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Introduction
The intention of this report is to analyse four employability skills that I have or need to develop in the future to be able to gain credibility in search of employment opportunity. This needs to be considered from the perspective of an employer trying to recruit. Communication, listening, time management and speaking skills will be analysed through this report. Skills are very important to have as it is a requirement in employment to work in a team to convey messages, solve problems and take decisions. 
Communication skill
Communication skill is being able to convey information to people clearly and simply in a way that means things are understood, to get them accomplished. For example, a teacher who is able to communicate well with students can inspire them to learn and participate in class. Communication is when thoughts, ideas and information are exchanged, and this results in mutual understanding between two or more people.
Communication and interpersonal skills in the workforce are often quoted as the most significant standards when evaluating work candidates. Interpersonal skills were more frequently mentioned in classified ads than any other competency in 10 major metropolitan newspapers (Griffiths, 2017, p.47). In addition, according to a study in the US, 88% of companies offer communication skills training for the workers (Griffiths, 2017, p.47). Thus, it is important to understand how powerful this communication process is as the importance of it can never be overstated (Griffiths, 2017, p.48). Without this skill employers may not hire me for the job as I wouldn’t have the confidence to be able to communicate ideas and suggestions within the team. Communication skills are the foundation of any team, for both individual and organizational success (Griffiths, 2017, p.45).  Therefore, it implies that communication skills are one of the most important criteria in evaluating job candidates.
 I have this skill as I partook in voluntary work for a year in a Primary School and communication was essential to explain the lesson work to the children for them to understand. I can express my feelings and opinions by communicating with people on a day to day basis such as my family, friends and acquaintances. Indeed, this is an important skill which employers look for in a job candidate as it is needed to communicate effectively with colleagues, to share information, opinions and build productivity. Where communication is not interpreted correctly in companies, it causes misinterpretations. Due to this, many issues can arise among work colleagues’ relationships.
Therefore, not having this skill will limit my chances of getting into work. Employers require employees to have confidence in this skill as this can have significant implications on making decisions, under taking tasks and setting goals. Therefore, having this skill will help me achieve all the above. Thus, effective communication within the workplace determines whether one can obtain a prominent role whilst developing long lasting employee motivation. 


Listening skills
Listening skills is the ability to pay attention and effectively interpret what other people are saying. This requires effort and discipline. For example, missing vital information can lead to unnecessary misinterpretation. It is very important to actively listen to others in employment or in an individual’s life to get an accurate understanding of the message that is being communicated. This skill is beneficial in our lives, including having a greater number of friends on social networks and within the workplace too.
Listening requires concentrating within the workplace as one may be in a situation to carry out instructions and guidance, this means effective listening will lead to a better performance in any organization as you will be able to give your best. The effects of an individual’s listening power can be far reaching. According to a report from Sypher Boston, and Seibert [1989] a person’s listening ability will have implications for the efficiency of team work, productivity and the overall group (Quintanilla, 2017, p.88). This shows how listening is effective in the workplace. 
I have this skill, as I can demonstrate this by listening actively with my family and in society. For example, I went for a job interview where I had to pay attention and actively listen. Otherwise, it would have been hard to comprehend what was being asked of me. Furthermore, to show I was engaged I used non-verbal communication such as the nodding of my head, eye contact and smiling. Due to good listening I also had the confidence to reflect on some of the questions that were asked.
Nonetheless, from an employer’s perspective, listening is vital for any workplace as all employers know an active listener can demonstrate professional excellence. Good listening is essential to the development of interpersonal connections with other workers, managers and the overall team (Quintanilla, 2017, p.89). Therefore, being a good listener can improve productivity as well as the ability to influence, persuade and negotiate. In addition, you will avoid conflicts and misunderstandings. However, according to Sypher et al. [ 1989] good listeners always hold better positions in work and get promotions more frequently than those workers who have weaker listening abilities (Quintanilla, 2017, p.89). Therefore, this statement gives an understanding that without this skill it may be difficult to succeed in any job position or promotion. Without this necessary skill, the team members will not be able to work together to understand problems or share their opinions.
Speaking Skills
Speaking skill is to have the ability to accurately interpret thoughts, desires and emotions through speech. This is also known as oral communication. Speaking is the most common way we communicate with one another to exchange words. For example, if you say something and the other person replies, then good speaking has occurred. Speaking can be difficult to master as it can be challenging in terms of language. For example, words are made by language, so it is very important to have language skill to make speaking communication effective. According to Robinson and Robinson (1982), effective statement includes precise interpretations of other people’s messages, as meaning is cocreated. Else the meanings of what is being said would not be understood (Quintanilla, 2017, p.67).
Looking at employer perspective, this skill is an essential part of any workplace to clearly share ideas, and opinions to increase productivity. This skill is very crucial when it comes to meetings and presentations as you need to talk about research findings and business plans to a big audience. There is flexibility within types of speaking communication. This can be done by discussing different aspects of issues and to make decisions quicker than any other form of communication. For example, if time is limited and a business matter requires a quick resolution, it can be best done by a face to face meeting or telephone conversations.
Verbal communication is one skill employers seek out as it is vital for team members to work together to understand problems and manage tasks for the business to become successful in term of customers and profit. Communication among team members are very important in terms of how and what we say to our colleagues. Choosing the correct words can make a huge difference in the relationship of the team. In 2012, radio talk show host and political commentator Rush Limbaugh triggered controversy as he made fiery comments about a law student Sandra Fluke. Even though his career is based on expressing his views and opinions, the words he used on that day caused public criticism (Quintanilla, 2017, p.70). However, from this statement we can see that what we say is extremely important. 
I use this skill all the time communicating with people every day to inform, persuade and entertain. For example, at the primary school where I used to work, this skill was required all the time in class with the children and teachers. It was the only effective way we used to communicate amongst each other to get the job done. Being weak in this skill would have caused problems to teach and for me to participate in any class tasks or activities with the children and the teachers. 
In addition, without this skill the ability to progress in the working world and in life itself would be nearly impossible as it is the most important and most dreaded form of communication. Lacking in this skill will affect my confidence to carry out any tasks or problems within the team. It would also be difficult to manage or lead groups, especially when it comes to addressing conflicts and problems. Often, the best way to settle any disagreement is by talking and this will be the positive way to promote employee morale and maintain energy and enthusiasm within the team. Failing or being weak at this skill may lack my chances of getting into a good career. 
Time management
Time management is the ability to use one’s time effectively. It is a process of organizing and planning how to divide time between specific activities. Good time management enables you to work smarter and not harder, so you get more done in less time. However, there may be no such thing as ‘time management’, this is not something which can be controlled or managed (Morgan, 2017, p.50). From this statement we learn that even those with strong time management skills will always have room for improvement. Being productive with your time is all about seeking to make constant and never-ending improvements to the way that you perform your work. 
I could do with improvements within this skill set as I always struggle with prioritizing what to do first. For example, I have three report assignments of two thousand words for both assignments. Nonetheless I am finding it difficult to manage this alongside my family life. Sometimes I leave other important things to research on my work and other times I do things that can wait. For example, conversing on the phone when I should be using this time to work on my assignments. Therefore, this has become very stressful for me so far.
In employment it is very crucial to manage time as it revolves around working in a team; undertaking tasks such as projects, presentations and more. Demonstrating this skill at the workplace will enhance your reputation and you will be seen as a reliable employee by your manager and others. Failing to have this skill will lead to under performance. For example, at your workplace, if you miss an important meeting, you will miss out on vital information relevant to your job which can then build to stress, due to the lack of knowledge on what was missed. Managing time is essential otherwise, poor work quality, inefficient work flow and not meeting deadlines can all cause business losses.  
Employers can adopt Time Management Matrix which is a tool developed by Stephen Covey who illustrated on how individuals can manage their time, using two board categories-importance and urgency to differentiate between tasks (Morgan, 2017, p.59). This tool can be used for training employees to manage time between tasks. As a result, businesses will benefit greater productivity, work efficiency, and less stress.  Hence, I can use this tool to develop my time management skills, to identify what’s more important and plan more efficiently. 
In addition, I can also develop time management skills by applying the 80-20 rule also known as ‘Pareto Principle’ to learn how to prioritize tasks, days, weeks and more. The rule is to make a list of ten tasks and carry out two important ones first, those tasks will be worth more than the other eight put together. 
Conclusion
In conclusion, skills are very important to have in order to be able to work in a team and also with family and friends. As noted in the introduction, working in a team is about solving problems and taking decisions. Over time it is also about learning and adapting to those skills you may not have. Through this report I have learnt that lacking in any skills mentioned can cause problems getting into work. However, there are ways to develop time management skills such as adopting the Pareto Principle and the tool called Time Management Matrix.
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