



Student name  Florina Diana Marin
Student id 1807999
Lecture name Anita Nan
Module name Academic and Employability skills
Module code BMSK4001

























Introduction
The purpose for this raport is to write and analyse the skills and to decide if I have or need to improve this skills . Skills means If we are able and have the capability to make something well. 
In this raport will speck about : 
Communication skills
Team working skills
Problem solvng

1 Communication skills 	
The ability to share and understand information  well. Communication include three types : verbal , non-verbal and body language for example eyes contact. In every workplace we use all those type of communication . Communication sklls is the most important skills for our life it is able to receive and send information with other people. Communication plays a crucial role in the growth and success of the organisation. Effective
communication within an organisation helps in building a team by binding the members together.
It also helps to make the organisational goals and objectives clear to the employees and other
major   stakeholders   of   the   organisation   (Cardon   and   Marshall,   2015).   It   helps   to   make   the
organisation more effective and efficient by eliminating the dualism and delivering the message
clearly to the parties responsible. It helps to manage diversity within an organisation through
clear   guidelines   regarding   the   policies   to   be   followed,   things   to   be   restricted   within   an
organisation. It helps to ensure better flow of work and enables faster decision-making. It also
helps to establish a strong business relationship

This have two way:
Sender of information : make sure the message is clear and after ask questions to verify if your partener understand your message.
Recipient in this case listen carefuly and pay attention for the information . 
Communication at the workplace will help to understand what the collegues sayd to you or what the customers want from you . In my opinion without communication people can not do nothing and stay in same stage all the life.
This include listening , speacking , clarity , confidence , open mind, respect .
Example: if the president of London go to the tv show and try to explain something and someone ask him something about the population of London and he do not payd attention and not listening carefully he can be understand wrong the question and he can make other people to be in mystery .
Listening skills
Is the capability to begive attention to and understand what other humans are saying.
To be a good listening is meen to remove all distractions ,to listen properly what the people signs and sound and thinking back if is proper understand .
Speacking skills is a tool for communication . To be clear with what you ewhat to send to the poples and to make them understand .
In my case I get the communication skills but still need to improve something because sometimes I can not payd attention for what the people sayd to me. I need to improve my listening skills to be a good recipiend for the messages. At he workplace I understand and I can speck very good with my colleges but in the rest of my life will try to get the best thinks to be a good sender and recipient .
Team working skills 
The capability to work in good conditions with other people to understand and to be understood with them.
Team working is the most important things for the workplace this meens organisation in one place. 
For example in my workplace KFC if we get a delivery order appear in our tv and my collegue start to make the order but do not say nothing to us in the next minutes three of us start to make the same order . In this case is problem with the communication aswell . But if our collegue seen the order and before to start she communicate with all team and tell them about what she make will be a good communication and team working.
Communication to be able to understand what the collegues tell you and to be able to tell collegues what you need from them
Respect if you give respect you will be respected.Without respect in the workplace can not be the team
Belbin team theory (Refer to appendix 1)
Belbin’s  theory  suggests  that by understanding the role to be played one can maximise   its
strength and manage their weaknesses within a team. He thus suggested nine role to be played by
employees or leaders within an organisation.
 Shaper-  They aim at improving the team by challenging them. They usually come up
with the best approaches to solve a particular problem by questioning the norms (Boies,
Fiset, Gill, 2015). Directors at Wesfarmers limited forms the objectives and strategies to
be followed.
 Implementer-  Their purpose is to convert the ideas and actions into practical reality;
they get the things done  by the team members. Managers and regional managers are
responsible for  implementing   the policies framed   by the   directors  at Wesfarmers   for
achieving the objectives.
 Completer-  Their purpose is to ensure that a task is completed properly without any
omission or errors (Binder, 2016). They keep track of the deadlines and makes sure the
task is completed on time. Team leaders at Wesfarmers ensure that the task allocated is
completed on time.
 Coordinator-  they coordinate  the activities of  the team  to  achieve the organisational
objective (Boies, Fiset, Gill, 2015). Managers, regional managers, supervisors, and team
leaders’ work together to ensure that coordination exist among various departments and
segments of the organisation.
 Team   worker-  They   ensure   that   the   members   of   the   team   is   performing   well.   At
Wesfarmers   team   leaders   of   specific   departments   ensures   that   the   task   allocated   to
particular section of that department is performed well (Cardon and Marshall, 2015).
 Resource   investigator-  They   work   with   the   external   stakeholder   and   help   the
organisation   accomplish   its   objective   (Binder,   2016).   Board   of   directors   and   market
researchers at Wesfarmers interacts with external stakeholders and collect resources for
the organisation.
 Plant- They form new ideas and approaches for the growth of the organisation. (Harris
and  Sherblom, 2018)  Wesfarmers limited has a strong team of market researcher and
innovators who forms new ideas and approaches for the company.
 Monitor-Evaluator-  They analyse and scrutinise the ideas offered by the plants. The
ideas are presented to the board of directors at Wesfarmers limited, who then carefully
weighs   the   pros   and   cons   of   executing   the   same   for   the   long   term   growth   and
diversification of the organisation
 Specialist- They have specialised knowledge on a particular field and they help the team
to achieve or perform the core activities related to that field. Wesfarmers has a pool of
specialist, having core knowledge on their respective fields such as marketing, finance,
human   resource   etc   (Housley,   2017).  General   Managers   having   core   knowledge   are
appointed for the supervision of specific departments
In my case I need to develop this skills because I am still not able to wotk with my collegues properly.
Problem solving akilla 
The process of working through a problem's details to find a solution. Problem solving may involve mathematical or systemic operations and may be a measure of the critical thinking skills of an individual.
Problem solving: an truly independent individual's mark heading and resilience are important to scrutinize and re-a circumstance if you fail for the first time. You need analytical acumen, creativity and logic to find a solution. If you are in a group, you also need good teamwork skills.
You must first decide where the problem is and solve it to be a good problem solving.
Seven steps for effective downside determination
Below are summary descriptions of the seven steps for effective downside determination.
This downside determination technique is often employed by psychologists within the subject matter method to help people find an answer on their own, and place it to use during a real state of affairs.  

Step one : characteristic the matter
Ask yourself what the matter is. There is also multiple problems among one state of affairs. create an inventory of those problems and outline why each may be a downside to you. target behaviors instead of on yourself or an individual (Incorrect example: "The downside is that i'm stupid.") (Correct example: "The downside is that I simply enable others to betray or scotch Pine Tree State, as a result of I trust folks too quickly.").
Step two: shaping Goals
Try to outline your goals specifically, whereas creating them as realistic and gettable as doable. Associate in Nursing example of a poor or broad goal is "I wish to be happy." First, outline what happiness means that to you and what you'll do to feel happier overall. attempt to type your goals within the sense of actions you'll want succeed the specified goal. 
Step three: group action
Take time to brainstorm doable ways that to resolve the matter. don't rush this process- folks usually wish to stop and solve issues before they even seem. Write down all ideas, even those that appear absurd or freaky. attempt to realize 6-8 variable alternatives once resolution a selected downside.
Step four : Assessing Alternatives
For every various you shaped within the previous step, weigh the positive effects and negative consequences that every resolution would bring. for each and any choice, confirm its benefits and its risks.
Step five : selecting the answer
Carefully weigh all solutions. the simplest resolution isn't essentially the choice with the foremost professionals and/or the smallest amount cons. consider what means that a lot of to you, that resolution will highlight the positive effects that matter the foremost to you, and that resolution produces the mildest consequences. once you settle on an answer, it's vital to make a timeline of once you shall succeed your final goal.   
Step six: Active Execution of the Chosen resolution
Don t worry regarding failure. during this section, think about the journey which will lead you to your goal- don't be concerned yourself with potential issues.
Step seven: analysis
It s time to guage your success. If you were fortunate, congratulations! If not, no worries. perhaps you did not quite opt for the proper resolution or true modified. you've got positively learned one thing. Take this new data, come to the start steps, and check out again!
This skills I do not have because I am not the good problem solver . For examples everynight before to sleep I keep in my mind things for the next day and if I have in my mind four things to do it next day maybe I will get done two of them. So I need to improve the skills .
Conclusion
After completing the present study the importance of skills at the workplace is very high , not just the workplace same in the daily life. Some peoples they have all the skills and same they need to improve , in my raport I can see witch skills I have and what I need to improve
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