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Introduction 
The aim of this report is to analyse four employability skills an employee  will need to consider by outlining the strength and weakness of each skills.The skills analysed are communication skills,problem solving, teamwork and time management. In addition, will be also outling and foucing on why it is important for an employer trying to recruit should foruces on this area before recruiting employee. 

Communication skills

Communication skills can be defined and performed in many different ways such as imparting or exchanging of information to make your point or ideas come across. Differing forms of communication are social contact, body language verbal communication- non verbal communication. 

It is good to have effective communication skills as it helps to break barriers such as have the ability to communicate with others and helps to give a better understanding of the point you are putting across.This skill is needed in every aspect of your life has its expressed through social contact such as with your peers, employers, family members through your body language and verbal - non verbal communication. An example of when an employer used effective communications  “as a employee  current role it is necessary as employee to regularly liaise with our clients to construct marketing plans build our client portfolio by networking and delmenerting sales pitches. As an employee we  prepare copy for a range of target markets. As an employer communication has directly contributed in our workplace ability to build and maintain  client base and work effectively within a large and dynamic team” [Watters, 2018]. This further strengthens the fact that good communication skill are vital in ensuring you have a great relationship with your customers in business.

Communication can have an negative effect when communicating with other employee it could be a difficult, uncomfortable and frustrating experience.Which can be a hard barrier to break with employers and employee from other ethnic backgrounds which could make employers or employee come across defensive because as employee  may not understand each other. There could also be times when  employee mean well, but because of the way employer or even employee us of pronunciation things could be misunderstood, with unintended and undesirable consequences. For example ineffective communication signalise use of different types of language arrangements such as “you are, you need to do this now”, ect this use of language could come across directives or even in a negative judgement. [Preston Ni Publications communication coaching 2004-2018].I have this skill because I am able to communicate very well with my workmates and also my employer.

Problem Solving  

 Problem solving can be expressed in a way to resolve or even find solutions to difficult and complex issues that employer or even employee finding themselves in and unsure with how to deal with problem solving could help them to break barriers and help them to come to an conclusion with any task or whatever the matter may be. 

It is important  to have  good problem solving skills, problem solving is a really good skill to have it could help you in every industry or issues it could even be an life issess matter.” An example of when an employee was working in a nursery  their were not enough staff for each classroom so the employer had to be informed or  the nursery.Wouldn't be inits ratio according to OFSTED standards so had to look up the issues raised observed the problem then brainstorm alternatives, solving it logical thinking then came up with an balance creativity idea then came up with the best decision making. To split the children in too different classes with two different staff each and still keeping it in our ratio”.

Problem solving could also have an  negative impact, problem solving skills you could think you have analyzed and come up with the best discussion idea but it could make the situation or problem waste and you could become misunderstood by other employer or even employee and make the issues raised waste. For example an employer major asset wasn’t working, and instead of solving the root cause of the problem, the organization just bought a new one and hurt its debt position. [ Tony Blair 07 june 2017] I have choice this example has it demonstrate an poor use of problem solving skills, I have this skills as i us it in my workplace.

Teamwork 
Teamwork is when a group of individuals collaborate to achieve a goal or task. Being a good team member means being able to clearly communicate your ideas with the group. As employer and even employee  must be able to convey information through  phone, email, and in person. Both verbal and nonverbal communication are important when working with a group in person. Teamwork can be performed in various ways such as groups and teams working to accomplish and put together ideas and decision making. People in the group may have different interests, personality, demographics, abilities and culture; this allows you to reach a wider audience.


It is good to have effective team working skills as it makes your job easier. Working in a group allows everyone to share their thoughts and ideas it also gives employee the ability to develop good communication skills. Good teamwork gives employee the ability to be heard, contributing to the success of the goal they set out to achieve. Effective teamwork fully utilize the skills and abilities of each member, this in turn allows a greater working environment as everyone has a role that is acknowledged and appreciated, happy workers result in happier customers.

The negative impact of having good teamwork is that it doesn’t produce a good working environment. When colleagues do not collaborate or share information with each other it results in some customers not receiving the information/product they require as the staff member may be either unsure or unwilling to ask another member of staff. Some barriers you face when you do not have good teamwork is the staff morale is low which in turn causes a negative environment for shoppers. For example Every basketball team needs five players on the court during a game. What happens if two of those key players don't want to share the spotlight? The team won't function to its highest capacity. There are some people who aren't designed to be team players, and there are some teams whose team members just don't get along. Either of these cases makes for a problematic scenario in the workplace team concept. If people are selfish and are trying to shine on their own, that person is not communicating with the other people on the team, and so the team members are not getting the information and resources necessary to do their jobs well.[Leonard,Kimberlee. "The Disadvantages of Teamwork in the Workplace."]
I believe I have this skills but I need to improve on it in some areas as i'm not to confident when working with employers or even employee.


Time management 
Time management is the process of planning  and exercising conscious control of time spent on specific activities, especially to increase effectiveness, efficiency  or productivity. It is a juggling act of various demands of study, social life, employer and employee interests and commitments with the finiteness of time. Using time effectively gives the employee choice on spending/managing activities at their own time and expediency.Time management may be aided by a range of skills, tools, and techniques used to manage time when accomplishing specific tasks, projects, and goals complying with a due date. Initially, time management referred to just business or work activities, but eventually the term broadened to include personal activities as well. A time management system is a designed combination of processes, tools, techniques, and methods. Time management is usually a necessity in any project development as it determines the project completion time and scope. [Wikipedia, the free encyclopedia] 

The importance of having good time management within a work placement it makes the day easier when having good time management it also makes the employee or even the employer seem reliable and have really good flexibility skills. When having good time management it gives the employee the ability to Creating and keeping deadlines , making good  delegation,Goal setting and meeting goals, decision making , managing appointments, team management, project management, making schedules. “For example of when employee was in charge of our sales department and our products were arriving late but when the employer arrived on time it gave the employee the ability to brainstorm an ideas and make a schedule around the problem so that the day could move smoothly”.

The negative impact of not having good time management is when an employee arrives to  work  late without letting or informing the employer or even not informing the department know what it is going on it could mess up employer work scheduled. It could also  seem has if the employee is unreliable has employer could also lose out on  sales , this could also make an employee lose out on the leadership role their might want in the future. It is also possible that your colleagues will not want to work with you or even be in the same team as you. “An example of bad time management is when an employee had  a deadline to do a task as a team or even have a presentation to present has a group and as an employee you  turn up late and the department is waiting for your part but because the employee was late the employee group was unable to present their full  potential so therefore the group couldnt  no long sale their product to the sales time”. I believe i need to improve this skill as i find it hard to stick to time.




Conclusion  
This report analysed four main skills  an employer will need to consider when recruiting an employee .By elaborating and demonstrating the strength and weakness of someone with this kind of skills. I forces on communication skills,problem solving,teamwork and time management. An  employer with this skills will not need training , even  spend money on the employee or even on a  course in addaction an employee with this skills would be able to work under pressure and help to make the atmosphere easy to work in.
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