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Introduction

The purpose of this report is to analyse different employability skills I may have or not have. In this report the skills that will be looked into are communication skill, decision making skill, problem solving skill and time management skill. A skill is the ability to do something well. Employers often look and desire on certain skills such as the ones mentioned above on employees as it helps them determine their capacity. Both soft and hard skills are sought by employers. Soft skills are interpersonal skills usually induvial will possess them naturally. Soft skills are also usually transferable. All the skills that I will be writing about on this report falls under the soft skills category. Many jobs such as sales, jobs that require people to interact face to face desire people with strong soft skills to ensure a productive, collaborative healthy work environment. On the other hand, for some companies’ hard skills are also as important as soft skills. Hard skills are learnt through jobs education or training and can be perfected with time. Skills such as machine operations, typing speed, computing programming, marketing and design falls on hard skills category. Having both hard and soft skills could be valuable to any induvial at the workplace and personal life. Often having only hard skills is not enough to be successful as you will also have to be good with people have great communication skills, able to make decision when need, having the ability to manage time efficiently and have a good attitude overall.
 
Communication skills
Communication skills is the ability to receive or share effectively feelings and ideas. Being able to communicate clearly, which is the base of the different kinds of communications such as face to face, over the phone, in writing, listening or electronically, is highly desired by employers. Good communication skill is the heart of any workplace hence why lots of recruiter will test candidates on their communication skills on the hiring process.  Beside that good communication is sought after by employers as not only it will make businesses run Smoothly but in addition it helps save time for all the parties communicating. While It is important to make sure t that the message from the other person is understood clearly, as easy that this may sound simple not many people have these skills. Good communication skills such as actively listening and assertiveness, could help handle information more transparently in the work place. Effective communication skill could play a vital part in boosting the moral of any team as good communication in the workplace plays a prominent role in developing long lasting employee motivation. It makes employee valued and appreciate when the management team communicate effectively and in a respectful manner. This is very beneficial to any organisation as it produces a health work environment. Employees happy at their job tend to perform well at their responsibilities and have positive attitude. When everyone is on the same page and have a clear understanding of the company vision and goals it could help achieve the company aim. As a staff coordinator in a recruitment agency my duty consists of leasing everyday to the management team, internal employees and clients. Therefore, it is important to communicate clearly. Communicating effectively is also beneficial as it gives a better understand to both parties that are communicating. I believe I have this skill as being in this position for three years now and communicating with both the management team, colleague and client effectively has help me to develop it.


Decision Making 
Decision making is a thorough process of selecting a logical choice from the available options. People face situation where they must decide either professionally or personally. In either case the person who must make the decision should look at different factors such as who will be affected and all that can happen prior to making the decision. For many organisations it is crucial for members of staff to possess decision making skills. Decision making is also one of the most important functions in management. In every company the management team should be able to make decision as not only unexpected situations could arise, they may be time that you may have to think outside the box to come with a resolution for something. To be able to lead a team having decision making skills is a must. There are many people that would like to move forward at their workplace and take leadership position but lacking decision-making skills is what’s holding them back. It is also important to know when to take a decision as some decision needs to be taken there in then and others will require a more thorough thinking. When one is in a position to take a decision bien open to new ideas and options could be a big bonus also communicating with other members of your team if its need could be beneficial. Employees that have effective decision-making skills are a big asset to their workplaces as they can help the company to be more successful and they require less supervising witch will give the management team more time to focus on other things. As a staff coordinator in my current workplace I believe that I have this skill as from time to time I must make decisions. I’m still trying to improve myself as well.

Problem solving
Problem solving is the ability to come to solution for an issue or situation. Having this could be valuable addition to any individual both in day to life and professionally. Problem solving skills is needed in any career if you inspired to be successful. To have good problem-solving skill you should be able to define the problem, identifying the issue and the cause of it first. As this will help you on the next stage which is to think creatively and logically. you will also have to think about alternatives to the solution you have come up with. In addition, considering all options and a thorough thinking should be made before the final stage which is the solution. Problem solving skills saves money and time for companies. Having this skill is a plus at the workplace it can also help you if you want to be promoted in the work you doing as it show creative thinking and decision-making skills and employers want those skills in leaders. Having to solve a problem at the work place or in your personal life is very common but not many people have this skill. Most of the time people that can remain calm under pressure also possess problem solving skills. Manager desires people that will come with solution when they come across issue. I have this skill as in my current job I often came across situations in which I must come with a solution. While on duty in my current job, I had to find a cover for one of our clients because the staff that was assigned work with that client has cancelled last minute. I had to find another staff to cover the shift as it was last minute it was very difficult, so I came with the idea of asking my manager if I could pay the staff who would go to cover the shift instead of £9 per hour £14.5 which is an hour and half get paid a bit more made it more appealing for the staff to go to work last minute. At the end I was able to cover the shift. Coming up with that solution allowed us to cover the shift last minute and kept our client satisfied. 

Time management
Time management is the ability to use your own time effectively. This skill is another important quality the that employers highly sought after. Time management skills is valuable at work as it helps in the process of getting thinks done specially when a deadline is set. Time management skills require organisational skill and being able to prioritise when assign a task. Companies are after this skill because not only it allows people to work under less pressure but also helps in a better quality of work. This skill could be beneficial in day to day life as well as professionally. In addition, when time is managed will people are also able to perform more efficiently. Professionally I have this skill as I do all my duties when at work on time, however in my day to day life there is room for improvement as I tend to leave thing to be done at the last minute sometimes. People with time management skills tend to be more successful in any task they do because they have time to check if there is any mistake and make correction if needed. Time management skill is also desired when working within a team as if a member of a team lack of this skill it could impact the overall result of the team with could panelise all members of the team. In addition to all these benefit mentioned above having time management skill give you more security as you never know what could happen for example when a student have to submit an assignment its is always better to not leave it last minute as you never know what could happen better to do it early so you have time to go over for improve. This is also valid at the workplace when you have to meet deadline.



Conclusion

The purpose of this report was to analyse different employability skills I may have or not have. This report shows different skills that I think are all a necessity to both the workplace and day to day life. In this report I gain an understanding of the advantages of having these skills above and how it could affect people at work or personally if they lack of it. I’ve also realised that all these skills are related to each other. Most of them if you have one you also have the other. Having these skills is definitely a must if one aspires to move forward professionally or in their personal life. Good communication skill is a must as people will get the message you’re trying to send. Decision making skills is also as important as it shows leadership and demonstrate that you are a creative thinker. Satiation that needs a solution will always arise so having a problem-solving skill is also highly need. Time management is one of the most important skills because all these skills I’ve mentioned above if you don’t apply them at the right time its will not serve its purpose. While doing this report I’ve done some research online and read on the certificate of higher education book.
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