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Introduction 
The purpose of the report is to analyse employability skills. This report will focus on three different skills, time management, leadership skills and problem solving. These are required by the majority of employers nowadays in a modern workplace. 
Time management 
The definition of “time management” is that how you organize and plan a day and be able to divide time between specific activities, some time pressure can be high and time is very tight, able work smarter and not worker harder, it helps to have good time management and can get more done in less time Mindtools, (2018)
Employers want their employees to have strong time management skills, because employees with strong time management skills are more likely to meet deadlines, more efficient, and more productive. They will not waste time on non-essential duties and focus time on the sensitive and most important tasks.
Most people do not take notice that how time management plays a very important role in their personal lives as well as working life.
The research how to understand time management skills and use it on a daily basis.                     
Planning the day in advance is the best way to start. Write a to do list and with the most important duties that need to be done in a single day and how much time each task will take. Always high priority duties should be on the top followed by the ones that are not very important. Try to finish all tasks one by one and do not start a new task unless one is finished. Ensure that finishing within the time that the task is due Msg,(2018).
Setting goals and objectives is good, working without targets and goals in an organization is like working in a place which has no direction or an end goal, would be wasting time.  Set targets for the task, making sure they are realistic and achievable Msg,(2018).
Having a deadline for the task is an excellent way to motivate and strive hard to complete the task ahead of deadline, learn how to take control of the task and the best person to set a deadline is yourself. Knowing how much time is needed to be devoted to an individual task and how many days is required. Keep record of the progress and how long left to the deadline.
Prioritize the importance and urgency, knowing the difference between important and urgent is the best way to identify which task needs to be done first and which needs to be done last Msg,(2018).
For one to be effective on time management one needs to be well organized, so make an advance plan off your task, set goals and objectives, divide urgent and less urgent task, prioritize tasks and always have deadlines in a planner and do not misuse time on thing that are not important and always stay focussed on the task.

Leadership skills
When the question is asked what leadership skills is, many people consider it to be a work-based characteristic. However, leadership roles are not just in work environment, but is all around us most of the time. 
Definition of leadership is quite simply, “a person who commands a group or leads, one that organise something”.
This definition is broad, but it can used for a formal or an informal role, in both lives one need a leader to be able to lead Skillsyouneed, (2018).
Some people have leadership skills naturally and some people have to learn to become leaders through their working life and their personal life experience.
Being a good leader, should be able to motivate and direct others though the project ahead, be able to take responsibility for the action and direction of a team, organising and setting objectives, motivating others people in the team, persevering when thing are not working out, should be able to have positive attitude when thing are getting frustrating or are failing, being able to accept responsibility for wrong decisions and mistakes and be flexible: be prepared to adapt goals in the light if a changing situations.
The hardest part of leadership is becoming a leader like I quoted before “some people are natural leader and some have to learn to become leaders”.
To become a leader, one has to believe their self as a leader, before people view someone as leader, being well organised will reward to take the lead, be responsible for the objectives and always set priorities, making sure that one always has a “can do” attitude helps in demanding situation. Having a first answer as ‘YES, I will make it happen is an excellent attitude to have, trying to solve problems, rather than passing it on to other people. Whatever task in hand it is always best to go the extra mile, go beyond the description and do the work the is most noticed, showing enthusiasm is always noticed by the people and will get rewarded eventually. Take responsibility of the problems and act quickly to resolve the problems, always introduce improvements to the way things are done. Learning never stops no matter what position someone is in, learn new skills that will enhance more capability to become an excellent leader B. woodcock, (2017) university of kent.
Though my research I found many incredible things to write about and lot of knowledge though out, one quote by “Harry Selfridge” that really explained to me difference between a boss and a leader, which I will requote, 
The boss drives his men; leader coaches them. A boss always drives his employee to get things done, a leader will always coach his team toward their best performance. 
The boss depends upon authority; the leader on good will. The boss always depends on his or her own authority, leader will always depend on good will of entire team, on mutual accountability and trust.   
The boss inspires fear; the leader inspires enthusiasm. A boss will always use his position to get thing done, leader will always inspire with energetic and eagerness to get involved. 
The boss says ‘I’; the leader says ‘we’. A boss will always think in terms of him or herself, a leader will always think in terms of the entire team. 
The boss fixes the blame for the breakdown; the leader fixes the breakdown. A boss always blames others for the problems, a leader works to fix the problem and makes sure it never happens again.
The boss says ‘go’; the leader says ‘let’s go’, a boss will order people to go, a leader will say let go together.



problem solving
What is “problem solving”, being able to find a solution to a difficult or complex issue. In another word being able to fix a problem. 
It is a huge advantage having good problem-solving skills, it can make a massive difference to a career and in a personal life. Many people are encounter problems every day whether it is internal or external, skills of problems solving can be used in many ways, helping those who are solving problems, or discovered a new problem that needs solving, problems can come in so many different ways, it can be a large or small, easy or difficult, and simple or complex.
Fundamental part for problems is finding ways to solve them. So, having good, strong problem-solving skills is very important to success. Approaching a problem most of the confidence comes from having a good process to use, having that can solve problems effectively and quickly Mindtool, (2018) 
Problem solving usually involves many steps or stages, firstly identifying the problem, which can be a difficult task, the questions that needs to be asked to get a better understanding of the problem are, is there a problem at all? How can the problem best be defined? What is the cause of the problem, is the more than just one problem? By taking time to think and understand the problem, it will be clearer and will be able to communicate its nature to others, will lead to second stage.
Structuring the problem is the phase after identifying the problem, it is about gaining more knowledge and understanding the problem with depth, finding the facts and analysis of the issue, getting an all-round picture of the goals and the barriers. This stage is used in very complex problem and it may not be necessary in a simple problem Mindtools, (2018)
[bookmark: _GoBack]Looking for a possible solution for the problem, the first two stages gives the framework and now in this stage its time to start looking for solutions to the problem, when working in a group this stage is best carried out as a brain-storming session, everyone can express their views on finding a solution. A group of people will have different expertise in many different areas and its always useful to have different views to finding a solution Mintools, (2018)
Next stage is making a decision, this might be the most complex part of the problem-solving process, after taking down everyone’s views on the issue, its time to look for a potential solution for the problem. There may not be solutions for some problem, due to other problem, like budgets or time constraints. It is also important to consider if no solution is found for the problem, what might happen, sometime trying to fix a problem can lead to many other problems. So, when deciding on the solution it has to be thought though very carefully.
Implementing on the chosen decision is one of the last stage, when implementing on the decision, more issue may arise meanly if the identification or structuring the mean problem is not carried out fully. 
And lastly once the decision has been implemented it is always good to monitor and get feedback, so, check that the process is successful, this information can be gained by monitoring and gathering feedback from the people affected by the original problem. Keeping a record of the outcome can help if any additional problem occurs.





Conclusion  
The analyses on the report explains about three different types of skills that are employers looking for the perfect employee. Time management is a very important skill to have and employers needs employee to meet deadlines and have good punctuality. 
Leadership is also a very important tool to have for employment and also on in personal life. Being a leader take a lot of hard work and confidence.
Having good problem solving skills helps when a complex solution occurs in employment and in personal life.    
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