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The aim of this report is to analyse 6 different employment ability skills. The 6 I have chosen are problem solving skills, organisation skills, team working skills, communication skills, leadership skills and time management skills. The report will also include SWOT Analysis which is my strengths, weaknesses, opportunities, and threats.
. 
SWOT ANALYSIS
Strengths

· Team working
· Leadership skills
· Organised skills
· Problem solving skills

Weaknesses

· Communication skills
· Time management

Opportunities

· Ability to get promoted
· Ability to strengthen my team
· All tasks will get done, nothing left out
· Great tailored solution to problems that arise 

Threats

· Language barrier
· Frequently side-tracked 



This following report is about, why these skills are important at the workplace and why they are effective. I will be mentioning my own strengths and weakness of these skills also, how, and what I can possibly do to improve them and then I can use these skills to better myself in my future career
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[bookmark: _Toc38485180]Problem solving skills


Problem solving is the ability to handle difficult situations unexpectedly or even sometimes you expect it and it is just on how to deal with it correctly.
There are several methods an employee can use to improve their problem- solving skills whether the employees are searching for a job or currently working. Improving their problem-solving skills and associate abilities will help workers become a strong candidate. 

In order to be effective at problem solving, workers are likely to need some key skills which involves creativity. Problems are usually solved without conscious reasoning or routinely. Problem solving is logical as well as using the mind to make sense of a circumstance and come up with an appropriate way of fixing the situations (solution). Employees that problem solve can predict possible future problems and act to prevent the problem from becoming severe. Employees must ensure that they can observe situations quite well which can lead to thinking analytically that will help them understand what is really going on so from there they can find the correct solution. 

However, there are some challenges for solving any problem in the workplace which could be the way you formulate the problem. If the employee does not formulate correctly it could lead to significant implications on the solution.

Book: Morgan, P. (2017) The business student’s guide to study and employability. Accessed: 21 April 2020 Page 297

[bookmark: _Toc38454693]I have good problem-solving skills, if worker have a dispute I would go to where the situation is happening and try to defuse it calmly. There has been time where when the time sheet has being done and employees not happy they complain that one is doing too much night shift. I would find someone who is willing to swipe, or I will do it myself

[bookmark: _Toc38455203]
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Being organised is when you make arrangement or preparation for an activity or event or even your day to day lifestyle. In addition, you will have ideas and thoughts that comes in alignment with what you had organised it also conforms a positive plan.

Moreover, being organised is when you have ideas and thoughts that comes in alignment with what you had organised it also conforming a positive plan.
A manager can plan an activity by organising the activity in doing so, they can plan and draft out the event so employees can have a broader picture of what will happen and also how to get things done in order and on time. When focused on organising a task, employees will need to prepare themselves or have a plan in place or strategy, course of action that will enable them to achieve an overall plan. 

Website: www.zety.com-blog-organizational-skills

I have good organised skill because as a  single mum working and looking after three kids I have obtained this skill by learn  how to make sure things is organised  for  them  on time  also at work I have organised task for the shop to run smoothly, by doing so these are some of the things I’ve done. I have recognised what I need to do daily in order to do so I then make a list I then give myself time and space and the important ones to stay on top of things.
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Having great teamwork skills determines how well you work with other people around you. This maybe if you are having a conversation, planning an activity, hosting meetings or presentations etc. 
Teamworking skills are important to have in a workplace as it makes tasks go smoothly when a team member is committed, he/she can maintain a high-performance team throughout the work place. Commitment and trust are important for both team workers. As a team worker you must be diverse, fair, open-minded, honest, reliable, punctual and also completing tasks on time. Teamwork must be positive organising and planning, problem-solving and decision making. 

Strength is to have a level of competence in teamwork for your colleague to know you can work under pressure and maintain a level of trust. Employers should not allow themselves to have weakness in taking sides. There are lots of opportunity in being a team worker, they can accomplish and chance their job prospect. There are threats and consequences in teamwork, colleagues can accuse other colleagues in treating them unfairly and it can lead up to unfair dismissal after time.

Team working is one of the skills I had to learn as being a manager in Ladbrokes, you must have this skill in order to get daily tasks done.  I am reliable and punctual. I also demonstrate this in my attendance and time keeping in university. Other qualities I have as a team worker is to communicate openly and effectively, appreciate a diversity of ideas, balance, and team focus.
[bookmark: _Toc38454695]
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Communication is being able to communicate successfully it is the most important of all life skills. It is also the ability people use when they are giving or receiving different hints of information which includes communicating ideas, feelings or what is happening around them.

Communication can be made effective in any business organisation by just having certain qualities i.e. trust and loyalty as having those qualities helps to meet certain individuals needs in the workplace. This could be when giving advice, constructive criticism to develop their job role and sharing vital information.

 Effective communication is crucial for developing the organisation, it helps the manager plan, control and to organise without communication the organisation will collapse however, if there is open communication the team will exceed. In the workplace communication is crucial because it allows everyone to get a voice where everyone will have the opportunity to speak and will be listened to. It can mainly start with managers role modelling good communication which shows having strong management.
In order to have good communication skills employees need to communicate more effectively not to speak about one another and allowing the other person to finish his or her conversation. When speaking employees need to listen attentively by giving verbal and non-verbal attention in order to give an impression that you are listening to what your colleague is saying.

Book: Morgan, P. (2017) The business student’s guide to study and employability. Accessed: 21 April 2020 Page 245


I need to improve my communication skills because very frequently I take time to warm up to people, I remain quiet most of the time unless I have been put on the spot to speak. I find it difficult to initiate a conversation another reason why I find it difficult is the language barrier as I were not born in this country. I communicate with people in university and in my daily life.
To help improve my communication skills I could, work on my self-confidence to speak up when needed to. I could also make sure I am understood.



[bookmark: _Toc38454696][bookmark: _Toc38455206][bookmark: _Toc38485184]Leadership skills

Leadership is maintaining a high level and competence for the job within the workplace where the employee is required to form a vision to motivate and manage workers. Leadership skills is gained by knowing the job and can perform any task that is given with not little or no help. Leadership skills can also help when being able to work under pressure they can do coaching and developing others to their full potential.

Leadership skills take on a role to act in a responsible way making sure that all employees have carried out his or her tasks when given a timely manner. 
Mentoring a group of people will help to achieve a common goal. Then the person in that group passes both leadership skills making others wanting to follow their direction as a leader. There are five qualities you should have e.g. a leader should obtain good communication skills as it is the ability to have effective communication. Also, awareness is another leadership quality they should always be aware of their environment (workplace), honesty, having strong moral principles and standing firm for what he/she believes in.

I have great leadership skill this shown by know the job and completing the task ahead with little or no effort all the qualities of a leadership I have which is empowerment, empathy and resilience .during my time working for Ladbrokes there was a situation where one of my employees has a problem within the work place and they felt comfortable to confide in me . From there I then helped  them come up with a solution .there were also times where the shop didn’t meet  the target we develop ways of getting the customers to stay in the shop by offering them tea ,coffee and biscuit they feel more comfortable and will place more bets.
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Time management is the process of planning and to sustain conscious control of the time spent on specific activities to work smarter than harder. This type of skill helps to organise acts of various things that can help students or workers increase efficiency and develop a better work/study life balance.
Good time management skills allow workers or student to achieve more in a shorter time period which will lead to more free time. It can also lower stress and helps them to focus. When workers or students manage their time, they can experience positive changes in all areas of their life. 

Employees can organise good management skills by always being on time it allows them to organise themselves in a more effective way and to be prompt at time keeping it also enables employees to use their initiative to act upon good time management.

I need to improve my time management, as I do not always get it right I get side tracked by other things also I always want to get everything done all at once which causes me to get overwhelmed sometimes some tasks will not get done.
To help me improve this skill, I could try and create a to-do list and at the top of the list place the most important job first and the not so important jobs afterwards and once the job is completed it can be ticked off. Another solution could be, if I set a reminder on my phone to alarm me at what time I should do a job so at least I am notified.
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In conclusion, all skills that have been listed in the first slide are important skills to have in any workplace. Each skill helps to keep the business/workplace running efficiently. If not, then the workplace will collapse allowing business to fall rather than grow. Many of the skills listed above are basic skills you would have been taught from when you were a child. The more skilled you are the better pathway of jobs you can get employed for, jobs for a better career, well-paid and for continuous learning. Having effective skills can help to develop core and high-level skills, i.e. from literacy, maths, and communication to professional training. 
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