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This report is an analysis of relevant employability skills I have or need to develop to gain credibility in the search for employment opportunities. The skills analysed include; Communication, Time management, Team working, and Leadership.
“Communication is the exchange of thoughts, information, or ideas that result in mutual understanding between two or more people”. (Maud, Schriek, and Tinkler, 2017; p. 47).
The following are some of the communication skills which are so essential in any successful work place and people involved in it. 
First and foremost, effective or active listening enables you to accurately understand tasks, issues, or messages better, enabling you to have a thought through response or successful task completion. The ability to understand others or instructions is very important as far as employability and successful task completion is concern (Maud, Schriek & Tinkler) pp 52, (Hargie, 2006)
Communication skills help in managing diversity particularly in the current international communities we work. Businesses are currently operating in a global village made up of people from all over the world. Effective communication helps you understand others around you, helping to overcome communication barriers created by cultural differences or backgrounds (Mullins, 2013) pp132
Communication skills like being able to express yourself more clearly (clarity), greatly aid implementation of change, and innovation particularly in a work environment. The resistance to change or innovation which lead to very costly strikes and demonstrations in work environments are greatly minimised or avoided.
Being able to communicate effectively with the help of electronic media like emails, text messages, phone, web conferencing etc. significantly improves effectiveness, reputation and above all reliability. The ability to effectively use electronic media at work gives you an upper hand in terms of being employable (Mullins, 2013).
Effective use of oral communication enhances likability and easiness of others to adopt your ideas. It is a very effective tool for leaders, managers, and politicians who are very good orators. People simply adopt their policies, ideas, or concepts not because they are factual, but simply due to the style they were delivered to them.
Good and relevant communication skills in a work environment create job satisfaction which leads to efficiency and higher productivity (Maud, Schriek, & Tinkler). 
Lastly but not least, is the ability to read and write effectively. They both play a major role in understanding what to do, what you want others to do, research, confidence, preparation and leadership. The Sunday Times of 1997 quotes government sources to have advised “young jobless will have to learn the 3Rs” (Hamilton, 1997)
All in all, I partially have all the above communication skills but not to a satisfactory level. It is paramount that I develop them to a professional level, increasing my chances of employability and to be able to fit in any work environment with ease.  

Time management is “a process of deciding on the order in which you will do tasks, and making sure they are done on schedule, (Collins Dictionary).
Time management skills are a key component of any professional life, or work environment, and it is a very valuable requirement for one to achieve life goals, excel at work and in search for employment.
First and foremost, time management is responsible for employers achieving their aims, goals, and objectives in specified periods of time. Achieving goals on time is rewarding in many ways which may include financial, motivational, promotional, and developmental and building up of professional reputation (Morgan 2017).
Secondly, effective time management at work enables you to be ahead of schedule. It enables you to avoid missing or amassing deadlines which result into unnecessary pressure, ‘firefighting’ or stress which may even lead to both poor health and performance.
More to the above, good time management enhances productivity through adequate planning as a result of managing tasks effectively by prioritising, delegating and getting rid of time wastage through the use of techniques like covey’s time management matrix (Morgan 2017; 59-61).
With the aid of acronyms like S.M.A.R.T., you can set yourself goals which are specific, achievable, measurable, realistic and time-bound. This type of planning enables you to achieve your goals in a very orderly manner and with ease (Morgan, 2017; p38-40).
Good time management creates more free time as everything is done on schedule hence making life more enjoyable. It creates time for relaxing, holidays, exercising and enjoying your hobbies. In return it allows you recharge getting back to work fresher and more focused.
 As you accomplish more tasks effectively, and on time as a result of good time management, employers appreciate your excellent skills and qualities which enhances your reputation, and reliability.  
Time management teaches punctuality, discipline, delegation, and ownership of assignments which all lead to betterment of your professional life, abilities, and finally being more employable.
Ttime management skills are responsible for enhancing confidence at work as it allows more planning and plenty of time to carry out assignments/tasks.
All in all, it is vital that I acquire the above-mentioned time management skills as they play a major role in increasing employability and retaining jobs.
Teamwork is defined as “process of working collaboratively with a group of people in order to achieve a goal” (Anon., 2019)  Many companies’ policies regarding recruitment, training, and performance are geared towards their employees working in teams to achieve company missions, and goals. It is important therefore that for one to increase their employability opportunities they should have teamwork skills. (Morgan, 2017) P.202-218
The following is an analysis of ‘teamwork’ as part of relevant employability skills I have or must develop in order to increase my employability opportunities;
Teamwork requires, encourages and promotes ‘communication’ as all members of the team are expected to contribute towards achieving the team’s goal. They must contribute ideas, defend them and at the same time exercise their listening as other members analyse their contributions.
Diversity in terms talents in a group where members are pooled from different areas of interest/qualifications is key in making teamwork excel in terms achieving goals easily, timely and effectively. (Mullins, 2013)
Teamwork ensures personal motivation and satisfaction as members feel useful, valued, and part of the success achieved at the end of the project. This is responsible for high employee retention in many companies using teamwork to achieve their goals.
Effective teamwork gives employees freedom to exercise their creativity and allowing talents to excel, taking risks which are responsible for many innovations we enjoy today. 
Teamwork avails members with roles, responsibilities, confidence, nurturing, and acquire new skills as they progress through the project. At the end of project, they transfer same experience to other areas which results into promotions and better delivery of their personal assignments.
Conflict management is another key element in teamwork. It is normal for people to defend their positions and at the same time challenge other members’ ideas which in many cases results into conflicts in a team. It is a question of learning to control egos, status, conflict of interest, being accommodative, putting team/project first, and willingness to learn from others. (Fincham & Rhodes, 2005) p.394-419
Teamwork requires and teaches trust, sharing and respect for each other. Through sharing of ideas, persuasion, listening to others, and helping one another, courteous relationships and comradeship develops. This is responsible for the motivation, morale, and love for work/professions, positive attitude, and members’ willingness to sacrifice personal goals for team, management and company. (Mullins, 2013)
Through teamwork, companies get projects and goals completed far quicker, with better efficiency, quality, and productivity which would have been impossible if project had been carried out individually.  All this is possible because of talent diversity assembled, creativity, effective communication, selflessness, commitment, loyalty, and support for each other, focus, and motivation, collaboration, and togetherness. 
All in all, teamwork is a very effective skill with far reaching results. However, if not managed properly can turn into disaster, producing very demoralising results (like long term conflicts, low retention rate, incomplete projects) and side effects spreading far beyond end of the project.
I need to develop the skill to a very high standard as it involves diversity of talents, managing people, and requires more professionalism.
Leadership is “the action of leading a group of people or an organisation (en.oxforddictionaries). Leading others involves establishing a vision, sharing it with others, providing knowledge, information and methods of how to realise it, and handling conflicting interests of stakeholders (businessdictionary).
This section will be analysing leadership skills I have or need to develop to enhance my employability opportunities.
It is the duty of leaders to motivate the workers, keep their spirits high, and inspire them to go beyond what is expected of them. Leaders nurture self-esteem through recognition, mentoring, S.M.A.R.T. goals, rewards, responsibilities, promotion, positive feedback, flexibility etc. They must have or acquire skills that motivate workers better to enhance productivity. It is of great importance that leaders lead from the front and should always be an example/benchmark towards which workers look for inspiration. (Anon., 2019)
Leadership requires competent communication skills and should be well conversant with communication tools and techniques (thebalancecareers.com). Leaders clearly explain company missions, goals and tasks to their subordinates. They should be good at listening, speaking, verbal and non-verbal communication, reading and writing, and facilitating group conversations. Results of all the above is charisma a sort of ‘magnetic field’ which attracts people around him, building trust, respect, and admiration, attracting them to respond to his wishes.
Delegating is another key component of effective leadership. A very valuable skill one should possess in order to manage individuals, and groups effectively. Some leaders fail simply because they consider delegation a sign of failure instead of success taking on too many responsibilities which they never accomplish.
By identifying abilities/skills of each employee and allocating them appropriate responsibilities accords you opportunity to pay attention to other important issues.
Effective delegation relies upon teamwork, trust, time management, accepting feedback, prioritising tasks, evaluating employee performance, and matching duties to right employee.
[bookmark: _GoBack]Trustworthiness is another key element that ensures success for both leaders and employees. For employees to be able to trust and respect their leader he must demonstrate a high degree of integrity. It gives employees comfort of approaching the leader with their feedback, grievances, suggestions, questions and concerns. 
Honesty and openness on the side of the leader is transmitted into the teams and culture of the working environment. These are 2 fundamental components of trustworthiness a major asset for any successful leader.
Leadership is all about managing people. “Without followers there are no leaders” (Anon., 2019) Leadership requires skills to ease one-to-one and groups’ interaction which is a daily routine of successful leaders. He needs to know how to go about with delegation, recruitment, inductions, and motivating others.
Innovation and change management are part of the challenges leaders always encounter. Leadership matters quite a lot in the effective delivery of innovation and change. 
All in all, we are living in a world that is so sophisticated and changing at a very fast pace. Technology is fast taking over our lives and places of work. In order to cope and be employable or increase employability opportunities in this fast-moving world we need to equip ourselves with above mentioned skills to ensure our survival both at work and out of it.
Communication skills particularly verbal and nonverbal, being able to effectively use electronic media and to be able to comfortably operate in present day massively diverse working environments is essential for increasing employability opportunities.
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