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INTRODUCTION
The aim of this report is to analyse 4 skills of employability which I have to develop in future. The skills analysed will be communication skills, problem solving and decision making skills, teamwork skills and self-management skill. While focusing on these skills, I will be looking at why the skills are good for the workplace and conclusion. Employability skills are abilities that “involve the development of a knowledge base, expertise level and mindset that is increasingly necessary for success in the modern workplace” (Business dictionary, 2017).
Communication skills 
Communication skills are “the ability to convey information to another effectively and efficiently” (Business dictionary, 2017).In focusing on Communication skills which are the leading part of everyday life and are essential when in a workplace, and also about making contact with others and being understood. Face to Face communication is another essential part of a good communication skill in the workplace when i have the opportunity to do so and also it helps me to make a factual point to my fellow colleagues. Clear communication is very crucial in a workplace. However, i need to understand my colleagues’ needs and be capable of articulating what I can provide to them. I have been working in a health and social care setting for about six years where I establish an appropriate work related rapport with my team members and having a mutual respect. This skill has helped me a lot to understand how to communicate effectively with my colleagues in the workplace. Talking to my colleagues clearly and directly, using positive body language and allowing enough time for example, in the health and social care setting that I work in it is very essential to give time for communication to take place because the service users that I am looking after may need me to repeat, explain and give examples in order for them to fully understand my message. The service user may need to question me, challenge and negotiate (Walsh et al, 2011). Communicating by listening to my colleagues’ point of view help us to understand each other and have a dialogue, I also make sure that my colleagues understand any essential information that I delivered (Walsh et al, 2011). For example, a good leader needs better communication skills, knowledge for planning and organizing, better decision-making skills and a friendly attitude to establish interpersonal communication with colleagues. In my workplace the employability skills have enhanced me in my role to follow a variety of routes when communicating to my colleagues’ such as, team meetings followed up with written minutes and are circulated via email so that it can reach to everybody which makes the job more productive.    
Teamwork skills
A teamwork skill is another skill employers are looking for and is an important component within business because employers are looking for team players to work within any industry. No matter the role, you need to be able to work as a team and well with other individuals. Teamwork is the “process of working collaboratively with a group of people in order to achieve a goal” (Business dictionary, 2017).  Teamwork skills are good in the workplace because it helps solve problems (YTI, 2015). The skill I have learned helped me in my workplace to prioritise tasks and time management while working with my colleagues’ made us to achieve our goals effectively. Since I started this course I can solve difficult problems within my colleagues ‘which makes everyone cooperate together. Team working skills can be extremely rewarding by exchanging ideas together as a team to come up with positive ways of doing things. By working together, I and my colleagues’ can find the solutions that work best within the workplace. This skill makes me and colleagues’ happy in our workplace because it allows us to meet deadlines and achieve our goals and helps in bringing new ideas to develop the business in the workplace. A lazy colleague can be one that works in the shadow of others and thrives off the success of the team without actually doing any work and a potential conflicts may arise if the team does not develop a strong form of communication because a lack of communication in a team is possible as each person has a different way of doing things especially in their chosen roles. Teamwork skills are good in the workplace because it maximises involvement, utilizing everybody’s strengths and areas of expertise, as well as distributing workloads and responsibility to all (Tough nickel, 2018) and better results come out of a team because teamwork brings out the better qualities of each individual. 
Problem solving and decision making skills 
Problem solving skills and (decision making skills) are part of the border term ‘Thinking skills’. Problem solving skills involve working through a detailed problem to reach a particular solution this is able to happen because decision making is part of the steps in reaching a solution. Decision making skills is core skill that every employee must acquire for him or her to succeed in the workplace. It is also a thought process of selecting a logical choice and weighing the good and bad decisions and as well considering the alternatives. Problem solving skills help me to solve problems in my workplace anytime there is a conflict. There are 5 stages to consider when solving a problem as a employee within the workplace In my workplace I assess the problems by simplifying the nature of the problem, managing the problems by breaking the problem into smaller manageable parts, decision making by deciding between the different possible outcomes, settle the problem by implementing action and examining the results by reviewing the problems (Careers Kent, 2017) this has been a very good strength which I acquire in practicing this skill in my workplace. For example, my two colleagues’ had a very big row which I was the team leader on that day and i used the skill I learned to handle the situation by listening to them attentively and made a good judgement at the end which made them to become good team members again.     
There are also 5 stages to the decision making process (Maud et al, 2017) which are Problem definition, criteria definition, select the most suitable solution, implementation - the solution is put towards the decision in order to solve the problem, review the effect of the decision made. This enhances communication skills in turn because critical thinking (Problem solving and decision making) can make an individual a more effective communicator. Decision making abilities allow the individual to make more analytical, which results in a sounder decision. Problem solving and decision making skills are good in the workplace because they allow you to become a more balanced problem solver where you as an individual will learn two types of reasoning inductive and deductive. Logic over emotions makes an effective problem solver. 
Self- Management 
Self-Management skills are important in the workplace because they help you contribute to a better work environment for the colleagues. Types of self-management skills are self-confidence, persistence, resilience and patience. These types of skills will allow you to perform well within the workplace and strive for your goals. Self management skills are good for the workplace because it helps in the process of developing personal productivity skills to manage both your time and commitments and build a broad personal network that allows you to tap expertise in and out of the organization for complex problems. Self-management skills are good for the workplace because it helps to avoid any difficult situations. The impact of self management skills allows you to stay away from many mistakes that people usually make when in a difficult situation. A difficult atmosphere usually puts a barrier in our ability to think and make rational decisions, we can’t cope even with the simplest tasks at the workplace, so our productivity goes down and we get frustrated. That’s why you need to develop this skill in order to be profitable in the workplace and able to avoid a difficult situation. Time management is effectively important in manufacturing ideal results in a timely manner which regulates the success of our effort. Time management is also a self-management skill that makes a colleague be more fruitful. There are various time management approaches that show you how to advance this skill for self-management.  The capacity to recollect events, names, facts, etc., allows a colleague to recall about everything that needs to be done in everyday tasks or roles. Among other self-management skills examples, committing to memory requires our individual efforts for establishing our mind abilities. There are ways of approach for enhancing memory. Critical self-management skill is a way to keep your body in order. When you feel healthy and have a vigorous nervous system, a lot of more things can be down in other to cope with the various challenges. Physical activities like jogging, fitness, and different sorts of sports allows you to keep your body fit, keep your muscles up, and be more useful in the workplace. (Linman, 2012)
These 4 employability skills that I have discussed about above which Communication skills, problem solving and decision are making skills, Teamwork skills and self-management skills that I need to improve for future employment. I understood that one of the employability skills which was Self-Management  is the skill that I need to improve in future employment because I consider it a weakness of mine because for future employment I need to be able to contribute to the atmosphere of the workplace which I am in, being able to stay on top of any deadline and projects that I may be given but also equally delegate tasks to other people to make sure things are done in time and also adopt important characteristics such as Patience, resilience and self confidence. As a result of this, I will be able to be a more productive employee and maintain a personal network within my workplace and the co-workers which will maintain a better working environment for everyone as a result. However, strength of mine is Communication skill which has enhanced my value as an employee within my place of work as a support worker and has given me valuable opportunities in any area of employability that I may go in to. Learning to actively listen, have face-to-face conversations has been strong point for me and has given me the ability to do well in class because communication skills are soft skills that is important to every employer. Another strength, I have is problem solving and decision making which I have understood and now use within my place of work as a support worker and in my education. Using these skills in different institutions, I am able to make coherent decisions as well as understand complex problems and find a way to implement a viable solution in which to solve the situation. As a support worker there a plenty of situations that need to be solved and decisions that need to be made especially in a limited amount of time. Therefore, this strength I have is highly useful and needed in employment in the future.  A threat to my skills needed for future employment is being competent in technology and the digital world as a whole. I have encountered difficulties to the technological skills because the world is constantly changing and therefore I have not firmly grasped systems such as Microsoft (Word, excel and PowerPoint) and effectively navigating the internet with ease. 
Conclusion
In conclusion, I will say that the employability skills can be a good measurement of the success of my skills within the workplace. In this report, I have clearly focused on major skills that employers will be looking for in the workplace such as communication skills, problem solving and decision making skills, teamwork skills and self-management skills. I have judged them against my own strengthens and weaknesses using the SWOT Analysis. Lastly, Employability skills that I need for future employment in the workplace Employability skills has really enhanced my skills in the workplace and with knowing both hardware and software which are technological skills will help me more in the future.  
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