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INTRODUCTION
This report is to analyse some important employability skills that i have and some i do not have but are relevant in the workplace and of utmost importance to me as a graduate looking for employment opportunities. Employability skills can be defined as skills you must have which are relevant to you as an employee in the workplace. It is important to recognise what employability is about, and the difference between being in employment and being employable. (Redmond 2010). 
The employability skills i have are time management skills, team-working skills, problem solving and decision- making skills, while the skills i need to improve are communication and creative thinking skills.
The information i have gathered for this report are from 1, Certificate in Higher Education: Skills in the Workplace. Student Yearbook. (2017). 2, The Business Students Guide to Study and Employability (2017). Academic journals sourced from the library, current news article and my own personal experience working in the oil-palm industry sector in Nigeria, West Africa and as a sales manager for a marketing company involved in the distribution of stewed tomato sauce imported from Spain.
Time-Management Skills:
Time management is the ability to plan and manage your time well, and then get satisfactory returns for that particular period of time. It can also be described as the ability to use your time effectively. It is important to have time management skills in the workplace because it plays an important role in the success and progress of the company or organisation where you work. An example of the relevance of the time management skills as an employee is the case of my job as a sales manager employed in a business organisation that produces stewed tomato sauce. In this situation the client wanted to buy a considerable number of items from that company and an important sales meeting was scheduled with me as the manager. I had to manage my other schedules well and turn up on time for the meeting or it would have cost my organisation thousands of pounds in lost sales and even cost me my job. 
The present-day business world is very competitive, and the time factor is very important in the drive towards accomplishing successful deals. It is very important to employers to have employees who are versed and up to date in time management. As an employee, failing to manage your time well could lead to our not performing well (Morgan, p 2017).
TEAM-WORKING SKILLS:
Team working can be defined as a group of people within an organisational context who perform relevant tasks and share one or more common goals.(Kozlowski and Bell2005). It is a skill which i have and is very important as an employability skill. A practical example of my team working experience is in the oil palm production process on an oil palm farm in Nigeria, West Africa.
In this practical example, various team members including myself were all involved in the crude palm-oil production process. Each employee was involved in a different process of the production of crude palm-oil. These processes involved are the threshing of the fresh fruit bunches, digesting and pressing of the crude palm-oil, and finally boiling the crude palm-oil realized to separate the dirt and sediments from the edible palm-oil. This process requires a very organized teamwork as the section that does the threshing transfers the threshed oil palm fruits to the digester where it is digested and sent to the presser where the oil is pressed from the palm fruits into crude palm oil, and then boiled at a certain temperature to make it edible. The manager, supervisors and all employees had to display both leadership and teamworking skills in the process mentioned above in order to produce quality palm oil for customers. The different teams worked together as a group to meet the specific deadlines within a period. There was a common purpose to achieve a specific goal and there was mutual accountability from the various supervisors to the manager to ensure the organisation meets quality standards to its customers.
PROBLEM SOLVING/DECISION MAKING SKILLS:
Problem solving as an employability skill is the ability to define a problem within an organisational context, analyse it objectively, reason and diagnose it, then proffer solutions (Industry and higher Education,2013). This is a skill i have and it is vital to have in the workplace.
Decision making skills on the other hand as an employability skill are the important decisions we make after applying critical thinking and creativity to the problem within your job or task. and creativity results in the production of new ideas which in turn improves the organisation (Maund et-al 2017). It is a skill i have and is very useful to the organisations production process especially where critical situation arises, and timely decisions must be made. This will be explained below in the oil palm production process.
Another display of this skill in the workplace is my experience in the oil palm production factory in Nigeria, West Africa where the management team had to decide on the right machinery and equipment's to buy in order to be efficient and effective in the production process thereby satisfying customer demand. What makes this skill important is that if the right equipment's are not used in the production, it will compromise the quality of palm oil and this may lead to loss of customers.
SKILLS I NEED TO IMPROVE ON:
Skills i need to improve on are communication and creative thinking skills.
COMMUNICATION SKILLS:
Communication can be basically defined as the exchange of thoughts, information or ideas that results in mutual understanding between two or more people. It can be verbal or non-verbal. It also includes writing, speaking, listening and reading skills(Maund et-al 2017). Every company or business organisation in any given industry must be able to implement an effective communication structure for it to be successful as this skill is foundational for individual, team and organisational success (Kinnick and Parton, 2005).
With this skill, there will be effective communication with work colleagues and various tasks and work-related assignments will be completed easily. This skill can be improved through practical trainings (both in house and external), staff workshops and development programmes by external bodies that are useful to the employee. This will enable me to develop my oral and written communication skills, interpersonal communication skills with fellow employees, intercultural skills with workers of diverse cultures, teamwork skills, negotiating and ethical skills (Kinnick and Parton,2005).
CREATIVE THINKING SKILLS:
Creative thinking skills is the ability to identify relevant concepts and possibilities to a problem, apply extensive knowledge and expertise that are relevant and useful in solving the problem (Morgan, P 2017). Creative thinking involves planning, organising and collecting information to make important decisions for the success of the organisation. Resourceful employees with creative thinking skills are needed at all levels for the business to succeed ("Employers Value Communication",2004, John 2009).
HOW CAN I DEVELOP MY CREATIVE THINKING SKILLS:
There are various ways i can improve my creative thinking skills and be more useful in the workplace. Assessing the organisation and finding out what can be improved upon is an important skill when the ideas you come up with are useful to management and the organisation.  One of the sure ways i can develop my creative thinking skills is by applying the SMART model. The model involves setting a goal and developing your creative abilities to accomplish the goals i have set. They are outlined and explained as follows:
S: which stands for specific. This means to be specific on what goals or projects you exactly want to complete.
M: This stands for measurable which means to measure how far you have gone in the completion of the goal or project.
A: This stands for achievable whereby you determine what you have achieved in completing the goal or project.
R: This stands for the resources you have at your disposal or is available to you towards completing the goal or project.
T: This stands for time frame you want the project completed (Morgan, P 2017).
Developing your creative thinking skills through this model makes me efficient and effective in this workplace. It also makes me very useful to the organisation i work for. The good thing about creative skills is that it is not limited by self-imposed boundaries and it is not from logical to illogical, but it is an inner search from within which results in new and improved ways of doing things (Maund et-al 2017).
SUMMARY:
In this report, from my own experience in the workplace, we have seen that employers think that these skills are important, based on their usefulness in achieving quality products and acceptable organisational standards. Also, the increase in patronage and goodwill the input of these skills has contributed to organizational growth cannot be over-emphasized.
Since employability has become a major concern of government in the UK and the labour market is now perceived as dynamic and transforming (Cullen 2008), the next step forward is to identify methods to continually improve these skills.
Some companies and organisations have in house training for employees, but it is of utmost importance that the employee realises and understands the necessary skills required for a job or task in order to be employed.
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