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[bookmark: _GoBack]INTRODUCTION.

Having good work skills would makes me someone, Employers are likely to hire. On the other hand, some employers look for the right personality or fit for their organisation as opposed to physical skillsets, so I guess it all depends on what that particular company is looking for. In my report I’ll be detailing my employability skillsets.
MY EMPLOYABILITY SKILLS FOR THE WORKPLACE.
What makes me employable to potential Employers is my ability to demonstrate various fundamental working skills which works in line with what most employers are seeking.
[bookmark: _Hlk532159363]Someone who can think on his own two feet, communicates well, is well organised, works well on their own as well as with others to meet target deadlines, honest and reliable. I am also familiar with various office software programs. In addition to all that, some organisations prefer to hire potential employees for their personality as opposed to their physical working skillsets as these candidates can be trained to fit into the company image of what the company is looking for. I am that person also. 
“Employability skills are those skills necessary for getting, keeping and being successful in a job. They are the skills and attitudes that enable employees to get along with their colleagues, to make critical decisions, solve problems, develop respect and ultimately become strong ambassadors for the organisation. Employability or soft skills are the foundation of your career building blocks and they are frequently referenced in the media as lacking in school-leavers, graduates and those already in employment. Organisations spend a lot of time and money training staff, not in job specific areas but in general and basic skills. In times of high unemployment, employers have more choice of applicants and will favour those with well-rounded employability skills” (Employability skills: The skills you need to get a job, 2018).

About mental and physical organisational skills.

“Many jobs demand strong focus, concentration, clear, coherent thinking, and good memory - all traits of a mentally adept and alert person. Mental organization skills allow you to process information quickly, translate thoughts to clear and articulate communication, and focus on fine details correctly. Mental organization can also apply to the way you use tools and strategies to aid mental tasks. Keeping your work space - whether that's your desk, restaurant kitchen, or desktop computer - neat and functional is another important organizational skill. Clutter all over your desk spells coming trouble. It's just a matter of time before items get misplaced, lost, or accidentally damaged. Examples of physical organization skills are keeping track of items as they're used, returning items to their places after use, and creating and developing sensible strategies and physical solutions for facilitating work flow, cleanliness, and efficiency in a work space” (inc). 
One of my roles within my workplace requires me to set up a floor plan in the warehouse for operational purposes. This is where I split the warehouse into three sections, so that returning delivery drivers have a section where they are debriefed on return to depot another section for sortation of goods that are getting delivered the following day on a next day service and a section where a team of warehouse operatives handle damaged and refused goods. This takes a cool head and the ability to prepare and organise for a very busy eight-hour shift with a continual arrival of vehicles and people in and around the depot and at the same time. In addition to this, ensuring all customers and staff are being dealt with efficiently and professionally.
As a team leader I am responsible for my team and shift, I have 10 employees with whom I work with, all have different strengths, some from different countries, so communicating with everyone so we’re working as a team is challenging at most times, but I have good people skills and found a way where everyone felt part of a team and not left out nor undermined. I had a situation at work with a few employees who were finding it hard to cope with the warehouse environment and the whole working as team and communication thing. My management team suggested I terminate the contract of the one’s that were struggling and replace them before we got too busy to train up new employees. It wasn’t a situation I was in agreement with as I got on well with these people, so discussed with management to give me a period of four weeks to work with them and see if I can encourage and influence these employees to work as a team and communicate better professionally. After quite a few emails and meetings between management and myself regarding the employee’s progression, and several team briefings and additional training with my team, I was able to keep those employees employed and management were pleased with the outcome of it all. The strategy I used was, rather than getting everyone trying to do the same thing, I used each of the individual’s strengths and assigned them various work tasks which were manageable for themselves, productive as a team and met our deadlines. Communicating more effectively with those employees and having that space and period of time to work with them enabled me to achieve my objective which was to organise and manage my team effectively.
Verbal skillset.
“Effective verbal communication skills include more than just talking. Verbal communication encompasses both how you deliver messages and how you receive them. Communication is a soft skill and it’s one that is important to every employer. Workers who can convey information clearly and effectively are highly valued by employers. Employees who can interpret messages and act appropriately on the information that they receive have a better chance of excelling on the job” (Doyle, 2018).
“Being a good listener is one of the best ways to be a good communicator. No one likes communicating with someone who only cares about putting in their two cents and does not take the time to listen to the other person. If you're not a good listener, it's going to be hard to comprehend what you're being asked to do” (Doyle, 2018). 
I communicate with a lot of people every day within the workplace in various ways. Verbal communication is the most common as I must ask questions to drivers, sorters and operatives in relation to the work we do. When I need to communicate with Senior Management or Directors this is usually done via email or a telephone call depending on the nature of the subject. Speaking clearly, listening keenly and responding appropriately is all part of my communication skills.
Writing skillset.
Emails, notes and bulletins are typical written types of communication I use frequently at my workplace. On a daily basis I can receive in the region of at least 200 work emails requiring an action or response from myself regarding our work operation, it can vary from an email from the transport manager informing me of a massive accident on a motorway which will likely cause delay of lorry arriving to me, to an email from customer services advising me a customer will be collecting goods from our depot or even a email from a client requesting change of delivery instructions to a customer. Quite often I’ll get into work and find notes have been left on my board from maybe a driver requesting calling cards, to a maintenance technician requiring a call back. I personally put out bulletins for drivers and warehouse operatives informing them of any changes that have occurred in our working practises as well as events that are upcoming whether it’s on a professional or social basis.
Work ethics.

“It is one thing to proudly declare that you have a strong work ethic to your boss, but it is another totally different thing to convince him that you really do. In fact, bosses are not inclined to take such claims at face value, instead wanting you to convince them with actions and not just words” (Martin, 2017).
· “Trying to demonstrate a good work ethic if you don’t care about the company will be acting, and no matter how good of an actor you are, it won’t be long before you are discovered” (Martin, 2017).
· “They say that punctuality is one of the first indicators of professionalism.
Punctuality strengthens and reveals your integrity while also demonstrating your level of discipline, humility and dependability” (Martin, 2017).
· “Although the phrase may seem a bit of a cliché nowadays, there is still truth to the adage “Honesty is the best policy”. The biggest problem that a dishonest employee will encounter is the lack or absence of trust from other people. Therefore, if you want to go far in your career, or go up the hierarchy in the organization, then you should make it a point to be honest in your dealings so that you can be trusted by your seniors and fellow colleagues” (Martin, 2017).
· “Employers want employees who care about the quality of the work that they churn out, going a step above and beyond the minimum of expectations regarding the quality of their work” (Martin, 2017).
· “Being organized shows how you can prioritize and will also provide an indication of how you can contribute to the achievement of the goals and objectives of the company”  (Martin, 2017).
“If you think about it, these things are not all that difficult to do. In fact, they are relatively easy. It is the execution that most people find complicated. Still, it is a fact that building and maintaining a strong work ethic is not a walk in the park. It takes a lot for a person to prove that he has one, but if you are committed and dedicated enough, then you will no doubt be able to convince your bosses that your work ethic is one of the things that make you an asset of the company” (Martin, 2017).
I have always maintained that being organised at work helps me to know exactly where everything is and for me knowing every aspect of my department and where things are located is necessary. My work ethics are that I am organised, responsible, hardworking, reliable, honest, and helpful and always want to ensure my work is effective and contributes to the everyday operation of the business.
The 80-20 Pareto rule - Managing time.
“The 80-20 rule is also known as the Pareto Principle. The concept originated with Italian economist Vilfredo Pareto. He noticed that 80 percent of the country’s land was owned by just 20 percent of the population. This led Pareto to examine this imbalance further and how it related to other areas. Years later, a consultant named Joseph Juran applied this concept to business and dubbed it the Pareto Principle” (Writtenhouse, 2017).
· “80 percent of sales volume comes from 20 of products in the product line” (Writtenhouse, 2017).
· “80 percent of a company’s revenue comes from 20 per cent of its customers” (Writtenhouse, 2017).
· “80 percent of a company’s production comes from 20 per cent of its employees” (Writtenhouse, 2017).
“Time management is the most common use for the Pareto principle, as most people tend to thinly spread out their time instead of focusing on the most important tasks. With all of this in mind, relating the principle to time management means that 80 per cent of your output could come from just 20 per cent of your time” (Writtenhouse, 2017).
“If 80 per cent of results come from 20 percent of effort, then it stands to reason that 80 percent of impact will come from 20 percent of your tasks. So identify the 20 per cent of your tasks that will yield the 80 per cent of results you seek” (Writtenhouse, 2017).
“When reviewing your tasks, ask yourself these questions”: (Writtenhouse, 2017).
· “Is every task on my list labelled as urgent”? (Writtenhouse, 2017).
· “Are the tasks on my list within my purview or do they belong elsewhere”? (Writtenhouse, 2017).
· “Am I spending too much time on certain types of tasks”? (Writtenhouse, 2017).
· “Are there tasks that I should delegate”? (Writtenhouse, 2017).
· “Are all of these tasks really necessary to the overall outcome”? (Writtenhouse, 2017).
“Your goals and tasks may be intertwined, but not always. Some might be completely separate. So think about your goals and the activities needed to accomplish them. Remember that 80 per cent of those goals will be achieved with just 20 per cent of the necessary activities” (Writtenhouse, 2017).
Working independently or as part of a Team.
I can work on my own initiative or as part of a team. There are certain roles I do at work which I am solely responsible for e.g. the loading and departure time of lorries to go to our distribution hub in Coventry, the sortation of parcels that my depot drivers are delivering the following day. These roles I take seriously and need my full attention. If any were not to be actioned I am responsible, and consequences will be that many customers would not receive their parcels on time or indeed even worse not on the next day service they paid for, another terrible consequence could lead to the business losing a good client which in turn loses revenue.
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