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	Introduction





The aim of this report is to analyse different types of employability skills, needed in order to succeed in interviews and become employed. Through extensive research the report  examined five types of employability skills, considered as ones of the most required by employers. Those core skills are: time management skill, communication skill, team working skill, leadership skill and thinking skill. 



Future employers believe, that employees equipped by outlined skills will prove, that they are able to carry their role in a very efficient way. Skills mentioned above, are the ones that, I have acknowledged or I will need to develop in the near future. 
















Employability Skills :



1. Time management


Time Management, is the ability to manage time effectively and efficiently while dealing with multiple tasks in the same time frame. When time management is optimised individuals will have the ability to work smarter rather than harder. The way that time is used, should lead into fastest way of reaching the goal (Mind Tools, 2018).


Good time management enable people to use their time effectively. 
Being able to plan things ahead of time and completing given tasks before the deadline, prevents employees from unnecessary stress.


Time keeping is very important in today’s workforce. If employee often fail to appear to work on time, it might result in bad reputation, and if the situation keep repeating, disciplinary warning might be handled. 
An example of bad time management is missing the deadlines. This might result in being seen as unreliable and irresponsible in the eye of employer or co-worker. Bad luck of organisation of one employee, might affect other workers, and put them into difficulties (Morgan, 2017, p 52).


In order to get respect and trust in the workplace, employee should manage the time effectively to rise the productivity. Proving good time keeping by individual will rise the chance of being noticed by employer, with might result in appreciation and, maybe a prise. According to Covey (2013), the time Management Matrix show that setting goals and prioritising urgent and important activities, rather than focusing on the less important tasks will help to maintain time efficiently.


Taking the following scenario into consideration, if a client comes to a hotel to check if the venue is ready for conference meeting, but the operation manager of the banqueting is not on sight due to being late or having issues with time management skill. In this cause, the waiters who is less experienced will have to step in instead. If there were any issue with the venue (exp. the projector screen has not been setup or not functioning) the client is likely to complain. Causing the waiters to face a bigger issue alone without the assistance of his/her manager. 


Time management is definitely one of the skills that I must improve. I find myself being late for a meeting’s quite often, usually it is involved with public transport, but if each time that I must attend my GP appointment, or one of the meetings, I would allow myself 15 minutes more for the journey I could prevent my lateness. 






















2. Communication Skills:


Communication is the process in with two or more people exchange ideas and information. This can be in the form of writing or in a verbal aspect (Malone, 2018). The ability to communicate clearly and effectively is one of the most important, life skill to have. Either written or done vocally, communication give us the ability to transfer information from one source to another and if it not excited properly it will most likely cause confusion and mislead clients, collages and/or future employers. According to Skill You Need (2018), A true measure of good communicating skill is based on how well the information is transmitted and received. Such skill can be necessary for all life aspect within social and professional environment. 


Within the professional environment, communication skills can be the deciding factor of an employee in whether they pass his/her interview, finalising a deal, solve a complain and maintain a relationship with a client, and losing or gaining more businesses.


Communication skills is not only based on delivering information it is also the ability to be a good listener and analyser of what is required, and then ability to deliver clear solution, that is understandable to either the client or the employer. It, require great awareness of someone’s audience, if it is overdone then it is likely to cause more confusion and if is understand then it might lead the employer or the client into believe that the communicator lack the knowledge of what they are trying to sell or achieve (Skill You Need, 2018).







As example of lack of the communication, let’s take into consideration the followed situation. 
Group of five people, came to the restaurant. They have been hosted by the waitress (named Katy). While taking the order from those guests, waitress got the information, about specific dietary requirement from one of the gentlemen. While food was being prepared, manager sent the waitress for the lunch break. Meanwhile some other waiter (named George) has to take over service. Unfortunately, before going for break, Katy forgot to inform George about the dietary requirement of one of her guests…


This luck of communication could end really badly. Serving wrong meal to someone who has strict diet, could harm his immunity system or even cause death. That is why communication is very important regardless the work environment. 


Communication is the skill that I have, I consider myself as a good listener, and I find it really easy to communicate with others. I always try to deliver my message clearly so that my audience can understand me. To make sure that people interpret my message correctly, whether it is done through verbal or written channel of communication, usually I am asking questions and looking forward of getting some feedback, and respond to it accordingly.












3. Team working skill: 

Teamwork is identified as Co-operation between people who are working on the specific tasks together in order to achieve common goals. Collaborating with others is vital in today’s work environment. Team work motivates employers and rises theirs input (The happy manager, 2018).

Supporting and complementing one another, results in higher effectiveness. When working in the group, members share their ideas, but also listen to each other in order to find best solution to the crisis. Strong band between individuals brings comfort and helps in creating positive atmosphere in the workplace (The happy manager, 2018).

Without the team work it is impossible to build the team. Every member brings different sorts of qualities, some might be better in decision making, others with solving the issues, that’s is why if those two members will collaborate, it will shorten the time needed in order to reach the target. When joining the team, it is very important to bring positive attitude. Being positive towards others will encourage them to perform better. Most effective team-workers have ability to spot available skills within the group, and using their own skills to fill the gaps. Highly effective team member is able to observe and learn from the others and ideally apply the knowledge in order to take over their tasks when necessary. Every member of the team should be reliable (The happy manager, 2018).


It has been found that when it comes to problem solving groups tend to outperform individuals in such area (The happy manager, 2018). Good team player should be able to keep calm while working under pressure, so that everyone can stay focused and think of best solution to the issue.

Team working is one of the skills that I poses. I can suit myself to every role in my current workplace. I am finding it more interesting to work in a group rather than individually. I can always relay on my fellows and “vice versa”. Team working gives me opportunity of seeing problems from different angle and builds my creativity.













4. Leadership Skill:

Leadership skill is known as an act of guidance towards the right direction. It is considered as one of the hardest skills to master, but when achieved it can be one of the most rewarding skill to have. Leader is seen as example to other workers, person on such position should motivate and encourage others in order to successfully accomplish the task (6q, 2018). 

Such skill can improve individual chances of better career and employment. According to 6q (2018), “To emerge as a real leader, you need mastery over your skills and knowledge. Simultaneously, you need to display specific important leadership skills”. Some of those skills need to be mastered to achieve great level of leadership are; comminution skill, problem solving, team working, and decision making (6q, 2018). This show that in order to have an excellent leadership skill, a person have to be skilled at the all skills mentioned above. 

“Leaders creates vision and managers creates goal”. (Forbes, 2018). Leadership is the skill that I must improve, simply because it’s a very complex skill, and it requires all of the skills mentioned I have mentioned in this report. I do have experience in managing but there is a difference between management and leadership. 




5. Thinking Skill:

According to Kelly (2011), “Thinking skills are the mental activities you use to process information, make connections, make decisions, and create new ideas”. It is often used to make sense of situations within the professional environment such as problem solving, decision making, market planning, and general work experiences (Kelly, 2011). 

Assuming that people are really busy in their workplace and have no time even in private lives it is difficult for them to think critically. Humans very often tends to make decisions under pressure, therefore they are thinking with emotions. Thinking skill is the ability to eliminate emotions in order to make an objective observation, this would result in making logical decision. Instead of rushing their jobs, individuals should think through their issues, before making any decision (Kelly, 2011). Critical thinking decreases the amount, of mistakes made by employees.

I think that I am doing very well by hiding my personal problems while at work or at school. I always try to over-calm my feelings when I am angry. However, I must develop this skill, because sometimes, I am overthinking the customers bad attitude towards me, and this affects my mood, even if the quality of my work remains same I would like to stay positive and take less personally what other people says. 



Conclusion

This report analysed, five employability skills, that will be most likely required by majority of employers in today workforce. There always will be specific abilities that employer is seeking out of their future employee. Therefore, the job provider will be likely to looking for candidates who masters most if not all the skills mentioned above.

It is understandable that humans aren’t perfect, but everyone should be able to develop key skills in order to prove their capability and increase their chance of employment. Sharpen those employability skills can help in carrier development and future promotion. No matter in with industry, people will be always asked about theirs job- specific skills. If young professional or ones with no or little work experience, will get to the point of the job interview, it is very likely that human resources manager will want to see if that candidate obtain some of those skills (skills and time management skills) those skills do not require work experience in order to be learned, instead individuals are expected to develop it throughout their education period. Therefore, the candidate is expected to have those skill to build to a satisfactory level for the employer to onboard them and improve upon. 
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