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Introduction
The purpose of this report is to analyse what skills I have and how I can further enhance them. The skills chosen are: COMMUNICATION SKILLS, PROBLEM SOLVING SKILLS AND TEAM WORKING SKILLS. These skills are required by all employers because they are known as transferable skills, which every employer values.
Communication:
There are three main types of communication: - verbal communication, non-verbal communication and visual communication. Communication is a two-way process, where it involves relaying and receiving information. Communication can be in the form of words, facial expressions, gestures, using picture symbols etc. Communication consists of effective listening too. 
Effective communication in a healthcare setting is one of the most crucial skills that is required in order to provide a quality service to patient. It is paramount that we can convey messages, information in different ways to inform patients what support we will be providing them. In a healthcare setting, there are patient from diverse range of backgrounds, some can communicate using verbal communications and others use nonverbal such as gestures or referring to writing messages or using picture symbols, some can’t even converse due to their deteriorating health conditions. [1] 
Although some patients may not be able to communicate with the carers, the carers need to communicate with individuals and inform them of the daily routine, what tasks will be carried out and how choices will be portrayed to the patients.  Carers also need to ensure effective communication is maintained throughout face to face contact in order to maintain the patient’s dignity and respect and not discriminate because they are unable to communicate/respond back effectively.  Patients have barriers that prevent them from communicating whether it be verbally or non-verbally therefore as employees it is crucial that we find alternative method of communications to exchange information.  For example, a patient who is a vulnerable elderly individual with Dementia is able to verbally communicate but may not make sense and may not be able to comprehend the care that is being provided to them. Rather than assuming the person with Dementia doesn’t understand and carry on with tasks without keeping the patient informed or making no effort to communicate with the patient and finding out how they are feeling, or even ask questions that will prompt individuals to make choices is the wrong attitude to have. Every individual is a human being first and regardless of their condition the carer must still communicate step by step what they intend to do with the vulnerable individual i.e. Today we will take you out to the park, which jumper would you like to where today etc .
Using signs and symbols, which is a graphical way of communicating essential information by using images which enables people who cannot speak or understand a spoken language. Objects such as toys and clothes or other everyday object that have a special meaning, for an elderly person a photo may mean a lot because it has a lot of old memories for a child a cuddly teddy bear that may mean comfort and safety can all be used to effectively communicate. 
Being a good listener is also crucial in demonstrating effective communication. Listening to someone share their experience shows that you are empathetic towards them. Listening to someone sharing information and disseminating advice whether it maybe verbally or written are all appreciated as sometime the person communicating their experience has never had anyone listen to them before or given them impartial advice, this is very important in a health and social care setting.  [2]
 Employees need to listen when someone is speaking, care workers need a range of verbal communication skills. They would need to find out about individual problems and needs, listen and respond to questions, deal with problems and complaint and then provide support to them. Individuals can also learn to change their tone of voice and ensure it is appropriate, so the employee does not sound condescending or patronising when communicating with vulnerable adults who do not have effective communication skills themselves. 
Nonverbal communication goes hand in hand with verbal communication therefore employees need to ensure when communicating in a health care setting with patient, their body language, facial expression must match what they are verbally saying. For example, if an employee is being friendly and have a nice chat with the patient, their facial expression needs to be smiley and positive – no frowns and their body language needs to be open and welcoming and not closed and intimidating. Also, the tone of voice needs to match too. 
‘If our tone conveys an undercurrent of anger or frustration, sounds distracted or preoccupied, or is heavy with sarcasms, it will influence how others hear what we are saying and how they interpret our message. A misinterpretation, based on our tone, will garble the message, at best, or lead to a giant misunderstanding. Misunderstandings in our workplace can be the downfall of a team, lead to unnecessary expenses, or create a hostile work environment.’[3]
Communication has three elements, spoken words, body language and use of tone. Research found the most important element of communication is body language 55%, then use of tone which is 38% and word which is 7%, this means that it is not so much what someone is saying it is how they are saying it. You don’t have to verbally commutate, for someone to like you - it takes only few seconds for someone to judge whether they like you or not, just by the way you have presented yourself, your appearance, body language, facial expression you have demonstrated – people can tell if you are approachable, friendly, caring, will go out of your way to help them etc. Hence first impressions are crucial.
I am a positive person who can speak confidently amongst peers. the ability to speak different languages empowers me to support people around me whom I can give clear instructions that can be understood clearly and tasks can be completed more further improve on these skills by learning addition languages that are more common and useful within my working environment.
 In order to improve communication skills, one must learn to identify and describe different forms of communication, take part in effective one to one and group efficiently. 
 
Problem Solving
Problem solving is our everyday task in life we are continuously making decisions in our lives, important decisions that can shape our lives, learning and understanding and applying critical thinking and creative problem-solving skills can improve the quality of the decision that mean the most to us. We need to spend time to think about decisions especially related to problem solving. To solve a problem and decide it is very important to understand the situation. At work problem solving skills enable employees to analyse problems, to identify problems. in a health and social work setting we will need the above problem solving skill, for instance if there was a conflict at work you need to follow procedures, if plan A failed you should have a backup plan B, example kitchen hygiene we can put notices on the wall, email everyone personally arrange staff meeting to explain to everyone or set a rota delegating tasks to everyone. We can also allocate someone for regular check-ups to back up stock.
We can have a reward system, complaint procedure and, code of practice what is expected of a person, rule and regulation.
In a work environment challenging situation can arise with colleagues i.e.  misunderstandings, whistle blowing, breaching safeguarding protocols etc. In a situation like this it is crucial that one deals with professionalism and does not undermine each other or create a scene in front of other team members but in fact respect each other and solve the problem amicably following employers’ rules.  
In order to have good problem solving skills, one needs to be vigilant, creative and be able to think outside the box, for example in a health and social care setting, there will be different challenging situations and behaviour – for example as a carer, when carrying out a task with a patient (feeding) patients can refuse to eat and refuse to corporate, this is a problem for the carer as if the patient does not eat, medication cannot be administrated and not eating can deteriorate their health. As an employee it is essential to remain calm and patient and communicate effectively with the individual, try and understand why the patient does not want to eat, provide the patient with an alternative choice of food etc until they understand and start cooperating. 
It is only when one feels they cannot control the situation then they can always rely on colleagues and senior staff members for support in finding the right solution. [4]
Due to my ability to understand peoples needs and necessities I can draw my past experiences to help advise on how one can overcome any obstacles they may face.by learning and improving my management skills I can work on my ability to positively influence my fellow colleagues. Motivation is a key part of a successful working environment therefore if I am able to understand different behavioural, I can solve any personal clashes that may occur. To improve problem solving skills, employees can be encouraged to go on training to learn techniques, also employees can shadow each other to get idea etc. 


Team working 
Good teamwork is essential for high performance in any business & organisation. It signifies that people are working towards a shared purpose and common goals and in doing so they are sharing their varied skills in complementary roles and in cooperation with each other. good teamwork creates synergy – where the combined effect of the team is greater than the sum of individual efforts. Working together a team can apply individual perspectives, experience, and skills to solve complex problems, creating new solutions and ideas that may be beyond the scope of any one individual.

Being able to work as a team is also a valued transferable skill. In the Health and Social Care setting team working is crucial – To provide care to patients sometimes carers need to double up as there may be moving and handling required of the patient etc therefore working in pairs requires good communication, where they can delegate tasks to each other and help each other out when working towards a deadline. In order to be able to work as part of a team, the employee will need to be approachable so that other colleagues can approach them for support or information and vice versa. [5] 

 Building effective teams is about how teams members collaborate and communicate together to improve team work we can start off by building trust and respect within the team clearly outline roles and responsibilities. we can team processes do group activities, set defined goals [6]]
 I can explain myself clearly in a group. I have always worked in a team in all my jobs and I have quite easily reached my deadlines I can take lead in a team as I am good at organising and utilising my colleague’s efficiency, I can also work under the leadership due to my ability to be a good listener and my drive to complete any given task. I believe I am influential, and I can change mind sets and the more knowledge that I gain, the more I can apply this attribute. To improve this skill, we need to have good human relations skill.  
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Conclusion 
This report analysed how important communication skills, problem solving and team working skills are in employment. These skills are required by all employers because they are known as transferable skills, which every employer values. I have shown in this report that I posses these key skills which can be valuable top an employer.
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