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[bookmark: _iapih5u9yon9]Introduction
The purpose of this report is to provide an analysis of the most important employability skills ( communication, time management and team working) that an employee has or need to improve to gain more employment opportunities.
[bookmark: _xd94u67n0zup]Communication skills
Communication skill means the ”capacity to speak intelligibly and with clarity, to write and read well, and, just as important, to be a good listener.” (Last, 2007, p.9)
”Communication is the exchange of thoughts, information, or ideas that result in mutual understanding between two or more people. The process requires at least one sender, one receiver, and a message that is transmitted within a communication medium.” (Maund, Schriek and Tinkler, 2017)
According with Maund, Schriek and Tinkler (2017, p.48-49) communication can be verbal or nonverbal. Verbal communication represent the use of verbal statements and is the most popular way for people to communicate with one another. Nonverbal communication is an important process equal with verbal one. For interpret the meaning behind the words, the sender help the listeners using cues like eye contact, fidgetiness or smiling. 
Employers need to have communication skills to establish credibility and express ideas at the workplace. People should use both verbal and nonverbal communication. To make the information processing more transparent and easy the employers need to use communication skills like assertiveness and active listening. 
Active listening requires discipline and effort to understand accurately what the other person is saying. For listener to be interested in what is being said the sender need to use five specific behaviours: 
Square: That means face the person squarely.
Open: It is about to keep an open posture without crossed arms or legs.
Lean: Means to slightly forward to communicate interest and engagement. Head nods and verbal encouragers like ”uh-huh” and ”yes!” are also effective.
[bookmark: _GoBack]Eye contact: This specific behaviour can be explained as a direct eye contact maintained according to appropriate social norms.
Relaxed: This last aspect means that both, sender and receiver, should stay relaxed in the communication process for a better understanding of the message. (Maund, Schriek and Tinkler, 2017)
The capacity to express without disrespecting or dishonoring, oneself directly and honestly is assertiveness. The people who have this skill are able to communicate their ideas without manipulating, bullying or patronizing.
 An example for how communication helps at the workplace can be the next situation: An employee is always late for meetings as a result the manager becomes frustrated and angry. Assertiveness as part of communication skills can solve the situation such that the manager and the employee can continue to work based on trust and respect. In this situation, first of all the manager should describe the problem and his feeling about that and finish with a respectful request to make it a priority to get on time at meetings. This form of communication applied at the workplace helps people while they analyse on their own perspectives and thoughts to also respects the opinions of others.
Communication skills can also cause negative situations when it comes to the level of engagement in the group`s tasks and goals.Members which are highly motivated will be more active in discussions. Those who are more confident will be more involved in decisions and more invested in the group`s success. Withal there certainly are people who do not expose their opinions but they are very committed to the tasks. To establish the balance in communication the leaders need to help low talkers to be more involved and active in discussions.
Another conflict in conversations can be caused by a different understanding of the meaning. Because the communication process is complex different individuals can hear the same message but interpret totally different. To improve the accuracy of understanding members of the discussion need to have certain skills like paraphrasing, probing and posture.
”Communication contributes to the effectiveness and efficiency of group processing and team success”. (Maund, Schriek and Tinkler, 2017)
[bookmark: _9ck8u6fizyzf]Time management skills
Time management is one of the hardest quality to have, but it is essential for every employee. It is easy to become overwhelmed due to many and diverse responsibilities at work. There is a simple concept that everybody can apply to help – organization. For efficiency the employee must to implement it in a structured and disciplined way. While they cannot make more time, they can look for ways to use it more efficiently.
”Everyone has the same 24 hours in a day and you cannot squeeze in a few extra. The challenge is how you use those hours. Successful time managers have mastered the key concepts of planning, prioritization and delegation.” Gamauf (2012)
Gamauf (2012) argues that the foundation for a good time management are organizational skills. Staying organized allows each employee to do a multitude of tasks without allowing very important issues to fall through the cracks. Therefore any role they have (employee, team leader or manager) they should communicate what priorities they have such that the whole team can meet the expectations.	
An example for how time management skills help you at the workplace is when as a manager or employee they are slaves to their email system. This kind of activities at the workplace are the biggest obstacle to successful time management for many people. The solution is to turn off the noise or the pop-up which notifies the receiving of the email and plan the time as they can check their emails at certain times (before to go at work, just after lunch and half an hour before business closes.
Time management at the workplace has also a negative part. After all planning people need to make sure their teams understands their philosophy as well, because they have to manage not just their time but their teams also for the business to succeed. To manage the time at the workplace for the entire team that means to create harmony at work and to understand everyone's priorities not getting questions constantly from them. Because if this happens it means they are not managing the time at all. Gamauf (2012)
[bookmark: _dl6qxx6754ot]Team working skills
According with Wageman, Gardner and Mortensen (2012, p.305, cited in Maund, Schriek and Tinkler, 2017, p.5) a team is a” bounded and stable set of individuals interdependent for a common purpose”. According to this definition the existence of a team is to accomplish common tasks and goals, peoples interacting with one another.
To keep up with global economy businesses need to have multiple sources of input and multiple perspectives to be able for competition. In business world is an important need for rapidly changing market condition with quick responses. To complete all those goals in every business exist task-oriented teams. (Polzer, 2003)
For a group to be considered a real team Hackman (2002) has identified five basic conditions:
”Teams must be real” People from those teams should work together to achieve sets of objectives. There are many organizations that are teams in name only. 
”Teams need a compelling direction” For efficiency the team members must understand and pursue the same goal.
”Teams need to enabling structures.” For this the team must be perfect in terms of number of members, their typology, required tasks, norms and values.
”Teams need a supportive organization.” Success must be facilitated by everything.
”Teams need expert coaching.” A third party must guide the group evolution at key points.
Henry Ford, the founder of Ford, wanted an efficient way to create cars affordable and reliable. With this perspective he create teams that worked together for a specific part of the assembly process instead of an individual work from start to finish. Using team working Ford Motor Company became the fifth largest automaker and did millions of reliable automobiles. For a successful team the members must believe they can reach their goals.
An employer need to have team working skills because in almost any workplace is a team and behind any business, successful or not, is a team. For an efficient work people have to act in team in order to combine their perspectives and try to find the right one. An example is when one of the members meet a new situation then the other ones who have experience can help for better and efficient work.
Even teamwork has negative aspects and the most popular is the lack of commitment. It is very frustrating when majority of the work is done by only a few members because at the end the ones who are doing nothing or just little receive the greetings. 
Lack of planning and poor structure comes with losses in productivity, another negative aspect. If a team does not have roles defined, fixed responsibilities and is not coordinating their efforts the work will slow down. (Maund, Schriek and Tinkler, 2017)
Communication in teams can be also a problem which slows the process. The team members can understand from the same meeting different perspectives about what was or not accomplished. Communication problems give way to conflicts between members and this is happens because most of them have subjective interpretations of nonverbal communication like body posture, tone, facial expression or eye contact.
Therefore to lead the team to success is necessary to develop the communication skills of the members. A reduction of perspectives, due to different experience and diversity of opinion, by developing the storming stage will fix the structure of the team. Another aspect that helps the team success and minimized the losses is that the members understand and became aware of the roles they have. Otherwise the people from teams became frustrated and performance suffers if the roles are unclear and ambiguous.
[bookmark: _hl5alb6g8br1]Conclusion
This report aims was to analyse the most important three skills that an employee should have or develop. Following a research job announcement I choose to analyze the following three skills: Communication, Time management and Teamwork. According with Maund, Schriek and Tinkler (2017)”communication contributes to the effectiveness and efficiency of group processing and team success”.  From communication skills analysis I discovered that can also have negative aspects when it comes to the level of engagement in the group`s tasks and goals. 
When it comes to time management I think because is easy to become overwhelmed due to many and diverse responsibilities, time management should be one of the hardest quality to have, but essential for every employee. There is a simple concept that everybody can apply to help – organization.Staying organized allows each employee to do a multitude of tasks without allowing very important issues to fall through the cracks. As Gamauf (2012) argues the foundation for a good time management are organizational skills.
Team working skills was the last one but not the least. According with the definition a team must accomplish common tasks and goals, peoples interacting with one another for the business to be successful. Teamwork has also negative aspects if there exist any lack of planning, poor communication or poor structure.
To lead the team to success is necessary to develop the communication skills of the members and be organized for a good time management. Therefore all those three skills are essential together for a successful business.
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