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The purpose of this report is to analyse vital skills in the workplace such as decision-making skills, leadership skills and communication skills which are important to improve in increasing chances to be promoted or hired on managerial position. Furthermore, the perspective of a business organisation who is employing is going to be considered. 

[bookmark: _Toc502254485]Decision-making Skills

Decision-making skill are abilities to identify the best possible option between two or more possible solutions (Law, 2009). Creating choices that generate efficiency and increases productivity in the workplace enhances the chances of an employee for a promotion of leadership role (Miller, 2017). Acquiring decision-making skills in an organisation can be utilised for career progression.

(Peterson, 2013) argues that employers are most likely to hire and promote workers who demonstrate decision-making skills to resolve an issue no matter how large or small in many business organisations.  Companies place high value and put much emphasis on decision making skills because employers realize just how linked they are to job performance and career success in the 21st century. While technical skills are important, soft skills such as decision-making skills are as important as well. 

Choosing the right decision is essential for the successful operation of the business which is one of the objectives of a profitable and sustainable business organisation. Employers consider decision making skills of key workers as an asset to the company. The success of many business depends on the implementation of those right decisions. Decisions influence business operations, policy and performance of business enterprise, thus it is important to make sound decision for the company (Consulting, 2013).

Many employers consider decision-making skills as one of the most vital skills needed on management (Adams, S., 2015). In general, job applicants who can show an ability to determine all the possible options and compare the pros and cons have an edge compared to those who do not possess this skill. For instance, with the job application as a team leader or manager on a retail store such as Sainsbury’s, one of the qualities that the company is looking is how the applicant can determine possible solutions to an issue. Aside from an interview, role play is part of the application process to test the judgment of the prospective employee on practical real-life situation. The ability to make a sound decision makes the person more likely to find a leadership role in a business organisation.

However, (Wajcman & Edwards, 2011) argues that mistakes on decision making process can have catastrophic consequences. For instance, there are set of alternative options, but the best possibility ended up not being chosen. Employers who make a mistake on hiring key people such as manager who does not possess decision making skill has a huge negative impact in the organisation. Chairman and CEO Jim Clifton stated publicly to CEOs and business owners that: “The single biggest decision you make in your job, bigger than all of the rest, is who you name manager. When you name the wrong person manager, nothing fixes that bad decision. Not compensation, not benefits, nothing." Poor decision affects the business operation, profits and safety issues in the workplace.
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Leadership skills are the instruments, manners and abilities that a person must possess in order to be effective at encouraging and convincing others. Furthermore, it includes something more which is the capability to assist on reaching others potential. Most effective leaders are those that influence people to realise their own achievement (McPheat, 2010).

A leader in the workplace can be described as a person who leads. Nowadays, research suggests that the strongest organisation actively persuade each member of the group to take the lead at the appropriate time. As a result, leaders are made by events. The crucial problem is that if people are ready to follow the leader at the right moment. In many instances, leaders are potentially in the management team because of their leadership skills (Need, 2017).

Among the important employability skills, leadership is the most essential skills needed for job performance (Stuart, 2012).  It is a vital purpose of management which aids to reach an optimum level of efficiency and to fulfil business objectives. Leadership initiates action by conveying company policies and plans on executing it successfully.

Acquiring leadership skills enhance the ability to motivate others to get the task done. It plays to encourage people to increase productivity and to reach company targets. Furthermore, coordination can be attained through coordination of the leader. This results to business efficiency which makes the employer satisfied with the daily operations of the business. Moreover, a good leader can boost the morale in the organisation which leads to trust and respect of employees to the company. When employees have a great place of working environment due to the influence of a good leader, it provides productivity and stability in the workplace (Adair, 2013). 

According to (Sarkar, 2016), many employers are looking for leadership abilities of potential employee on applying a job most especially on management position. Many job applicants are often asked about leadership abilities and experience. There are nine leadership skills that employers seek. The significant qualities of a good leader are motivating results, driving results, showing initiative, adapting to change, communicating well, expressing confidence, inspiring ideas, standing by decisions and persevering under pressure. These are important characteristic of leader that general managers, human resource managers or proprietors often look to fill the leadership role of the company.

The success of job interview usually depends on anticipating expected questions and preparing answers in advance.  (Kennedy, 2016) states that employers normally enquire questions about leadership skills due to the employers’ perspective that workers who can lead tend to stay in job longer, remain loyal, high levels of morale because those employees may be leading the company in the future. By stressing the essence of leadership, a potential applicant demonstrates to the employer that he has the skills and abilities to fulfil the mission and vision of the company. 

Nevertheless, according to (McPheat, 2010), the probable consequences of managing without leadership skills are miserably burnout, failure in completing task, members may leave and losing respect in the organisation. Poor leadership comes with a price like money lost on unproductive operation, time wasted, the cost of staff turnover and the morale of many employees may be affected. High turnover can be a red flag in most workplaces.

An instance to illustrate a poor leadership skill is an incompetent manager can make chaos on business operation. Staff turnover and expenses will rise while performance and profits decrease. A manager with poor leadership skills is not only receiving undeserved huge salary but also impedes the professional growth of colleagues due to lack of coaching and development opportunities. Inefficient leaders have an adverse effect on workers and might even harm the company’s bottom line.

Communication Skills
Communication skills is the ability to convey information (ideas, opinion and facts) efficiently from the sender to the receiver through verbal, non-verbal and written communications (Law, 2009). Nowadays, (Deluliis, 2016) discusses that effective communication is considered as a key for a successful business organisation. Good communication is vital to the productivity and efficiency of many companies. A business expert who is a former dean of Harvard’s Business school stated that, “In business, communication is everything”. Focusing to improve communication skills in the workplace is beneficial to the realisation of an effective business enterprise (Forneris, 2017).  

Organizations rated communication skills as the most important used in selecting their management staff in a survey conducted by the Katz Business School at the University of Pittsburgh. In the study, written and oral communications were discovered its importance in determining job success, as was the capability to communicate efficiently with others in the workplace. This study is significant for those who are aspiring to be manager in whatever areas or field of expertise (McPheat, 2010).

The survey makes sense when it is going to be analysed. If an individual can communicate well in the workplace and get a message transmit to others to others effectively, there is an accurate instruction to complete the task. However, if there is a barrier to convey the information to other people resulting to unclear or incorrect directive, objective cannot be executed properly.

From the standpoint of hiring managers or prospective employers, communication is either the most essential job competency or at least among them. Extensive research shows that communication skills are critical for the success of the performance of a manager. Within the human resource management (HRM), the Society for Human Resource Management conducted investigations of students, human resource (HR) professionals and senior HR professionals and all regarded interpersonal-communication skills as the most valuable competency for a successful career for both graduate and undergraduate students. Clearly, communication skills are important in the workplace (Brink & Costigan, 2015).

The capability to communicate well to superiors and co-workers is vital, no matter what kind of organisation an individual is employed. Employees ion the modern age must know how to efficiently transmit and receive messages in person as well as via social media, email and phone. Good communication skills will make a job applicant more employable, and be successful in the chosen career. For example, the resume of a job applicant and interview are already an assessment of communication skills. The resume determines the written word and good performance at interview, expressing clearly and positively with well-articulated answers, will demonstrate verbal communication skills. Communication skills are important from getting hired and for career progression (Marshall, 2015).

Nevertheless, (White, 2013) argues that the problems with the unemployability of young adults goes beyond the lack of technical skills. Employers are facing the reality that the entry-level candidates who are on tap to join the ranks do not have the clue about the basic of office life. A survey by the Workforce solution groups at St. Louis College discovers that 60% of employers comment that applicants lack communication and interpersonal skills. As much as the academics lack the abilities on math and science, bosses are more focused on organisational and interpersonal proficiency which can be obtained by good communication skills. This is due to the fact that efficiency of performance is affected significantly by acquiring communication skills by every employee. 

Furthermore, lack of communication can generate ambiguity that leads to conflict and stress. As a result, teamwork and efficiency of the organisation are affected which can result to unproductivity of the business enterprise. For instance, a research led by NEC company, a global leader in business communications enterprise, is troubled by a lack of communication skills. This hinders the efficiency of every staff to reach maximum point. Customer services and productivity have a huge impact on business growth and performance (Anonymous, 2013).
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[bookmark: _Toc502254491]Conclusion
Decision-making skills, leadership skills and communication skills are vital to enhance the employability of a person in the workplace. Many employers prefer that a potential employee must have these skills, decision-making, leadership and communication, to be a part of the management team. Acquiring these three skills are beneficial to the person who is looking for a career progression and to the employee who is looking for talented workers for the advantage of the business enterprise.
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