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Employability Skills.

Introduction
The purpose of this report is to provide an analysis of employability skills in a workplace.
Firstly, we would like to mention the importance of employability skills in all the industries because managing people effectively is key to organizational effectiveness and is important for the managers to find people with different background, cultural and employability skills (D. Tomas and K. Inkson.2008)
We are constantly renovating, in today business employers recruit employees with employability skills that are typically considered essential qualifications for many job positions and for this reason it has become predominant for an individual’s employment success.
Employers in the modern workplace are looking for a group of people with essential abilities that involve the development of a knowledge base and mindset that is increasingly necessary for success. The only way to achieved it depends on the ability to work effectivity with other people. Where we going to influence them, discovered areas of mutual benefit (N. Thompson.2015).
The employability skills that are going to be analysed are some of the most outstanding in the workplace.
-Problem Solving
-Communication 
-Decision Making
Problem Solving:
“Under the influence of cognitive learning theories. Problem solving included higher order thinking skills such as visualization, association, abstraction, comprehension, manipulation, reasoning, analysis, synthesis, generalization—each needing to be managed and coordinated” (Garofalo & Lester.1985, p169). 
The measure of a manager is the ability to solve problems and problems are a constant feature of his work.  The manager not only needs to find the correct solution that will succeed by considering the human factors involved.  For managers it has always been important to solve problems successfully but never as much as today.  Unfortunately, employees do not necessarily perform their work well because they do not use a systematic method to address it.
One of the principal duties of every manager’s role is finding ways to solve problems.  Whether you are solving a problem for a client (internal or external), supporting those who are solving problems or discovering new problems to solve, the problems that you face can be large or small, simple or complex and easy or difficult, is important that every manager must be confident to solve problems. Much of that confidence comes from exploring solutions through looking at the alternatives to use when approaching it. With solution and strategy, managers will solve problems quickly and effectively.
The typical problem-solving process.
- Clarify the problem. – this means to underline the causes or the reasons why we are achieving the goals or objectives that we already have in our plan of work, to identify the problem we can use a tool known as concept map, where we can establish all the possible causes and to find where the problem is. Also, we can predict where we might expect the problem to arise.  Once the problem is identified we can describe it.
- Describing the problem. – once we have found out in our workplace that there is a deviation of the aims at work that have already been observed.   It has been discovery that there is a gap between actual work and the desired condition of work and finally we find the unfulfilled customer need. We must analyse exactly what, when, where, how did the problem occur then it is necessary to generate and implement solutions.
- Develop solutions. -when there is more than a single solution, we need to determine what solution is our best option.  Comparing solutions between one and the other makes it easier selecting the one that maximizes the return of our investment, as well as time and resources; to compare solutions you can use simple methods like:   
1- Pro and Cons
2- Weighted Rubric 
3- Swot Analysis  
Once we use one of these methods and find out the results, we need to select the solutions that are appropriate to develop goals that we can execute, well-structured goals are SMART (Specific, measurable, actionable, relevant, time bound). After we have the results we go to the next step of problem solving that is execute.
- Execution. – is where we focus on the implementing action into our goals and objectives, now that the right solutions have been identified, the next stage is to choose the appropriate one to implement and decide how, when and with which people.  Decisions about the choices and solutions would be related to the problem that we are trying to solve. Implementation of the solution also includes acquiring feedback to regulate whether the solution satisfactorily resolved the problem and the overall effectiveness of the solution (Morgan. 2017)  
As we can see solving problems in the work place is not an easy task but in my opinion I have this skill because I am aware of the implications and the responsibility of it, also I have the knowledge along with the experience to face any problem in the business itself or the people to work with including clients, in addition to it I engage easily with my objectives and aims.
Communication:
Communication is the process of exchanging of opinions, information or ideas that result in mutual understanding between two or more people. The procedure requires one sender one receiver and the message that is conducted within a communication medium. This skill is one of the most important ones in the workplace
The importance of communication in the workplace helps to form an opinion, that is considered when a person decides to connect with another, communication empowers employees and provides clear guidance and feedback agents for employees to express their thoughts, suggestions and concern. (Maund, Schriek, and Tinkler.2017)
In every process of communication, the message is not only transmitted through words it can also be transmitted with the body, the gestures and the tone of voice are the factors that reinforce the message, it is important that things like coherence and gesture accompany the message as well as body posture and tone of voice.  All these factors can be grouped into two types of communication, verbal communication and non-verbal.
-Verbal Communication. – is the most used in the communication process and this is the quickest way to get information to the receiver also we can get immediate feedback furthermore is time saving, example of this type of communication face to face or telephone.
- Written communication. - is part of the verbal communication and it is including different communication formats such as a letter, emails, text (WhatsApp), the intranet of the company. Also, the used of social media is a quick and effective communication to business, this type of communication can be formal or informal.  
Businesses most commonly use formal communication when we are talking with managers, co-workers and customers, in contrast, informal communication uses colloquial language which flows in every day talk and is spoken freely in a business with a team member.
-Non-Verbal Communication. – This kind of communication is carried out by the body behaviour like facial expressions including eye contact, smiling, fidgetiness and body language all these gestures help listeners interpreter the meaning behind the words in addition to it.  Body language reveals the information about the personality of everyone, also the attitude towards others.  Now a day business is encouraged to use Braille and sign language in the work place because there are people with disabilities like blind or deaf. 
Communication verbal and non-verbal in the workplace must be clear and understood especially if we work with a group of people who have their own way of thinking and those people came together as a team work, the communication has to be fluid since it plays a very important role in uniting the members of the group.  If there is more communication between managers and team work, there is a better feedback to know if all of us work as a team. (Morgan.2017) 
Something that we must remember is that the communication at this present time in every business of any kind, regardless of how big or small it is, it has to use social media to advertise themselves, social media is a growing tool for business. For example, Facebook, Tweeter, Instagram, those examples are written form of communication.
In my opinion, Communication is the most important skill in the workplace, everything is based on it. I possess this communication skill; however, I would like to improve it because I must make sure that the message I transmit to everyone will be understood exactly the way it is, without mistakes, in any of the words. I want to be efficient with my speaking and not to be afraid of having a good communication.
Decision Making: 
The definition of decision making is the process of examining possibilities, options, comparing different alternatives and choosing a course of action to reach a conclusion.  What exactly needs to be done, some of the decisions are easy and some are difficult to make.  In every situation one has to choose and categorise therefore our decision quality is improved if we critically and creatively analyse the problems facing us by considering new and different options. In the workplace most of the managers have to learn to see the problems objectively also from different angles in order to solve it effectively.
We need to understand that managers are going to take a reasonable, logical and objective decision, manageable to reach an optimal solution, based in the rational decision process taking into consideration of all the relevant information that can be used for this purpose. 
The rational decision process involves these sequences of events:
-Problem Identification (recognize the problem).
-Criteria definition (determine what factors to resolve).
-Alternative generation and Evaluation (identify alternatives solutions to the problem).
-Implementation (implementing and following up solutions). (Mount, Schriek, and Tinkler, 2017).
My opinion about decision-making skill, after all this research I realized that I do not have this skill, but I know I will improve because decision making is more than just resolving a problem we have to be understand all the risks and significancess that a bad decision can cause so it is important to have the adequate information.
Conclusion
Overall, these three skills with in work are very important as they would be part of an everyday life process. Being able to communicate with in the workplace is something that needs to be managed as a basic skill not only when it comes to solving problems to prevent any misunderstandings. To be able to prevent this we have be cautious with what is said, the tone and register that is used as well as being able to use our body language in an appropriate way, not only because we are dealing with people from different cultures but to not give a mixed message on what is being asked of them. When it comes to problem solving our communication is a key point to be find a perfect and fast but effective solution to the problem that has appeared, to achieve this our problem solving skills needs to be put in practice and calmly analyse the situation, this is where decision making also comes into the map to help make the best choices for the people involved and also prevent the consequences that this problem might cause in the workplace like this minimizing any disastrous effect that it could have on the company. To develop a good problem-solving skill our communication needs to be performed very well however sometimes having to make decisions is where people have the most trouble as it is something that might change the fate of someone or something thus making it difficult for anyone to just simply make a decision. Never the less as a manager or even just a person in charge of something at a work place we are all obliged to be able to combine these three skills to have a good understanding at work and help or assist in any problem that arises that needs to be taken care of. As time goes by and people take part in different activities these skills will improve, and it is also up to the employer or employee to find ways in which these skills can be put into use and above all be developed. 
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