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The purpose of this report is to analyse and show understanding of three skills required for employability. These skills are; team working skills, Communication skills and leadership skills. Employers want their employees to have these skills because there is competition between other candidates, having these skills allows an individual to stand out from the crowd.   
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Team work is the process of individuals joining together to achieve a specific goal within a certain amount of time. Team work is a very important part of employability as this shows how well an individual can work with their colleagues in order to complete work tasks on a daily basis. Team working skills can both have negative and positive effects as every individual is different, and there could be conflict between one another (BusinessDictionary.com, 2018).

One of the advantages of working part of a team is the tasks set at work are shared equally between individuals. Rather than each person going through the work load individually, it is better when each individual going through one part of the task, so it is not repeated and all aspects of the tasks are covered and complete. This can be focused on both big and small tasks where working in a team decreases the work load. Working in a team also means to help one another with tasks, prioritising your own task before helping others, which is an advantage as helping one another helps save time and energy (Wise Step, 2018).
Another advantage of working in a team is that an individual can get ideas from a different perspective, this includes the way someone works, which can save time and is more effective than the usual routine; this means there may be an easier way of completing the same task. 
Individuals working as part of a team does not mean one has to follow others ideas, certain aspects which one thinks is a better method, can change their style to fit with the situations. 
An individual leading a team is gaining leadership skills which can be a very challenging experience however this can also be beneficial as this allows for an individual to manage and understand the team members. This allows for the leader to understand how individuals work and setting tasks to the team members which best suits them, this is an effective skill which is beneficial for the service, the service users and the staff at an organisation (Wise Step, 2018).

When working part of a team, not everyone will work to the best of their abilities, and will rely on their team members, which is not fair for the rest of the team as everyone else has worked hard to complete their tasks. These individuals can de-motivate the whole team as the other team members will have to take on double the amount of work to complete the tasks and this will cause stress and is time consuming. 
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In Tuckman’s theory, 1965, this will be the storming stage, where team members argue against each other for their idea’s to be placed forward for the task; and there may be groups within the team, which will affect the overall task as they are not working as a team, but conflicting one another. 
At this stage the individual(‘s) will feel angry as they believe their ideas need to be looked at, which can cause disagreements (Wise Step, 2018).
This situation can cause tension within the team; at this stage, if an individual does not like the task set and are not motivated, they will want to leave the job as they feel tense, this a disadvantage and it affects both the team members working, the employer(s) and the service users such as the public. The high level of stress and less pay can lead an individual(s) to leave the company which will result in more staff leaving the job (PM and Theory, 2018).
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Listening is very important when it comes to communication, as it allows for individuals to understand one another and it is key to listen in order to have good communication between each other. Active listening is when an individual is listening carefully and giving their full attention to the other person(s), this allows for them to focus as ask questions if they are unclear of what is being said. Active listening allows for someone to respond back appropriately about the subject they are talking about and understanding the speaker (The Balance Careers, 2018).

Non-verbal communication is the body language given to the speaker or audience. Eye contact and hand gestures are also included in non-verbal communication. Having a relaxed posture and a smile shows the audience that the individual is approachable and this will encourage good synchronisation. Having a friendly tone and smiling at work colleagues, allows for an individual to feel comfortable around you, they also feel invited and do not feel as they are speaking to a stranger; this allows for honest communications between one another. 
Eye contact is very important as this shows that the individual is not nervous and this demonstrates that they are focused and are involving the audience. On the other hand, not showing eye contact shows the individual is uncomfortable. 

Clarity is another form of communication as not being clear in what you’re saying shows that you are not focused, which will lead the audience to be confused. Having a direct and clear speech allows one to show they are empowered and motivated. 

Confidence is another communication skill, which is an advantage as it allows for one to feel confident and assured while speaking to individuals, without feeling nervous. Confidence shows the beliefs of an individual, that they strongly believe in what they are saying and this allows for the audience to also believe and empathise with them.  This includes empathy, as this allows for a person to understand the boundaries they have at a work place including disagreements at work, this can be minimised when respecting the other employees, at a workplace an individual need to be humble, modest and they need to respect one another, no matter what the circumstance is (The Balance Careers, 2018).
Having good communication skills means to listen to other people’s point of view, then just getting your idea across. This allows for the individuals to be open and honest with both sides of the message and accepting mistakes and changes to your idea can help build a good relationship with other colleagues than just disagreement. 

Whether the feedback is positive or negative, this Is important when looking at communication skills, as a manager will monitor their employees and they will give feedback regularly, to see the changes within the individual. However, if they do not communicate properly, the same mistakes can happen more than once which will result in negative feedback. Feedback such as “well done” or “Great job” shows the individual they have done well at work and their getting verbal feedbacks, which can increase the individual’s confidence and motivation.
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“The action of leading a group of people or an organization” (Oxford Dictionaries, English, 2018). This is the definition of leadership. There are many leadership skills which can be used in an organisation of employment. This can be focused during projects and tasks at work, also leadership skills can be used while working in partnership with other organisation(s) and teams. Whilst working in a team at work, or within a class, an individual need to communicate and lead the way for the rest of the team members, this is leadership. There are different types of leaders, and the only way a business/ organisation will benefit from this, is to have the correct leader at their work place, depending on the service they are providing and the scenario.

Working with other people allows for the leader to maintain and control relationships between one another and this allows for them to trust one another. Improving the relationship between one another allows for them to work in harmony.
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Daniel Goleman mentions the 6 leadership styles which best suit most managerial positions, all six styles are different and each one of them best suits different situations and working environments.

Commanding leader; is a leader who likes to demand things from the staff and they expect work to be started immediately. The commanding leaders work best when the business/ workplace is in crisis and they have issues with employee’s behavior and attitude towards work.

Visionary leader; these leaders are organized and they show the staff how to do things, they show vision and they show the individuals how to do something. These leaders are there to direct the individuals aims and tasks, and get involved to help them (Comindwork.com, 2018).

Affiliative leader; is a leader who tries to understand the individual and creates a bond with the team members/ employees.  They help to create harmony also help motivate individuals who are not focused on their work. These leaders work best in stressful situations, where they help calm down pressure from the staff and help better the service. 

Demographic leader; is a leader who gets the staff to think of the situation and makes them participate which allows them to get involved. This sort of leader is needed in an environment where an arrangement is required. 

Pacesetting leader; they set high standards and expect outstanding performance from their staff, these leaders also expect quick outcomes from them. These leader’s directions include: “Do as I do now!”, this shows they are demanding and expect excellence in everything they do. A pacesetting leader is needed in a team with motivated staff, wanting to make changes quickly.

Coaching leader; is a leader who thinks of both the present and the future; they use phrases such as “try this” which allows for individuals to adapt to them as they make sure the staff understand the tasks and how to complete them. These leaders help to improve the performance of the individuals working in a team, they also make future plans to help the business in the long run (Comindwork.com, 2018).

There are many types of leaders in a working environment, they all have positive and negative qualities and characteristics, this depends on the group these leaders are working with. Some leaders are there to help and encourage the staff at work, which is positive as they help them to learn in order to improve their skills for the better of their service. 
On the other hand, some leaders are very strict and have higher demands for the staff, in order for their tasks to be flawless however, this can dis-empower staff and allow for them to be discouraged and anxious with the work load. 
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There are many different skills which are required academically and for employment, the three mentioned above are all equally important as without one of these, the individual will not be able to work and cope with their work setting as they cannot adapt to the place without skills such as communication and team working skills. 
Without communication skills, the individual will feel left out and isolated due to them not working amongst the rest of the employees. 

Having the correct leader in the correct working environment can be hard, as one needs to understand the work setting, the difficulties and arrangements to better the service and without this knowledge and skills, issues will arise. 

Overall, there are many skills which can be gained through experience, however, speaking and listening skills are the basic and most essential in order to complete the aims and objectives.
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