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The purpose of this report is to provide detailed examination of employability skills that I have and need to improve. First of all the definition of employability and employability skills before I can talk on my skills which are communication skills, team working, time management and presentation skills.
WHAT IS EMPLOYABILITY
Employability refers to the ability of a person that makes that person   able to gain and maintain employment.
WHAT ARE EMPLOYABILITY SKILLS
Employability skills is defined as a set of achievements, agreements and personal information that make individuals more likely to gain employment and to be successful in their chosen occupations. A set   skills, and knowledge that the labour market participants should have to ensure they have the ability of being effective in the workplace – to the benefit of themselves, their employer and the wider economy. Other factors that help to make people employable includes: Knowledge and (abilities relating to a particular job), the capability to identify suitable job opportunities, presentation (on applications and at interviews) and lastly external factors such as the job market and personal circumstances.
COMMUNICATION SKILLS
Communication is the trading of ideas, facts or thoughts that results into a feeling of understanding between two or more people. This process needs at least one sender one receiver and a message that is sent within a communication method (Maud, Shriek, Tinkler, 2017, p. 47).  Communication is important and vital for human communication in the workplace which brings us to the different ways we communicate. Verbal communication is created by speaking face to face especially when interviewing staff for jobs.  Nonverbal communication is done by body language and hand gestures, while written communication is by writing or sending emails. My place of work which is the London Overground, I use a lot of radio to radio communication, like communicating most with my colleagues we normally use a walking talkie to communicate amongst ourselves to send messages. The other communication gadgets we use are smartphones etc.  Tasks are done better through communication in my workplace, at times the communication can be negative or positive. So people need to look for ways they can adopt to improve the ability to communicate effectively like creating a heathy working environment with the necessary resources for the workplace. Communication skills like active listening and assertiveness make it easier for information process to be clearer. In the workplace setting assertiveness can take the form such as supporting a new idea seek to influence a policy change or publicly supporting one method of fixing a problem over any number of available possibilities (Maud, Shriek, Tinkler,2017,p.51). Listening is the single most vital element in communication, accurately hearing what people say and expressing interest and showing empathy. This helps us to think through in advance what you want to say in any given situation. An example of using communication skills at my workplace is planning journeys for customers, giving them customer information on how the underground running, station information for instance a customer says - My grandmother who lives in Stratford, wants to visit the Cutty Sark next week. She uses a wheelchair. My answer will then be – she can travel on the Docklands Light Rail from Stratford to Cutty Stark. There are lifts at Stratford and Cutty Sark station and step free access on to the train. 
TEAM-WORKING
Team-working is the idea of working in groups or teams for a common goal or purpose. At times when I work within a team, we do have our differences in terms of personality, demographics and perhaps interest, but there is always something that makes us click together (e.g. Muchinsky, 2003). Teams must have the required skills and knowledge to achieve their goals, however at times, if the team is too large this could make it not work properly. Teams do have some characteristics as groups, but with important points. The way a team  is put together can either make it or break it , for  example depending on knowledge and significance  of having certain connections outside the team , depending on  the team  abilities  and depending on individuals’ access to resources including financial ones (Morgan, 2017, p.206). At my workplace the London Overground me and my co-workers work in a group of five providing customer service by attending to their various needs like issues with tickets, gate line problems etc.  Katzenbach and smith (1993) looked at teams which were doing well and those which were doing badly, however identify a number of key points that made the difference between high-and-low performing teams (Morgan, 2017, p.204). Basically teams are made for a particular goal where particular skills and knowledge are needed (e.g. to solve a problem or develop a product). It is always important to contribute your quota, so has not to affect the effectiveness of the team, this always helps me when I work within a team.
TIME MANAGEMENT
Time management is the capacity to use our time in such a manner as to achieve a desired result. This is one of  my basic skills, however being a student includes, undertaking various tasks: from attending lectures to reading, thinking about the subject matter, taking exams and so on (Morgan, 2017, p.50). Therefore all the tasks requires a reasonable amount of time, moreover failing to manage my time well could mean that I will not perform well with my task. This also applies with the workplace, however when I do not prioritize my task, maybe in the workplace or with my studies, this can lead to insufficient time for me to do my desired task. Furthermore this could also lead you to having stress issues, it is a good thing that I do manage my time and use it positively and productively. However if I miss a scheduled management meeting or deadline for work, the implication is that you will be seen as unreliable, an understanding that is hard to get rid of (Morgan, 2017, p.52). It is because I do have good time management skills I am able to avoid this kind of problems, moreover it is very important that good time management is essential, critical and key to the workplace. Research as shown that  “being good” is more vital in time management (Britton andTesser,1991).At my workplace time management is of vital importance, the  trains on the London Overground is ran on time management, if not everything falls apart. Trains have their arrival time and departure times which is also my job to pass this information to customers/passengers. However on the Overground time factor is everything, a customer can work up to you, requesting for instance what time is the next train to Hoxton, your respond has to be18:06 hrs. Since time is costly and productive, use of it will help to better our work-life balance exceptionally, learn to refuse anymore tasks that you do not have time for. Do not allow your good manners or respect to make you do other people tasks, even if your superior tells’ you. Only say yes, if you have checked your diary and you have enough time to finish to it, otherwise respectfully decline.
PRESENTATION SKILLS
Presentation skills are skills you need in administering successful, loveable presentations to a variation of audiences. These skills cover a wide range of areas such as the formation of your presentation, the design of your slides, the tone of your voice and the body language to bring. Presentations can be intimidating or difficult at times, this can make you nervous or tense. In real life there are few situations when we likely have much real reasons for being tense except during presentation. Furthermore in business, the potential to give a good presentation is seen as a basic skill – it is not possible to lead without exchanging information, and presentations are a quality part of business and work life (Morgan,2017,p.180). There are different types of presentations as follows:
· Persuasive speeches are specific type of speeches in which the speakers’ objective is to convince the audience to accept his/her point of view.
· Inspirational speech is the type that focus on inspiration over tactics, make your audience laugh, do not shout from the rooftops, and use slides to compliment your presentation.
· Demonstrative speech shows how to do something or how something works.
· Informative speech shows descriptions, demonstrations, vivid details, and definitions to explain a subject, person, or place the audience wants to understand, it makes a multiplex topic easy to understand or offers a different point of view.
At my workplace, we use presentation skills to provide information like helping customers/passengers  by public speaking to passengers about incidents/disruptions on the service and also communicating with passengers either face-to-face or on the PA system advising them on anything from ticket types to information relating to train services on a daily basis. We do presentation for staff training as well. Everyone has presentation skills, some are better than others. The main objective is for your presentation skills to be better than your competition, whoever and whatever that is, while your secondary objective is for your presentations to get better every time you speak.
CONCLUSION
My conclusion is that these skills that I have, communication skills, team working, time management and presentation skills are very essential tools in the work place. Face to face communication is the best and most complete form of communication which includes others being able to see your body language, facial expressions, as well as interpret your tone of voice, which means that the chances of your message being understood correctly are improved (Morgan, 2017, p.248). However my communication skills can be improved by listening as it is the most important element to best your communication, practise public speaking, working on your empathy will also help, taking notes during meeting and reading them as often as possible will help as well.  Teams are about communication action, character and relationship to achieve their desired goals, while time management is to waste less time, and use time more productively and effectively. Team working can be improved by recognising and rewarding good teamwork, encouraging teamwork on goals or targets, providing training and mentor opportunities when necessary, in addition make conversation, idea-sharing where necessary. My time management can be improved by setting a goal, being organised, spacing out schedule and lastly maintaining a good attitude to being organised. The presentation skills that I have can only be improved by practising constantly my presentations, and knowing how to deal with my nerves, like thinking about why I do get nervous during presentations and dealing with the reasons.   
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