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Introduction
The Purpose of this Assignment is to provide an analysis of relevant employability skills that you have or need to develop in the future to gain credibility in search of employment opportunities putting into consideration the perspective of an employer trying to recruit.  
Communication skill is foundational for individual, team, and organisational success. According to Kinnick and Parton (2005) for example, oral communication and interpersonal skill are often cited as the most important criteria in evaluating job candidates.  
The process of communication requires at least one sender (encoder), one receiver (decoder) and a message that is transmitted within a communication medium
Communication is the exchange of thought, information or ideas that result in mutual understanding between two or people. The process requires at least one sender, one receiver and a message that is transmitted within a communication medium. It originates with sender’s idea or concept. He or she encodes the idea into meaningful symbols in the form of words, pictures, or gestures (ie language). The sender then select a medium to transmit those symbols so the receiver can access them through one or more senses. According to Griffiths and Dunham (2015). Effective communication is an act of creating an understanding. It takes place when the receiver accurately understands the message transmitted by the sender, however this does not always happen perfectly, a multitude of potential problem can hinder the process and block understanding
1
Communication can take place through verbal, face to face, telephone, use of intermediary or internet conference
OR
Nonverbal, facial expression, body language, physical distance, magazine, newspaper, TV, Cinema, emails etc. 
Effective communication is the life’s blood in the workplace when there is a communication breakdown or miscommunication in workplace the organisation surfer. The best form of communication in workplace is written communication where employees are expected to communicate with their supervisors in writing the status of work done and work yet to be done either on daily, weekly or monthly basis. These reports may seem a tedious task but they are precious in ensuring that the employees and their supervisor have mutual understanding of what is going on and the reports come in very handy for planning purposes. They also make otherwise harried employees stand back and reflect on what they are doing.

Workplace meetings are very important this is an avenue where organisations communicate with their employees, review the overall condition of the organisation and review recent success, consider conducting in-service training where employees take turns describing their roles to the rest of the staff for clarity, focus and moral, be sure to use agendas and ensure follow up minutes, consider bringing in a customer to tell their story of how the organisation helped them. These meetings go a long way towards building a feeling of team work among staff.
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The use of emails in workplace environment is one of the ways employers communicate, it is quicker and easier. It gets to many people at once, there are times when it is slower to send email to an individual than it would be to speak to them on the telephone or go to see them and clear up any communication which is unclear or ambiguous, but the choice of best channel to use will depend on the urgency of the communication, the number of people involve and the potential for and consequences of any misunderstanding.
Communicating with other employees by email may or may not be effective if someone does not know you well, then you will need to be very clear about your meaning, using language that most will interpret correctly. 
 Over the telephone is the commonest way employers communicate with their employee, it includes what we call para-linguistic cues, such as speed of speech, pitch, volume and variation in any of these indicate how important different words and issues might be and a telephone conversation will give you this extra information in a way that a letter or email rarely will. 
FACA TO FACE  
This is the most complete form of communication, it has the advantage of seeing your body language and facial expression as well as understanding your tone of voice, which means that the chance of your message being interpreted correctly are increased. This is one of the key reason employers use face to face selection interviews when selecting their employee. One other advantage is feedback can be instant.

Griffiths and Dunham (2015).
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TIME MANAGEMENT SKILL 
 Time management can be defined as the ability to allocate specific time period to activities with regard to its importance. The ability to know which activity should be done first and which should be done later. 80 – 20 Parettos’s rule simply states set priorities, 20 percent of the most important activities account for 80 percent of result. 
To be able to manage time effectively individuals and organisations should, 
Set goals and objectives, Set deadlines, Delegate responsibilities, Priorities activities as per their importance, spend the right time on the right activities and Stop procrastination 
 IMPORTANCE OF TIME MANAGEMENT 
 It leads to better planning and better forecast 
 Less stress and anxiety  
 It help organisation prioritise task and activities at workplace 
 Realisation of goals and objective within the shortest possible time 
 Build confident in individuals 
 Individuals become more organised and disciplined 
 Understand the use of time matrix (important and not important,     urgent and not urgent.  
Management-study (2018) [online]
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PROBLEM SOLVING AND DECISION MAKING SKILL 
The ability to overcome the obstacles or barriers that prevent the immediate achievement of goals. Studies have shown that there is no one step action in problem solving, a combination of steps or stages is required. 
First of all the employers have to identify the problem, recognising that there is a problem is the first step in solving the problem. The way you frame the problem ie the way you describe what the problem is will have significant implication on the solution proposed and chosen, if the real objective is not clarified at the beginning of the process then it will difficult to find the solution. 
 Structuring the problem, gaining more information about the problem and increasing understanding of the problem is an important step towards solving the problem. This may be in form of fact finding or analysis. 
 Looking for possible solution, in a group situation this could be in form of brain-storming session, where different individuals will come up with his own ideas based on his area of specialisation and experience. 
 Decision time, this step involves a careful analysis of the different possible course of action available then selecting the best solution for implementation. SWOT principles could be useful in arriving at decision. 
 Action/Implementation, this means carrying out the chosen course of solution decided upon, most often problem timing delays implementation. 
Monitoring/feedback, it is a good practice to keep a record of outcome and any additional problems that occur, important decision can shape our lives and our decision quality is improved if we critically and creatively analyse the problem facing us by considering new and different options, weighing the evidence objectively.
 Skillsyouneed (2018) [online]5our text here

LEADERSHIP AND MANAGEMENT SKILL
The term management refers to the set of activities and often the group of individuals, involved in carrying out general functions which include planning, organising, leading and coordinating in an organisation. Management also said to focus more on leadership skill in workplace, eg establishing vision and goal, communicating the vision and goal, and guiding others accomplishing them. Leadership must be more facilitative, participative and empowering in how vision and goals are established and carried out.
For an organisation to be said to have a good leadership and management skill the organisation must have already established systems and processes which includes ongoing collection of feedback and monitoring out come from customers and be able to adjust the systems, processes and structures accordingly, which include use of financial controls, policies and procedures, performance management processes measures to avoid risk etc.
Delegation is an important tool in leadership and management skill which organisations use in workplace. It is a process when responsibility and authority is given to subordinates to complete a task, and left the subordinates figure out how the task can be accomplished, for this process to work one person is selected at a time, this gives the person the responsibility and increase their motivation. However before delegating, the person’s skills and capabilities is assessed to make sure it is assigned to the most appropriate person. Expected results are clearly specified to the person. Let the employee have strong input as to the completion date of the project as long as the result are what the supervisor specifies. It is always important when delegating to match responsibility with adequate authority or else expected result will either be delayed or not achieved.

6
Non-intrusive feedback about progress on the project, it is important to get weekly, written status reports from all direct projects. Reports should cover what they did last week, plan to do next week and potential issues, regular employee meetings provide this ongoing feedback as well.
Building a team as leadership and management skill. It is important to know how to design, build and support highly effective team. There are many type of teams, the type used depend very much on the nature of the result the team is to accomplish, formal and informal teams are official parts of the overall organisation assigned to a major, ongoing function.
Informal teams are usually loosely organised groups of people who volunteer to came together to address a non-critical, short-term task while formal teams are normally by appointment by senior management in an organisation. Some organisations have committees to address major ongoing tasks in workplace, and membership is based on position, this include committees in boards of directors, grievance committees etc. Problem solving team are formed to address a particular major problem currently faced by the organisation often their overall goal is to provide a written report that includes recommendations for solving the problem, membership is comprised of people who perceive and experience the problem, as well as those who can do something about it.

Management-study (2018) [online]
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Conclusion
As businesses and organisations face stiff competition for survival and new technologies evolving, workforce need to improve to meet the demand in new technology and improved skill. In other to meet this demand organisations and businesses should inevitably send their employees on training and refresher courses with the aim to improve their employability skill. Management should address the problem of inefficient performance and reward successes either in cash or in kind as to make the workers happy and reduce high rate of workforce turnover. 
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