic skills, whilst taking into account the very important point of view of the prospective employer.



Communication.

Communication is the direct interaction between people to convey and receive messages that are understood and is widely considered to be one of the most important skills that employers and employees alike can possess. Communication is a huge part of our everyday life and one of the key components in how we function, having an affect on our relationships with our families, colleagues at work and friends. There a variety of ways in which we communicate, Verbal, non-verbal and written communication. In the world of business good communication skills are vital as bad communication will have a diverse effect on profit, productivity and efficiency.

The ability to communicate effectively with superiors, colleagues, and staff is essential, no matter what industry you work in. Workers in the digital age must know how to effectively convey and receive messages in person as well as via phone, email, and social media. Good communication skills will help you get hired, land promotions, and be a success throughout your career. (DOYLE, 2019)

In work, communication skills are important for getting the best results at meetings. Good communication skills help everyone at the meeting feel informed, because they know what needs to be done and why. Communication skills can also make people in the meeting feel good about taking on responsibility to help a project.





· Give presentations and do reports with increased confidence
· Have a great phone manner if you are talking to customers or clients on the phone
· Send typo-free emails that match the professional tone of where you work
· Get on with your manager and people in your team (see team working)
· Listen carefully to what you need to do, so you understand what’s needed
· Share your ideas in a way that will be appreciated by co-workers
· Network to find new opportunities.
Good communication is important in the world of work. To perform successfully alongside your colleagues, understand your role, and promote the organisation in a positive manner you will need to communicate in many ways.
Effective communication will give you more chances to move forward in your career, too. Networking is one of the best ways to find new opportunities. Good networkers are good communicators. (unknown, 2017)


“The greatest compliment that was ever paid to me was when someone asked me what I thought and attended to my answer.” ~ Henry David Thoreau.

In many ways the above quote sums up the effective communication! So what are some behaviours that get in the way of communicating effectively with other people? 

Three barriers to effective communication include –

1. Judging the other person. If you are judging a person whilst you are talking to them you could be criticising, diagnosing or calling them names. An example of criticising is saying “don’t you understand anything?” 
2. Not paying attention to the person you are talking to. Examples of this include – Playing with your mobile or electronic device, not listening to the thoughts or feelings of the person you are speaking to or looking away whilst the other person is speaking.
3. Using technical language. Have you ever been at an event when people are using acronyms or language relevant only to their profession? If so, you know what I meant. (Jane, 2018).








Team Working

 Regardless of your role, you need to be able to work well with others – and convey that fact to hiring managers, recruiters, and prospective employers. Scan any job listing, and you’ll see that even ads that seek “self-starters” also inevitably drop the phrase “team player.” Those who have people skills like communication and a positive attitude often make a team function well. (DOYLE, 2019)

· Productivity Boost – when the workload is shared equally by members of a team and the tasks are allocated according to the strengths and skills of each team member, tasks are completed faster and more efficiently which results in a noticeable increase in productivity.
· Promotes Innovation – working in a team means working more creatively, bouncing ideas off each other and creating innovative and practical solutions to problems.  When working in a team on a brainstorming exercise, people are usually more confident and come up with unique and creative ideas.
· Improves Morale – when the workload is shared by a team, the collaboration enables all members to feel a greater sense of achievement when the task is completed.  Each member accomplishes more than they could alone, feeling the recognition and the sense of belonging that improves their self-esteem.  This leads to job satisfaction with the feeling of joy that comes from the sense of belonging.
· Support Network – during the challenging times that face any business, team members will help and rely on each other for support and guidance.  This enables them to focus on the goal, reduces the stress during difficult times and enables them to complete projects in an efficient manner.
· Establishes Strong Relationships – developing strong relationships with colleagues helps team members to communicate freely and more effectively.  Members will motivate and encourage each other to work with their strengths and talents, developing new ones too.  Being part of a team builds trust and strong bonds, creating a work environment in which members feel comfortable trying new ways of doing things, asking questions and asking for or offering help when necessary.
· Improves Communication Skills – for all team members.  No two people are the same and sometimes there is a clash of personalities.  Enhanced communication skills gained by working in a team will facilitate conflict resolution as the team needs to work collectively towards a common goal that depends upon the input of all members.
· Enables Flexibility – team member who collaborate in the workplace are often cross-trained to cover for each other’s strengths and skills.  This means that there is more flexibility for employees to plan their personal obligations (such as medical appointments or childcare) without disrupting the project.  This type of flexibility often improves morale and productivity while promoting a healthy work-life balance.
· Increases Skills and Knowledge – team members share information as they work which leads to all team members having an increased knowledge and skillset.
· Develops Leadership Qualities – whether the team has one specific member as team leader or whether the team leader changes depending on the task, all members of the team will be encouraged to enhance and deploy their own leadership qualities from time to time.
· Facilitates Career Progress – working as part of a team helps to advance your career.  By collaborating with others, you’re exposed to their skillsets which means that you can learn and expand on your own skillset.  This can lead to better career opportunities in the future.
· Expands Professional Network – the alliances forged can potentially lead to bigger and better opportunities in the future.
· Improves Service – the benefits of teamwork are not just limited to the workplace – it also improves the service provided to customers. (training, 2018)






Research has provided a number of attributes required for successful teamwork. Many of these attributes have been consistently identified in the literature. Table 1 provides a summary of literature on the successful attributes needed for effective teamwork as follows:

· Commitment to team success and shared goals - team members are committed to the success of the team and their shared goals for the project. Successful teams are motivated, engaged and aim to achieve at the highest level;
· Interdependence - team members need to create an environment where together they can contribute far more than as individuals. A positive interdependent team environment brings out the best in each person enabling the team to achieve their goals at a far superior level (Johnson & Johnson, 1995, 1999). Individuals promote and encourage their fellow team members to achieve, contribute, and learn;
· Interpersonal Skills includes the ability to discuss issues openly with team members, be honest, trustworthy, supportive and show respect and commitment to the team and to its individuals. Fostering a caring work environment is important including the ability to work effectively with other team members;
· Open Communication and positive feedback - actively listening to the concerns and needs of team members and valuing their contribution and expressing this helps to create an effective work environment. Team members should be willing to give and receive constructive criticism and provide authentic feedback;
· Appropriate team composition is essential in the creation of a successful team. Team members need to be fully aware of their specific team role and understand what is expected of them in terms of their contribution to the team and the project; and
· Commitment to team processes, leadership & accountability - team members need to be accountable for their contribution to the team and the project. They need to be aware of team processes, best practice and new ideas. Effective leadership is essential for team success including shared decision-making and problem solving. (Tarricone, 2002)

Writing is an essential professional skill. The goal of writing instruction in business communication classes is to develop the skills and knowledge necessary to successfully meet future writing challenges. However, many writers struggle to transfer skills and knowledge from one context to another. The primary reason for this struggle is that despite years of writing instruction, most people are highly apprehensive about writing and do not consider themselves “writers.” Writing instruction typically does little to lessen writing apprehension but fostering writing self-efficacy can both diminish writing apprehension and further writing development.  (Mascle, 2013)


Communication has always been one of the authors strong points and has never previously been a problem however, these lectures have helped to understand the mechanics of communication and achieve a more in depth understanding on the subject as a whole.


“Time management” is the process of organizing and planning how to divide your time between specific activities. Good time management enables you to work smarter – not harder – so that you get more done in less time, even when time is tight, and pressures are high. Failing to manage your time damages your effectiveness and causes stress. (team, 2015)

The Key to Good Time Management
Understanding the Difference Between Urgent and Important
‘Urgent’ tasks demand your immediate attention, but whether you actually give them that attention may or may not matter.
'Important' tasks matter, and not doing them may have serious consequences for you or others.
For example:
· Answering the phone is urgent. If you don’t do it, the caller will ring off, and you won’t know why they called. It may, however, be an automated voice telling you that you may be eligible for compensation for having been mis-sold insurance. That’s not important.
· Going to the dentist regularly is important (or so we’re told). If you don’t, you may get gum disease, or other problems. But it’s not urgent. If you leave it too long, however, it may become urgent, because you may get toothache.
· Picking your children up from school is both urgent and important. If you are not there at the right time, they will be waiting in the playground or the classroom, worrying about where you are.
· Reading funny emails or checking Facebook is neither urgent nor important. So why is it the first thing that you do each day? See our page minimising distractions to help you recognise and avoid other things that may distract you from getting your urgent and important tasks done.
This distinction between urgent and important is the key to prioritising your time and your workload, whether at work or at home.
Try using a grid, like the priority matrix, to organise your tasks into their appropriate categories:
[image: The Priority Matrix helps you categorise tasks depending on their urgency and importance.]


Remember, too, that you and your health are important. Just because you have lots to do doesn’t mean that doing some exercise, going for a 10-minute walk or making time to eat properly is not important. You should not ignore your physical or mental health in favour of more 'urgent' activities.


Read more at: https://www.skillsyouneed.com/ps/time-management.html


Davenport and Beck (2000, 2001) argue that the scarcest resource in modern organizations is attention. Individuals are overwhelmed by ever-growing incoming information and requests for their attention in their private as well as their work environment (Geri & Gefen, 2007). Since individuals have to decide on their priorities, and rationally decide to defer some tasks, procrastination is not necessarily a negative phenomenon. Chu and Choi (2005) distinguish between two sorts of procrastination behaviours. Passive procrastinators are paralyzed by their indecision and as a result fail to complete tasks on time, so this is certainly an unfavourable behaviour. However, active procrastinators prefer to work under pressure and make deliberate decisions to procrastinate tasks, nevertheless, they usually complete their tasks on time. Procrastination is wide spread in academic contexts, where students are required to meet deadlines for assignment completion in an environment full of events and activities which compete for the students’ time and attention. Student syndrome refers to the phenomenon that many students will begin to engage themselves in a task just before a deadline (Ariely & Wertenbroch, 2002). Studies conducted in academic environments found that procrastination affects 46% to 95% of undergraduate students (Gallagher, Borg, Golin, & Kellehr, 1992; Janssen & Carton, 1999; Kachgal, Hansen, & Nutter, 2001; Özer, Demir, & Ferrari, 2009). Nowadays, business environments, as well as many other organizational environments, enable collaboration of a group in writing all sorts of documents (Tapscott & Williams, 2006). For example, a manager sends an e-mail to five workers and asks them to complete a certain document by a predefined deadline. There may be specific requests from everyone with regard to certain parts of the documents, and usually everyone will be requested to read the document and comment or correct mistakes. The traditional option for such a task is that one person will be responsible for integrating the writing. A more current option is to use some sort of collaboration application. So, the document draft may be posted on a wiki, an online discussion board, a shared network server, or any other application that allows the group to work together. This study examines whether the use of online collaborative artefacts, such as online discussion boards, affects the tendency for procrastination. (Geri, 2010)


Conclusion

Team working is an extremely vital skill to exist in the workplace as it is directly reflective in productivity, efficiency and company profits when implemented successfully. Team working contributes to team spirit, camaraderie, support of team members and new ideas. The sharing of skills and experiences would not otherwise exist which would have a direct impact on the employees within a corporation being unable to work towards the common good of the organisation. Different ingredients are necessary for successful team working to exist within the work place- personality of team members and the skills necessary for those members to work within a team at times completing the lesser tasks for the greater good are very important.

Communication is one of the most vital skills necessary for the employee to be successful within the organisation as it is the most common cog in the mechanics of interaction with colleagues. Good communication skills within an organisation ensure that all members are informed of all targets set, company aims and overall requirements of the organisation. Poor communication skills result in wasted time, energy and resources which in turn have a negative impact on company profits.

Time management is the basis of all other skills as the impact it has on the respect you show and gain from employers and colleagues alike will determine the likelihood of successful integration of said employee into the group. Being trusted to ‘turn up’ on time every time will not only build organisational skills and confidence but will enhance your standing within the organisation. How we manage time can affect morale, mental state, productivity, career success and life prospects in general therefore it is imperative to be aware of and learn to manage time successfully.
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