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[bookmark: _GoBack]The aim of this report is to analyse some of the employability skills which employees need in order to participate and progress in the present day work environment. These skills could also be applied and used outside the office in different day tasks. The skills which will be analysed in this report are fundamental and basic for future development and progress at work. They are as follows: communication, organisation and teamwork.  

Let’s start with communication. According to Maud, Schriek and Tinkler (2017, p. 47) “communication is the exchange of thoughts, information, or ideas that results in mutual understanding between two or more people”. In other words, communication is a way to establish contact with others in order to exchange thoughts, ideas, visions and opinions in regards to the co-working process in an organisation. All this is to achieve a certain target. As mentioned above, to communicate effectively the quality of the information is of high importance. It must be exact, on time, simple and clearly delivered in order to reach and be understood as well as possible and in full by the employees (Cottrell, 2017). 

A business cannot only communicate effectively inside but needs to communicate effectively outside the organisation as well (Morgan, 2016). For example, if the business wants to advertise a new product, communicating with some art agencies, banks, law firms, local councils, etc. is necessary. Exchange of the information is fundamental in each management structure and that is considered as a link between them. Communication is directly connected to the realisation of the goals of the business and for that, as said before, for successful working organisations it is crucial to communicate effectively. The quantity of the information is not as important as the quality and how useful it is for the employer (Maud, Schriek and Tinkler, 2017). To be useful it needs to be exact, on time, sufficient, simple and relevant. It is essential for the information to be correctly understood by the people receiving it. Therefore, it is very important to choose carefully the message and the way it is delivered. The information can be conveyed in two ways: verbal and non-verbal. By verbal we understand speech and by non-verbal - body language, appearance and tone of voice. Choosing and mixing the right channels to transfer the information is the most important task which every employer needs to decide in connection to the exact delivery of the message. 

The biggest problem in the organisation is often conflicts between the co-workers and managers due to misunderstanding, misinforming and mixed signals. In a lot of cases at the core of the problem is a fault in the communicating channels (Morgan, 2016). For example, I work as a manager in a cleaning company and most of the time my employer changes her mind about certain problems. She is also very slow in making decisions and letting us know. Everything is happening always at the last minute. Most of the time I am able to adapt and react in time to save the situation but recently I could not, because I was on holiday. I left her with the list of tasks she needed to do while I am away but she said that she forgot and she failed to tell us. As a result, we lost one of our big customers and all this because she has not been responding to phone calls and emails on time. All the customer wanted in this particular case was assurance that the service would continue during the festive period. She missed to inform him that our colleague will go as usual and forgot to tell her to go. The customer did not receive any service and he was really disappointed, so he cancelled the contract. All that because she was not communicating correctly and on time with both sides. Sometimes little things can prevent a big disaster and save the situation. In connection to that example it could be said that communication on time is a big factor in a good organisation. However, other factors, such as organisational skills, are also important.  

What is organisational skill? – “The ability to use time, energy, resources, etc. in an effective way to achieve goals” (Cambridge Dictionary, 2019). In other words, to be organised at the work place means to put files in order to prioritise different projects, schedule them and time manage them to complete certain tasks with good end results. Good organisations allow employees to stay focused, help them to increase productivity and efficiency. The biggest aim of organisational skill is to effectively manage time and help the whole process to run smoothly. 

Key elements of a good organisation are the following: 
· goal settings
· prioritisation
· scheduling 
· delegating.   

Goal setting refers to the process of knowing what exactly is needed and how to be explained clearly and in detail. In addition, goal settings include deadlines, values, prices, etc. Also the goals need to be achievable, keep small number of things to be done at one time. This will help the company to perform daily tasks faster and achieve its aims efficiently. 

Prioritisation – must know what is really important and what is urgent in order not to waste precious time. For instance, let’s look at the Eisenhower method which is showing us what is urgent and important and it’s meant to be done now. Urgent but not important is to be delegated; not urgent but important needs to be written in the calendar, and not urgent and not important it can be left on the back burner. A good manager needs to know the value of each task, consider the outcome, be flexible and estimate the amount of effort, where and when the time can be saved, not to start too late and never underestimate the problem or task. 

Scheduling - in other words need of a deadline. In order to do that effectively the manager needs to identify different activities and to follow the plan. That allows every single task to be done smoothly and easily. 

Delegating – a good employer should know to whom exactly to delegate certain tasks. The ability to do that right is important because it helps to prevent confusion, disorganisation and frustration. The employer can help to delegate on a high level by using motivation and the right tools – clearly defined responsibilities and authorities, show people appreciation for their contributions. 

Organisational skills proved to be useful to me very recently. In the beginning of December, I started to think how to schedule the work during the Christmas holidays.  I sent emails to all of my company’s customers in order to know if they require a cleaning services or not and to give me exact dates. All of them replied on time so I started to ask the cleaning ladies if they would like to take a break or would work as usual. Most of them replied on time so I was able to switch shifts and find replacement cleaners if needed. By staying organised and completing my work on time, I was able to have peaceful holidays and enjoyed the time spent with my family. Accordingly, in this situation my organisational skills were beneficial but another employability skill also played a key role, namely teamwork. 

Teamwork – it is in every single advertisement and it seems like such a cliché but it is really important to be a team player. It is a great advantage. To succeed in this field, the manager needs to tolerate other people’s cultural differences, opinions, unusual points of view and last but not least have the ability to be quiet and listen, not only hear (Fisher, 2004). The team work is usually divided on three stages of realisation. The first stage is defining the target and planning different pieces. Sometimes by dividing the pieces to the small group of people will help to see different elements and characteristics. The second stage is realization or creation of different parts. Every team member need to have raw ideas and be able to analyse them, create and work on separate elements, compose and design them and if need to correct them. The third stage is finishing touches – put the separate elements together, discuss the slides in their order, create the paper work, etc. The use of teamwork can be seen in two aspects. First one is growth in knowledge and using the technology in developing more advanced technical abilities by practicing them in group, learning from each other and creating trust between employees. Second aspect is gain of experience – ability to combine personal task with a team work. All these abilities are acquired in practice and all of them have very positive effect on the team, it grows the trust in it. It is important to trust the other members of the team because this can lead employees to finish their projects smoothly, with less stress and worries (Bachmann and Inkpen, 2011). 

As mentioned before, I work as a manager of a cleaning company and in this position I need to be everyday team player. The cleaners always expect me to organise their daily, weekly and monthly schedules in order for them to make plans, be on track with their tasks and have more quality time with their families. Additionally, I need to be a team player with my customers as well. Notably, their personalities vary and they have different needs and preferences. Some of them are very demanding and constantly unhappy so I have to keep them calm and satisfied with our services. I do that by regularly communicating with our customers and checking if their requirements are met and fulfilled. Teamwork between me and the employees is crucial as I have to convey the customers’ messages to the cleaning ladies properly and on time for them to react. Thus, in order to achieve successful teamwork, constant correspondence between me, the employees and our customers is necessary.  Good teamwork makes me and the employees more productive and our customers happier. At the end of the day, if everyone is happy and satisfied it means that I have done my job very well.    

People are different, with a different childhood, mentality, endless dreams, perspectives and rainbow of emotions. Some are good in numbers, some in writing and so on. A good employer will recognise and credit the different abilities and potential in each one of the employees by dividing the responsibilities according to their strengths and will respect different outlooks and views on the problem. To achieve such a high standard, first the employer needs to have an open mind and not expect everyone to think like him or her and that this is okay. To make people succeed, grow and achieve good results at the working place, the employer has to motivate the employees and this quality would lead them forwards even if the circumstances may hold them back. 

In conclusion, this report aimed to provide an analysis of relevant employability skills that have proved to be very useful at my working place and can open further employment opportunities in the future. The three employability skills discussed in this report are communication, organisation and teamwork. Firstly, I presented a definition of communication at the work place and gave an example of how bad communication can affect the business in a negative way and have disastrous outcomes. On the other hand, good communication could keep old clients and secure trust between the company and its customers. Secondly, I looked at organisational skills and articulated some of the key elements necessary to improve the organisation of a person. I gave an example of how I improved my organisational skills before the holiday season by scheduling and planning on time and this helped me to spend quality time with my family. Lastly, in this report I talked about the importance of teamwork and explained how this skill is crucial through an example from my working place. 
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