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Three employable skills for the workplace that I have or need to Improve
Contents
· Introduction....................................................................................................1
· Time management...........................................................................................2
· Communication................................................................................................3
· Teamwork........................................................................................................4
· Conclusion........................................................................................................5
· References........................................................................................................6


Introduction
The goal of this report is to analyse three employability skills namely, time management, communication, and teamwork. These skills are very important because, in these highly competitive and challenging working environments, employers more than ever want people with the right skills set. Time management, communication, and teamwork have become essential skills needed to become successful in the workplace. 

Time management
Time management is the ability to plan, organise and complete tasks or projects effectively. (Collins Dictionary, 2018)
This skill is quite important in the workplace because it helps prioritise workloads and makes it easy to meet deadlines. There are many benefits to having good time management skills. Time management affect all aspect of people life's but especially within an organisation. Arriving late at work or for an important meeting could have serious consequences, from being reprimanded, to missing a deadline, creating unnecessary delays for your colleagues, to the point of possibly even losing your job. The ramification is that you will be seen as unreliable, a viewpoint that will become hard to change. It is likely that people will not want to work with you and you will struggle to lead by example that could mean missing a possible promotion in the future. (Morgan, 2017, P.52). Using the Pareto Principle (80:20 Rules) is one of the simplest and easiest ways of assessing where you are currently directing your time, and for identifying where your time could better be directed.
There is a saying, ‘time is money' and this is true because you cannot buy time, we each have 24 hours during the day and it is really down to how each individual personally apply his or her time. Time wasting in workplace can have serious ramification for a company and employees because you are getting very little done; in any case, you could be costing your company money. Businesses invest a lot of money on employees and want good value for it.  
Then there is time norm another factor that influences individual time management and this is done in parts. First, the time norm breach, such as calling your supervisor at 1am in the morning or leaving 30 minute early  without permission  in this "workaholic" culture, can evoke a negative reaction from others, with extreme repercussions for the wrongdoer (e.g., getting paid less, suspension, even the possibility of termination of employment). Hence, time norms act as a deterrent for engaging in poor behaviours that are frowned upon. Second, even in the lack of sanctions or consequences, time norms affect time management by making people take certain behaviours for granted. (Aeon & Aguinis, 2017)
Having good time management could mean prioritising your duties more efficiently so that you can focus on the most vital duties first. Companies do not like see their employee spending too much time on unimportant matters and therefore rushing the important tasks. Having good time management skills would allow you to become more organised and productive at your workplace. The good thing about not spending time on less important tasks could mean directing your resources on essentials tasks. It not that your are taking shortcuts with your work or losing the quality, it just shows that you are using your time wisely. This would help improve the quality of your work. It will also make you more esteemed by others members of stuff and management, showing that you are respecting the set targets or deadlines. Spending your time wisely, will give you greater opportunity to gain new skills and became more effective in your workplace. By gaining new skills, and being consistent in your work, you can separate yourself from others in terms of promotion opportunities, pay rise etc.... Organisations are looking for employees who can always finish their assigned work on time, so time management is a hugely important skill to have.
I need to improve this skill because I am always leaving things to the last minute due to the fact that I spend most of my time dealing with unimportant things and when someone asks for my help I find it hard to say ‘No' Ways one can improve this skill is by using business reasons to justify my position, e.g., I can say 'I understand this important for you, but I have other priories which I must deal with first" and by reviewing my working environment and setting up relevant priorities. Not becoming obsessed, or spending all day adjusting or fixing things that are not relevant to what is required at the time.

Communication
Communication is imparting or exchange of information, feelings, or ideas. The ability to convey information and ideas effectively it is also a person able to communicate effectively with one's superiors, colleague and external or internal customers, no matter what you do for work (Collins Cobuild Dictionary, 2018)
Working in this digital age you must know how to effectively express or more importantly is able to communicate through different means of communication such as phones, emails, social media, and video conferences. Good communication skills would help with getting hired, climbing up the cooperate ladder, and becoming successful throughout your career. Good communication plays a decisive role in achieving company targets and sustaining strong working relationships within your organisation. Companies who spend energy and time in achieving clear lines of communication quickly build trust with their employees and their customers; this can lead to a rise in the company profits and a change in attitude around the organisation. At the same time, individuals who engage with the management team, colleagues, and customers have a huge advantage that can often separate them from their competitors when applying for a new jobs or position.
Active listening is another aspect of strong communications skills Your ability to listen to employees' problems and concerns let them know that you're paying attention and engaging this is very important in a one-on-one situations or small group settings, it is important to practice active listening. Understanding the speaker should be the primary goal and not to be judgmental but rather giving the speaker your undivided attention, and not to interrupt. Instead, signal your agreement or input through gestures, eye contact, nodding, or even words like "uh huh." (HR360, 2016)
Businesses that emphasise on the importance of strong communication will benefit greatly. Communication is a two-way process there is another saying “no men is island” similarly no company or individual will survive long if it their do not listen and encourage conversations with the other side.
 Whether it is in regarding to a suggestion that someone has or about an objection in the workplace, employees need to feel like they too have a voice within the organisation. Well established lines of communication should be afforded to all, no matter their level, the ability to freely communicate with their peers, colleagues, and superiors is imperative to their success.
Bad communication skills can make it hard for employees to communicate ideas for the fear of been ridicule or if their fear retribution they are far less likely to bring their ideas to the table. 
Poor relationship in the workplace will inevitably cause staff to become unmotivated they may begin to question their own confidence and their abilities to achieve what is required. (Page, 2018)
When delivering a message it is important to make sure your message is clear and accessible to your intended audience. To do this it is essential that you speak plainly and politely – getting your message across clearly without causing confusion or offense.
Improving how to communicate with others in a company is made easier when organisation are able to deliver achievable, clear goals to both in the team settings and individually, outlining exactly what is needed on any given project, and ensuring that all members of staff are aware of the objectives of the project.
I have this skill because I am able to communicate well with people at all levels regardless of culture, age or background, especially at work. Speaking clearly and calmly has helped me to get my message across more effectively but at the same time always listening to others when they are talking. This skill has helped me when dealing with difficult customers at work, been able to find comment ground.  

Teamwork
 Teamwork is a group of people’s ability to work well together or action of two or more people, in which individual interests are of less importance to the group unity and efficiency;  a coordinated effort. (Collins Dictionary, 2018)
A group of people who combined their individual talent or skills in the pursuit of a goal. 
Excellent communication is an essential feature of great teamwork. In every good team, people within that team have the freedom to convey suggestions, views and owning up to mistakes without the fear of judgment or criticism. Groups that understand the strengths and weaknesses of each member of the team can overcome different obstacles or problems. As Matthew 7:12 says “All things, therefore that you want people to do to you, you must do to them”. This means putting yourself in someone else shoes. This attitude can go a long way in helping the team accomplish it overall goals.
According to Leonard, K. (2018) workplace problems will naturally always occur, and things do not always go as planned. For e.g. If  someone on the team is aware of a mistake regarding a client data that another team member as made , approaching that team member in a tactful way and with soft-spoken voice while trying rectify the problem avoids escalating the situation. When difficulties happen yet the team prevails, no one employee should feel the responsibility in resolution the problem.  Great teams have the ability to resolve even difficult problems effectively and fast.
It could be that a member of the first line support team did not create the problem with client’s data but instead it was one the engineers. Rather than pointing fingers at another group and refusing to do something about it, a workplace with a good teamwork approaches any problem as a team problem and every team member should be working toward the collective resolution.
It is not just about who answers to whom. It is about for e.g. how the engineering team and 1st support team can work together towards resolving the client‘s data issue and everyone on the team knows the role he or she plays in that team and how it fits with overall goal of the organisation. When that happens, people can take responsibility for their job duties with a collection objective.
Good teamwork does not mean undermining the person or people nearest to you. A central part of great teamwork is the ability to show appreciation to every member of the team because when one person succeeds, everyone is successful. If one member of the team is struggling, it can affect the overall team.  Encouragement includes celebrating individual successes, offering help to those who need it, when needed. This will keep everyone on track to achieving the team targets.
A team of people who have a negative attitude toward others during a group project could easily become ineffective. For e.g. If some members of the team  are not willing to compromise, share ideas and support one another on a project or  during a task, the projects will likely be unsuccessful  and often poorly approached tasks can also affect group members to becoming angry resentful at lack of productivity, and being forced to shoulder most of the workload responsibility.
For e.g., a seasoned member of the team might recognise that a new employee is having difficulties processing orders quickly and properly. The consequence could be the service the company provide will slow-down, customers can become frustrated, and extra work will be required to be able resolve the problem. Rather than criticising the new person for making the situation much harder for everyone, experienced members of the team could provide help to the new employee by reviewing the process that would help the new person to settle within the organisation and become a valuable member of the team.
I have this skill because I am comfortable working as part of the team with the focus on the goal of a team rather than my own helping every member of the team to settle and participate any activity or presentations required by focusing on their strengths. 

Conclusion
This report has analysed how time management, communication, and teamwork are important skills to have in the workplace, what can happen when you do not, how a person can improve and finally how a company can benefit from individuals with theses skill set.
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