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INTRODUCTION

The purpose of this report is to provide an analysis of 3 employability skills, namely:
-	time management
-	problem solving 
-	decision making 

1.	TIME MANAGEMENT 
Time management is a cleverness or ability that people have or learn about to use one’s time effectively or productively, especially at work, it’s a key to efficient working. (Oxford Dictionaries | English, 2018)
“Time is free, but it’s priceless. You can’t own it, but you can use it. You can’t keep it, but you can spend it. Once you’ve lost it you can never get it back.
Time is money, expression used by the American politician Benjamin Franklin in his speech in 1748. This sentence was and still being used to show people how time is significant, valuable and shouldn’t be wasted. The daily clock has 24 hours which need to be used intelligently and wisely to accomplish goals, running business and making profit, travelling to a workplace, to attend a school lesson, to catch a flight, to attend a doctor appointment, to submit an assignment, to avoid disappointment, even to stay out of trouble etc… Everything people do is related to timing. A person that keeps a good timing has the chance to achieve goals and purposes, and have more time to do other important things in advance or on time.
Because time is precious, it’s important to manage it well, to manage it well there are things that can be learnt to improve it. Until we can manage time we can manage nothing else. Here there are some suggestions listed below that help to ameliorate the time management and avoid stress: 
1. Delegate Tasks: It is common for all of us to take more tasks than our desired potential. This can often result in stress and burnout. Delegation is not running away from your responsibilities but is an important function of management. Learn the art of delegating work to your subordinates as per their skills and abilities. (Lifehack, 2018)
2. Prioritize Work: Before the start of the day, make a list of tasks that need your immediate attention as unimportant tasks can consume much of your precious time. Some tasks need to be completed on that day only while other unimportant tasks could be carried forward to next day.  In short, prioritize your tasks to focus on those that are more important. (Lifehack, 2018)
3. Avoid Postponement: Postponement is one of the things that badly affect the productivity. It can result is wasting essential time and energy. It should be avoided at all costs. It could be a major problem in both your career and your personal life. (Lifehack, 2018)
4. Timetable Tasks: Carry a planner or notebook with you and list all the tasks that come to your mind. Make a simple ‘To Do’ list before the start of the day, prioritize the tasks, and make sure that they are attainable. To better manage your time management skills, you may think of making 3 lists: work, home, and personal. (Lifehack, 2018)
5. Avoid Stress: Stress often occurs when we accept more work than our ability. The result is that our body starts feeling tired which can affect our productivity. Instead, delegate tasks to your juniors and make sure to leave some time for relaxation. (Lifehack, 2018)
6. Set up Deadlines: When you have a task at hand, set a genuine deadline and stick to it. Try to set a deadline few days before the task so that you can complete all those tasks that may get in the way. Challenge yourself and meet the deadline. +] Recompense yourself for meeting a difficult challenge. (Lifehack, 2018)
7. Avoid Multitasking: Most of us feel that multitasking is an efficient way of getting things done but the truth is that we do better when we focus and concentrate on one thing. Multitasking hampers productivity and should be avoided to improve time management skills. (Lifehack, 2018)
8. Start Early: Most of the successful men and women have one thing in common. They start their day early as it gives them time to sit, think, and plan their day. When you get up early, you are more calm, creative, and clear-headed. As the day progresses, your energy levels start going down which affects your productivity and you don’t perform as well. (Lifehack, 2018)
9. Take Some Breaks: Whenever you find yourself for 10-15 minutes, take a break. Too much stress can take toll on your body and affect your productivity. Take a walk, listen to some music or do some quick stretches. The best idea is to take off from work and spend time with your friends and family. (Lifehack, 2018)
10. Learn to say No: Politely refuse to accept additional tasks if you think that you’re already overloaded with work. Look at your ‘To Do’ list before agreeing to take on extra work. (Lifehack, 2018)

2.	PROBLEM SOLVING

It is a process of putting details together in order to reach a solution to a problem. Before talking about resolving a problem, there is a need of understanding the meaning of the word problem. A doubtful or difficult matter requiring a solution and something hard to understand or accomplish or deal with.
On a daily basis we all come across different kinds of problems, some of them can be more simple, complicated or multifaceted than others. Unfortunately, there is not one specific way of solving all problems but having the ability or a skill of solving can be of a beneficial to everybody.
There are two common features to all problems: goals and barriers.
•	Goals
Anything that a person wants to achieve can be a goal, whereabout to be can also be a goal. For examples if feeling tired then the goal is to rest or to sleep, if you are a business person, making profits is the goal. 
•	Barriers
To achieve goal is not easy, there can be barriers preventing to accomplish a goal. The success of goals consist to overcome difficulties and barriers by problem solving.
Following our examples above, if you tired then your goal is to rest or sleep. A barrier to this may be that you have no place and time to rest. Going home or taking time off from work can remove the barrier and consequently solving the problem.
Some steps need to be considered when a problem need to be resolved. Skills can always be learnt as said before, there is few advised stages that can be approached to solve a problem or problems. 
Steps of solving problem 
1. Identify the problem:
This is very important because knowing and understanding what type of problem you have or facing can be the first step to a solution. This phase of identifying a problem needs more thinking and analysis. Detecting a problem can be a difficult chore and to be able to find it some questions may be needed. For examples; if there is a problem? How many problems there are? What type of problem there is? Time spent to understand a problem yourself is valuable as it gives a good understanding and help to share it with others. This takes to the next part.
2. Structuring the Problem:
This part helps to observe a problem during a certain period of time, inspecting it carefully, finding factors to develop a better image of the problem.
Steps 1 and 2 combine together help to have information needed for the problem and its understanding. After looking a possible solutions is the next step.
3. Looking for Possible Solutions:
Having different people to solve a problem is very useful, especially hearing the views of everyone. With all information collected and analysed, this step will give different choices to attempt finding solutions.      
4. Making a Decision:
Making decision is the most difficult part to resolve a problem. It involves what paths of action need to be taken and select the best solution.  But there is need to be aware that trying to fix a problem can also lead to more problem, at some point being creative thinking and innovative can help a lot.
Finally, make a decision on which course of action to take - decision making is an important skill in itself. 

5. Implementation:
After selected different choices of solution, implementing is the next step. This means that taking action on the solution find to the problem. 
6. Monitoring/Seeking Feedback:
This step help to review the outcomes solution over a period of time. To see how successful the problem was resolved. This can be completed by monitoring and gaining feedback from people.
3.	DECISION MAKING

It seems to be hard to make decisions, but Unfortunately, life is all about making decisions all the time, like where to live, where to go for holiday, who to trust, what kind of friends needed around to progress in life, keeping feet, etc…

Decision making is a practise of selecting the best among the different options. It is the performance of making a choice. Decision making is defined as the selection of choice of one best alternative. Before making decisions, all alternatives should be evaluated from which Advantages and disadvantages need to be considered when making a decision in life, in business or at a workplace. This can lead to best decisions
Importance of decision making

Not having ability to make decisions it makes it difficult for managers to functions including not conducting staff, planning, organising, taking control and even directing. The managerial function of decision making is very important part of implementing.

All the decision made by the management must be taken into by all staff member and put to practice as without decision making an organisation cannot function. The decisions made by the managerial can and should always be evaluated by its performance. The level of qualifications of a manager is understood through their ability to make constructive decision for the good of the organisation.
[bookmark: _GoBack]When making a decision a consideration of picking the best outcome is important, every organisation must know the importance of decision as there are many alternatives to consider. The person or people making decisions always look at the advantages and disadvantages in all the choices presented to them and to make the right.  Each person in an organisation or department have the ability to make a decision. The business market is very competitive however organisation exists well when we'll managed with appropriate decision makers.
Every individual, departments and organization make the decisions. In this competitive world; organization can exist when the correct and appropriate decisions are made. Therefore, correct decisions help in successful operation of business. (Reference Notes, 2018)
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