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Introduction
This report aim to analysis employability skills at workplace and how important are they. I will discuss what skills I have and what I need to develop. I use my handbook written by Morgan (2017) to find more about employability skills. The problem I might face could include these skills if looking for good job. I found out to be able to work as a manager I need good communication skills. The ability of good communication is very important and play big role in people life. Communication helps managers to perform their job and responsibilities. Important part of these skills are writing, speaking and listening ability. I have some skills as well but if I want to success I need to improve many of them. Also tested my main skills online at website https//www.mindtools.com (2019) and my score was 59.I understood that I need to develop some of skills as leadership skills. Another skill that I have to improve is presentation skill. Presentation skills are also important at workplace and I test my skills at website https://www.mindtools.com(2019) and I found out that I have these skills because my score was 54 from 70. That score show that I am good in presentation. If I wish to progress I need to know how to work with another people as a team and reach goals. So the next thing I need to do is to upgrade my team working skills. 












1.Communication skills
 Verbal communication is the most common way to communicate one with other. Communication is important not just for individual progress,but for team and organization as well.(Kinnick and Parton,2005,p.47) For example oral communication is an important criteria in evaluating job candidates.(Griffiths and Dunham,2015,p.47) With non-verbal communication we express our feelings,emotions,using symbols and gestures. Most important skills are speaking, listening, reading and writing. They build our communication skills.  
1.2Why communication is important at workplace ?
To succeed in the workplace effectively you need all points in the communication process. You need to be good listener as a good speaker. You must be able to use different channels in communication. Managers spend most of the time speaking face-to-face or telephonic communication with colleagues or customers. Professional writing at workplace is good advantage to develop your career. As manager,you have to write a professional emails,reports,memos and letters. 
To be able to work you need to listen very carefuly to understand your tasks. One person remember between 25% to 50% of what they are hears.For example when you talk with your colleage he will hear less than half of the conversation. (Crockett 2011,p.87) 
1.3Analysis of my communication skills:
I feel able to communicate with others but not in academic level. I always make sure that my message will be heard and understood. I try to speak properly but English is not my first language. I would like to improve my language.                                  When I communicate with others I smile as much as I can. 
 According to Morgan (2017,p.243-244) questionnaire brief that I complete and I find out with big effort I understand different accent when I listen people from different place.                                                                                                                          Most of the time I not interrupt the person who speak with me. Always I am interested in what others have to say. I think about did I speak too loudly or slowly enough to ensure that my message get right of the others. 
I find easy to communicate by phone. But I will be more confident if I improve that. Because is important to speak properly over the phone at workplace.
My writing skills are not bad but I would like to learn how to write professional. I need to improve my writing and be able to write clear reports and letters without mistakes. 
 



 2.Leadership skills 
 According by Morgan (2017) leadership has different forms and that not mean everyone will want to be a leader but everyone can develop skills. Leader has a group of people who follow him. Leadership is a way of influencing a people to do something well. Leaders set direction, guide people and create something new for an organization.
Leadership is about to unite people with your ideas and build relationships. Also leadership is about effective and regular communication so people to know where and how to act. Creating atmosphere and inspiring the followers to achieve the goals is also about of leadership. 
It is not about you to become a popular. You need to make decisions and they will have a negative for ones and good consequences for others. Leadership is not about power. The one who lead hard people and push them to do what they want them to do is inappropriate for leadership role. (Morgan 2017,p.224-225)
2.1Why are important leadership skills at workplace?
In organization the leader motivate the team. Hi is responsible to report the progress and results of the project. Leaders work with their team to archive positive results. Good leader help to the team to improve their work process. 
Also leaders coming up with clear visions of the business to succeed. Directors are looking for people with good leadership skills, because they help to the business growth. 
2.2Analysis of my leadership skills:
Thanks to Morgan (2017,p.220-221) questionnaire brief I see how well I can work in a team. I found about my strength and weakness. When I begin to lead others, I will set the standard as I think is needed. I will check did my team know what they have to do. Also I make sure that everyone in the team have a contact details in others. 
I need to develop this skill because as a leader I will have opportunity to change someone’s life. I want to become a good leader and I would like to help people to reach goals in the workplace.
According to Smith (2007,p.226) one leader need to be honest and intelligent. Leader has to be able to motivate people and speak fluent.
 I fully understand as I am good motivator and always honest. But I need to be more responsible person. I not think carefully how to encourage the others. I think this quality is important if I want to be a leader.


3.Presentation skills
Presentation is the way of explaining the content of a topic to an audience. Presentation can be a talking to a group with demonstration and motivation or just to present new ideas. Most important part of presentation is the introduction, because this is the beginning of entire presentation. In the other way many people are stressed by giving a presentation on front of others. 
According to Morgan (2017,p.180) in business without presentation and communication skills you can’t be able to lead, because this is a key part of a business life.
For good presentation you need to prepared good and interesting content. The way you deliver a presentation is depend of your audience, your goals and ability to be confident. (Morgan, 2017,p.182) 
To success as a presenter you need to consider their expectation and you have to make sure that your message is understood. So you can expect good feedback. It is very important to know how big is your audience and how long should be your presentation. 
3.1Why presentation skills are important to workplace?
Big companies are looking for workers with good presentation skills as part of their communication skills. When you are confident, getting organized and well presented than you can realize your dream job. Also good presentation in workplace, in a meeting or with your colleagues gives you opportunity to rise up in your organization. 
With good presentation skills you help to your company in many ways to succeed. For example when deliver presentation about selling product to a client.  
3.2Analysis of my presentation skills:
How I mentioned before without these skills I not will be a capable to work in organization. Thanks to the website www.mindtools.com (2019) that I test my skill I already know that I will be good in presentation. I give clear introduction and use eye contact, and small gestures for attention. 
But with practice I would like to be a perfect one and according to Morgan (2017,p.180-181) questionnaire brief I learn some weaknesses. I feel nervous when I stand on front of audience. This is the reason I speak too fast and I am not sure did the audience can hear everything. Sometimes I let nerves to affect my delivery and I forgot to say some part of presentation. I not think about the questions that might be asked in the end of my presentation. I should solve these problems and become a 


4.Team-working skills
Teamwork is a group of people working together to archive a common goal. Teams and groups are important terms. They are nearly the same thing and consist of people working together to accomplish something according to Muchinsky [2003, cited in Morgan 2017,p.203] 
All people in the team have differences as personalities, demographics and interest. But when they work together they support each other, try to understand each other and leave their egos for effective team. (Morgan 2017)
4.1Why team-working skills are important at workplace?
Teams are built for people to combine their skills and strength to produce results for the organizations. By working together, teams can solve difficult problem, can bring a creative ideas and moderate the relationships between participants. When in the organization people work together as a team they are more productive. 
4.2Analysis of my teamwork skills: 
When I begin to work with others, I really enjoy the experience.                                          According to Morgan (2017,p.202-203) questionnaire brief I feel that I am not too bad team worker, because I feel responsible when I work with other people. I think about what part of the task I can do and what is better for others. I have ideas and share with the others to hear their point of view this is one of my strength. 
 I worry about others did they will do their work properly and I think this is one of my weakness. Also my English is not my first language and I worry for my accent did is good enough for my group. When I am ready with my work on time, but someone of the group is not I feel disappointed and little angry.






Conclusion 

This report is show analysis of my strength and my weakness of using employability skills. I realize that I have to work more to improve these skills and there is still a lot to learn about them. In other hand I see that I am good in communication, but still have to work on it. I see how well I can present information but I am worried in front of my colleagues. When I finish with my analysis I feel more confident because I know how good I am in one skill and another to improve. Many companies looking for qualified people. People ready to work hard, to be honest and organize. I think I will be one of them.  In this report I write about importance of having skills as communication, presentation, leadership and team-working skills at workplace. To be successful in my career and to be confident to work in organization I need to be able to use all possible skills. 
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