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Introduction
The two greatest concerns of employers today are finding good workers and training them. The difference between the skills needed on the job and those possessed by applicants, sometimes called the skills-gap, is of real concern to human resource managers and business owners looking to hire competent employees. While employers would prefer to hire people, who have the skills to work immediately, they are usually willing to provide the specialized, job-specific training necessary for those lacking such skills. Most discussions concerning today’s workforce demand employees have natural employability skills. Finding workers who have employability or job readiness skills that help them fit into and remain in the work environment is a real problem. Employers need reliable, responsible workers who can solve problems and who have the social skills and attitudes to work simultaneously together. Creativity, once a trait avoided by employers who used a cookie cutter system which is when they don’t pay attention to the differences in applicants, it is  now prized among employers who are trying to create the empowered, high performance workforce needed for competitiveness in today’s marketplace. Employees with these skills are in demand and are considered valuable.

Time Management
[bookmark: _GoBack] Time management  is very important in your life and in the workplace ,if you arrive late for work or meeting  without letting anyone  know you  will  miss deadline  and cause real issue at work ,get things done quickly  and effectively ,take    control of yourself with the commitment to change and manage time in our everyday life with self-discipline work ,ability, to use time effective and productively, to get things done and to accomplish all task, time management also help you to complete work ,set goals and organize yourself .
 
Managing your   time make life easy if you dedicate yourself to it. the   key to be successful is time management, planning and then protecting the planned time, which often makes changes to your environment, and particularly the re-conditioning the expectations of others. In terms of time management, you are at your most efficient the day before you start your annual leave. Your time management and efficiency on this day is probably awesome. If you really want to, you can be that well-organized every day...
Time management enables each of us to improve our daily lives and to be more productive and fulfilled individually, so you can engage   across the whole organisations of good or poor time management are extent.
The collective implications of wasted time, and happily also the benefits of increasing personal productivity, are huge.

Self-Management
Self-management is very  important because it help you to contribute to a better life to be independent and responsible for your success in life ,to take full responsibility of yourself and time ,put no limitation on your life but set goal and time with the belief that you can achieve and make it happen, be    positive and focus to have an  impact on yourself, learn how to be  self-disciple  and been  respectful , committed yourself in everything you are doing and be organized put a great deal of time in yourself  to  maintain a healthy balance.  
 
  
Reliable
A reliable   person with a willingness and trustworthy who is dedicated an getting along with other to get the job done successfully, being reliable is very important it help you to build a relationship of trust among your friend and family  people  will feel secure  around you  whatever you say you will do you will carry out the task to keep your word .A reliable person  , 

Effective Team Player
Being in a team is the key to success and the wiliness to get to know each other and open about their self and  with trust  , effective team is operating well as a group to accomplish the task which have been given , be confident in there I work is vital to ensuring team effectiveness. Being an effective team player also make sure that you contribute as much as possible and strives for excellence. It also enables you to be reliable and responsible to carry out anything that is given to you.
  

Delegate 
You have to be able to instruct others of what to do when needed. As a team leader you have to know how to delegate to someone else so that they do it for you, A delegator must be able delegate duties to others.

Leadership 
To be a leader you should be able to take control to lead an organisation or a group of people, person, inspiring  others to increase emotional and  practical effort towards  a particular goal , it can be very challenging to lead a team with different culture  you have to know how to create the correct  atmosphere for action to happen and building effective relationships with followers, to ensure that they can follow you in a tough times  as well as easy times.  focus on how to have a balance to   get result to improve quality, also help individual to reach their successful goals.   when you are a leader you need to be patient and understanding   to deal with individuals. With a clear vision with ambition to succeed. A good leader is someone that encourages the team to perform at their best all the time and duties organisational success.

Decisions Making
Decision making is very important in the workplace you have to identify the problems and make a decision to solve it. Ensure you collect all information and access the problem.  

Problem Solving
In problem solving you have to identify the problem; in most circumstances you have to ask yourself what the problem is assessing alternatives then make an evaluation.

Planning and organising
Having the capabilities to arrange and organise your work  effectively and efficient way ,always put your work in small pieces  to help you focus on the task, starting with the most important ,the  more time you have to plan the more successful you will be to complete your work always organise personal times to carry responsibilities and know how to maintain enough preparation time.   
Communication Skills
Understanding different communication model and approaches there are different types of way of communication is when there is a process of passing information and understanding from one person to another. In other word it is a process of transmitting and sharing ideas, opinions, facts, values you can communicate in many way by emals , phone contact facebook.

Nonverbal Communication
Your body language eye contact hand gesture and tone of voice all send the message you are trying to say, a relax open arms, legs relaxed, and a friendly tone will make you approachable and will encourage other to speak with you.
Eye contact is also important   you want to look in the person eye to see their focus. 




Conclusion 
Festiveness of academic and employability skill is very important is very important in the workplace it teaches you to be committed to your job and know how to put time management in place.
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