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introduction
In the first three weeks, we have been socialising and sharing our knowledge and skills in higher education, to help us to explore in the work environment, so that we can know about each other weakness and strength. The tutor also spoke about the positive attributes, (key qualities being honesty, delegation and creativity), that will help us to gain a deeper understanding of becoming a well, rounded, candidate for the work place. 

(Communication) Having good communication skills is needed in the work place especially when working with colleagues. It gives you that extra experience to become a good team leader in the work environment. It helps in building healthy relationships between you and your staff as well as showing positive teamwork to the public. An healthy workplace produce a comfortable and growing environment. Communication can be verbal, written, oral and visual. You need to have a wide knowledge of each one to be able to communicate effectively within the workplace. 

(IT) Due to the rapid change of technology in world, it is important to have a vast knowledge of IT in the workplace. This challenges you to become better at your job by engaging in every opportunity for training or courses that is offered to secure your position in the work place. 

(Knowledge) Having a good knowledge of the business beforehand puts you in a position to climb the career ladder to the highest position (leadership). To be a good leader, you have to work hard using the knowledge learnt or achieved along the way to help you will make a huge difference.

(CV) Having a CV gives you the opportunity to showcase your qualification, so you will be chosen as the right candidate for the job. Highlighting the important areas which shows the requirement needed will be easily seen by the managers when doing the interview. CV should be regularly updated to reflect changes, which shows you are constantly challenging yourself.

(Time Management) Being a good time keeper creates a positive relationship in the work place with your manager. They can rely on you to be there on time to organise what resources are needed to achieve the day’s target which in turn, will save time and money for the company. They will also see you as a good asset for their business, because of your dedication and commitment, even to the point of making you a team leader or even giving you a management role.  This will give you more advantage from within the company and you will also gain more long-term skills under you belt.
 
(Customer Service) In every business there will be positives and negatives. Most managers will rather the positive than the negative, but when a negative arises, you need to have the right staff to deal with the situation, which will ensure that the company is always seen in a positive light. This is why the customer service representative is vital to any business or organisation. This person needs to be a people’s person, who knows the format and important facts about the business but at the same time keeping conversation to a minimum and being professional at all times. They must be willing to give a listening ear whilst being very patient and being able to relate to anyone or anything thrown at them.
 
 Every week the tutor teaches us how to prepare ourselves for the work environment using our skills. The best way that we can achieve this is by: watching videos, giving us examples of useful tips to use in our experience.
Knowledge and skills that we have been taught will help us in our performance and will give us the tools necessary to start my own business. Answering questions, learning how to present ourselves before people when giving a presentation is very important in the public view. It’s all about having a good knowledge of what we have learnt, to take into the work place, with positive attributes because the work place is changing so rapidly and you have got to have the skills to meet their criteria. Page 9 in Peter Morgan)
There are other reasons as to why studying at the university is a good idea. It helps you to understand more when there is a tutor present. It’s like having a one 2 one

(Skills) Having a skill is very important in the work place of today because things are changing more and more rapidly. New skills are always needed so that companies can try to succeed in their business by keeping everything updated. The skills needed for me to be effective in today’s workplace is:  IT skill to run email, sending messages, sending memos and using other technologies. Having an advanced knowledge of computers laptop and other gadgets are also essential. Learning a new skill can sometimes take a matter of hours or sometimes it can take months or even years to gain the qualification needed for the ever-changing workplace. Doing the employability course will give you the experience and capability to develop and do well in the work place. Getting the correct training in the field you are interested in, by attending the right university or doing courses will be beneficial and help you to become successful in the work environment.
There are lots of skills needed for becoming a manager in workplaces today. There are some skills that I think I have, (which are known as soft skills), problem solving; when a problem or situation arises, using all the resources available, even by asking for help, will help me to deal with it instead of giving up, saying I cannot do it.
Decision making is important because if a decision is not made then work will be slowed because no one will know what to do, so I need to lead from the front.
Oral communication is making sure when I am speaking to an individual or a group, I speak clearly and concisely, so everyone present will understand and knows what is expected of them.
Listening skills is making sure I am always actively listening by showing positive body language, by giving eye contact at all times being focused and interactive in the classroom, business meetings or anywhere.
I also work well in a team, managed myself well and constantly doing self-reflections.
The other skills which are: critical thinking, written communication, numeracy, communication IT skills, research skills and influencing others are some of the skills I need to work hard to achieve. I have basic to limited understanding for them hence the reason why it is so important to further develop these skills.

(Presentation) This is the oral delivery of information to achieve a particular objective/s. Everything you see on TV, hear on the radio or information receive in other ways is presented to us. There are a large number of ways and situations in which presentation can take place, for example at universities or in the business place. The way to present and deliver a presentation is dependent on our goals, our audience and our abilities, which will shape what we feel comfortable and confident in doing. Giving a presentation in front of others can be scary for a number of people. This can happen for various reasons; such as, who is looking at me? What will they be thinking? What questions might they ask? Will they be in a bad mood? There are very few occasions when we have an accurate reason for being nervous about a presentation. In Business the ability to give a good presentation is seen as a vital skill; it is impossible to lead without communicating and presentations are a standard part of business and employment life. (The Business Students Guide to Study and Employability by Peter Morgan page 180)
(Leadership) Leader is someone who has followers. Individuals are different and not everyone want to be a leader, but in the world today, leaders can come in many forms. Leadership is usually about developing a vision for yourself and others and then setting up and monitoring progress related to the achievement of this vision. To achieve this can vary differently; given the right motivation and opportunity for development, leadership is something anyone can develop. A good leader also inspires others to increase emotional and particular effort towards a goal. You need to make sure you build effective relationships with your followers to ensure that they can follow you in tough times as well as easy times. It is very important as a leader to create the correct atmosphere and or culture for action to happen in any situation or circumstance.


(Employability Skills) Imagine that at 2.30 pm, tomorrow, you have an appointment for an interview with the regional manager for an international UK- based organisation. The manager will want to find out about what motivates you, what skills you have and whether you will be the sort of person, the organisation will want as a future manager.
OK the idea of imagining someone sitting in front of you asking some questions might be somewhat scary right now or maybe not (let’s assume it is for the moment) in a few years’ time employers (if you choose to seek a job rather than take other options) will generally want to know that you can and will do two things:
1. Perform well in the role that they have given you. This means many different things in different organisation, but it certainly means adding value to organisation.
2. Learn, grow and develop yourself. Technology and knowledge are increasing all the time and the way businesses used to find success does not necessarily bring success today. The same is true for the individuals within that business.
Reference Peter Morgan page 24


Conclusion 
As I bring this to my own conclusion what I have done of myself and for what I have learnt from other sources reading and research taking from these finding it has been a Challenges but taking these things into account has been effected worthwhile taking from Book like (The Business Student’s Guide to Study and Employability) that gave me a lot of tips which was very helpful that make it easy
Also help from friend that put in a lot of input a long side witch I appreciate intent sources was all used to help bring the work into its fullness  
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