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The aim of this assignment is to analyse the following employment skills: time management, problem solving, team-working and decision making. These are the skills I believe are necessary to have or gain in a workplace. I will reach some conclusion in how the employment skills can be developed and how important these skills are for an employer trying to recruit.
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To avoid stress and to work smart not hard you need to be organized and divide your time between the tasks, that is time management. You need time management to get more done in less time especially when you are running out of time and under high pressure. (Morgan, 2017)
Planning and organizing are the keywords, start with a what to do list, then you calculate how much time you need for each task. You need to put goals to achieve within a specific time frame and a priority list.
 You need to prepare in advance for your work and you need to understand what, how and when to do your work. Your time is money and your time is quality that is why you need to dedicate your precious time to learn about time management and how important it is to be organised in your work. (Adair, 2009) 
 The benefit you will achieve with good time management skill are huge:

· High efficiency and productivity.
· Building up a good reputation at work.
·  Acceptable Stress level
·  Getting opportunities to develop.
· More time for your private and family life
· High work quality


Poor time management skills will result in:
· Lots of time and missed deadlines.
· Unproductive and slow work flow.
· Reduced or poor work quality.
·  More stress.
· Waste of time
You need to use your time as a resource and not to make it to an enemy, that stress you every day at work, you need to be creative and learn different technics or tips in saving time. (Bell, 2017)
I suggest if you are traveling to work by train or bus you can use that time to organise and plan for the day.  You need to stay focus and calm at work and avoid any distraction around you. You may need a reminder or a planner with you to follow. You must learn how to do different task at the same time by organizing your work, that will save you time. I believe in asking for the right help or advise from the right person at work will also help saving time.
Good time management skill will increase your opportunity to get a job or keep the one you have. Employers need staff with good time management to help them finishing high quality work within the time frame.
 Personally, I have a very good time management skill, as a chef working in a nursery. My time is perfectly divided between the different meals, I start to prepare for the work one day before, I have a weekly menu done and hanging on my fridge as a reminder, I do my weekly grocery the week before. The nursery staff will come in and out my kitchen and ask for help, that is my biggest distraction. I try to avoid that with always putting some extra time for unexpected extra task. For me time is very important, and working under pressure is a challenge, I face every day. I have learned from experience how to be better organizing my time, and the sooner you learn how to manage your time the sooner you are able to achieve your goals.
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Problem solving is a process, where you need to identify a problem and find best possible solution by using your serious and creative thinking. (Judith Combes et el,1994)
To improve your job performance, you need to have good problem-solving skill. It is necessary to be able to recognize any problem faced at work, analyse the problem and then reach an effective solution. It is very important for the workplace to have employees, that have good problem-solving skills and be able to think smart, quick and critical. The employers need staff they can rely on to solve any problem during work without delaying or stopping the work flow. The first step in achieving good problem-solving skill is to identify the problem and recognised the cause, secondly solving the problem with an appropriate way. You need to make a good evaluation of the situation and use your experience and work technique to find good solution. That means you need to make the right decisions and work in a team or independently to solve a problem. You might need other skills to be able to solve the problem like (Kallet, 2014):

· Creativity: You can solve problems systematically or automatically. Automatically when no new information is required- you can use experience or common sense to solve the problem. In the other hand difficult problems need a logical and systematically solutions using creative thinking.
· Team Working: In some situation you need help from other professional or staff, you need to decide if you can solve it by yourself or with others.  
· Researching Skills: You might need to do some research in finding information or solutions. For example, simple google search.
· Risk Management: There is risk accompanied with solving problems, sometimes it is better to leave the problem unsolved than risking life.
· Emotional Intelligence: You need to consider the emotional aspect on you and other people once the problem appears or during solving the problem.
· Decision Making: It is very important to be able to take the right decision, think wisely before solving the problem.
 As I mentioned having a good problem-solving skill is extremely important in a workplace. I do have that skill and I am using it daily at work. Sometimes I face problem that delay my work and weakness my performance, that is why I need to think creative and smart and find quick solution.  For an example when my oven decided not to work suddenly, I had to find other way to cook the meals, I quickly decided to change a bit in the menu without making any changing in the ingredients and cooked the food on the cooker instead of the oven. The nursery children enjoyed their meal on time, without them knowing which problem I had to solve. 
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When individual works together using their skills and cooperate to reach success as a team. It is very important that employers and employees work as a team. Effective team work is present, when the team members put any personal issues to a side and focus on finishing the work together in the best possible way. Working with, and not against each other. The whole team must define the character of the work, divide the work equally and each of the team members must deliver successfully. You need a strong team leader to give the team orders. The leader leads the whole team while helping and supporting them. (Morgan, 2017)
A dedicated team member is extremely important. Each member of the team must listen, understand and follow instruction.  To be able to work effectively in and through teams, you need to be collaborative, flexible and have good communication skills. 
Teamworking skill is necessary in a workplace to improve and maintain work flow, it is also good to have this skill to build relationship between staff and management. Building trust and sharing responsibilities. Effective teamwork will allow the workplace to develop and reach success. (Christopher M. Avery, 2001)
If you do not have the teamworking skill, the whole team will be affected and that can result in problems, delays or effect work productivity. You diffidently need to develop it. To gain your teamworking skill you can attend staff training courses or get practical training at the workplace. Experience and working with the same people will help improving your teamworking skill, you understand your collages and their needs, and you are used to the routine.
 I think I have very good teamworking skill, that became stronger over the years.  I work independently most of the time, and in a team sometimes without no problems. I simply follow the instruction from my manager, I share responsibility to finish my work, and I try as much as I can to be professional and deliver a high-quality teamwork. I believe the most important skill to have is teamworking, it is not easy to work with people, who are different from you. But as a team member you must reach a good level of communication, you need to think about your behaviour, and how to achieve the goals. Finally contribute your share to gain team success.

[bookmark: _Toc534370517]


[bookmark: _Toc534541630]Decision making

 The process of making important decision is not always easy, most people find it hard to take the right decision, but we all are forced to make decisions in our lives. Some of the decisions are life changing others just necessary. It is very important in a workplace that employees and employers can take important and essential decision that can affect the work outcome. We sometimes need others help or recommendation to reach a good decision, other times we need to search more information and compare or analyse before we take a final decision.
You need a good judgement of the situation before taking your decision. But sometimes you have no time to think or gather information before taking it. This is when you need your good feeling or your experience to help you take a quick and effective decision. (Anon., n.d.) There are different reasons that can stop effective decision making like:
· Lack of Information:  You do not have enough information and you feel like you have no basis to reach a decision. In this case try your best to gather data, even though you are under pressure, choose the most important data you need to take your decision. 
· Too many Information: It is a difficult situation, where you need to analyze your data, pick up only the necessary information and leave irrelevant details.
·  Many People involved: when you need to decide in a team, where everyone comes with their own opinions and ideas. You need to communicate and discuss, ask first what is important and why before taking decision. Try to share responsibility with the other team members.
·  Emotional Attachments:  It is very important that you do not mix feelings with work, try to decide as professional and use your brain not your hart. It can be extremely difficult not to have feelings attached to a decision, and sometime its necessary to consider your feelings before taking any decision.
To gain good decision-making skill you need to plan and be constructive. Remember to put deadlines and goals in your decision-making process. You always can use different techniques of decision making depends on the nature of your work. Personally, I prefer to create my own method to help me take good and effective decisions, especially when I am trying to solve a problem I have at work.
 At work I need to make several decisions based on my authority and experience. I need to be very careful in my decision-making process, since I am working with small children. Any bad decision can lead to big problems. I hope that my decision-making skill can improve, my difficult part of decision making is my emotions. As I mum, I need to make life changing decision, I find it difficult not to be led by my feelings. I need to stay focus, calm and use a good combination of knowledge and experience.
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All the employability skills that I discussed in this assignment are very important to have, develop or gain. As an employer looking to recruit staff, you will judge after how many employability skills the candidate has. Their ability to learn is quite important, they need to be able to learn or develop a skill. Having the right employability skill is not necessary enough, sometimes you need several skills combined, that will help you to be better, effective and more productive worker. My recommendation is to be flexible and confident, you will be working hard but working smart is a must. You need to recognize your strengths and your weaknesses, that will help you develop and be a successful employer or employee.
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