
Introduction
This report is aimed at understanding what employability skills are, different employability skills required from an employee by an employer and the employability skills required to gain credibility in in search of jobs or if in a job and skills needed to develop.
Employability skills are not job specific, but are
skills which cut horizontally across all industries and
vertically across all jobs from entry level to chief
executive officer”.
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Human capital is referred to as a process 
involving training, education and professional initiatives to improve the knowledge, skills, abilities, values and 
social assets that will lead to employee job satisfaction and performance while improving the performance of the 
company (Marimuthu, Arokiasamy & Ismail 2009).
Human capital is referred to as a process 
involving training, education and professional initiatives to improve the knowledge, skills, abilities, values and 
social assets that will lead to employee job satisfaction and performance while improving the performance of the 
company (Marimuthu, Arokiasamy & Ismail 2009).
The strength of any organisation is in its workforce and what the workforce brings to the table when employed. According to (Marimuthu, Arokiasamy & Ismail 2009), “Human capital is referred to as a process involving training, education and professional initiatives to improve the knowledge, skills, abilities, values and social assets that will lead to employee job satisfaction and performance while improving the performance of the company”. This summarises why employers are very keen to get it right when interviews are conducted so that they can get it right.
Employability skills are also soft skills and cuts across all sector. They are general skills that cut across all companies and are needed on daily in all organisations to succeed.
What are Employability skills?
Employability skill have been defined overtime by different scholars, for the purposed of this report, the two below have been closely looked at;
A set of achievements – skills, understandings and personal attributes – that makes graduates more likely to gain employment and be successful in their chosen occupations, which benefits themselves, the workforce, the community and the economy. (ESECT based on Yorke, 2006).
Employability is not just about getting a job. Conversely, just because a student is on a vocational course does not mean that somehow employability is automatic. Employability is more than about developing attributes, techniques or experience just to enable a student to get a job, or to progress within a current career. It is about learning and the emphasis is less on “employ” and more on “ability”. In essence, the emphasis is on developing critical, reflective abilities, with a view to empowering and enhancing the learner, (Harvey, 2003).
In my opinion, employability skills are skills required to get into jobs and also skills that keep the job and lastly, skills that help growth in the job. These skills range from simple basic skills that cut across all sector; communication skills, interpersonal skills, problem solving skills, decision making skills, planning and organising, continuous learning, self-management, etc., to role specific employability skills which could be computer literacy, analytical skills, numeracy, strategic skills, etc. Employability skills are the bane of a successful organisation. They are the oxygen a company depends on for growth.
For the purpose of this report, the following employability skills relevant to me will be focused on;
· Communication skills
· Analytical skills
· Team working/building skills
· Numeracy skills
· Decision making skills
· Planning and organising
· Self-management and
· Continuous learning.

Communication Skills
In simple terms communication skills involves passing on information in simple terms. It involves more than one person. Information passed has to be understood by the receiver. When this isn’t the case, there is an issue with the level of communication in the organisation. Communication can be written; in form of emails and letters or can be spoken; interviews, presentation, meetings. These different aspect of communication helps to build interpersonal relationships in most organisations. Where this isn’t the case, Problems might arise. Effective communication requires paying attention to an entire process, not just the content of the message. When you are the messenger in this process, you should consider potential barriers at several stages that can keep your intended audience from receiving your message. (http://ascopubs.org/doi/full/10.1200/jop.0766501). The importance of communication skill is that it relays information in simple terms, it also means being clear on the message that is being conveyed, whether written or spoken and also ensuring that the receiver on the message understands what is being said to them. Information that have to be passed on needs to be concise and straight to the point to avoid it being boring or uninteresting for the user of the information.
Analytical Skills
Analytical skills are important skills to have in the modern employment world as everything is about data. This skill breaks down data into simple form for easy understanding by whoever needs the data. It involves understanding trends and patterns and to be able to make sense of these trends and break it down for the users of this information. It doesn’t just involve statistics, it also involves any form of data, including business cases and its likes and the ability to explain these in layman terms. This skill is linked closely with critical thinking and strategic decision making that can help in achieving the goals of the organisation. With analytical skill, problems can be easily solved and issues resolved in a timely manner. In this era of computers and coding, this skill helps to identify and break down very complex information and make it simple for the users of these information.
Team Working/ Team Building Skills
Team work or collaborating involves working with people as a team and achieving organisational goals. Most modern organisations now gear towards working in an open planned office environment and this has increased team working in organisations. Team working is an important employability skill because it can help build tolerance in an office environment and also aids understanding. When people understand themselves, it makes working together much more interesting and working towards a common goal is also easy to achieve. Team work can also succeed if there is feedback from team members discussed at team meetings. This also helps in building the team and making it better for each member of the team to be understood. There is strength in numbers and this is why team working is an important skill for many organisations.
Numeracy Skills
Numeracy skill is the ability to understand calculations and ensuring that these calculations produce accurate results. Numeracy skills helps to interpret information and check various options to work out what option is easier to understand in the aspect necessary. In most financial organisation, this is an important skill to have because in these organisations, there is little or no room for error because accuracy is very important. When the figures are right, the analysis becomes much more easy to breakdown.
Decision Making Skills
Decision making skill can be achieved by reasoning or through intuition. Making the right decision can either make or break an organisation and that is why it is an important skill that employers look out for in employees during recruitment. Most decisions are intuitive that is from gut feeling but the important part of this is that a lot of reasoning is expected so that it doesn’t just rely solely on gut feelings. The reasoning aspect of decision making comes from experience which has been earned overtime in employment. When reasoning is involved, the facts of the matter is properly analysed and put on the table so as to ensure that the right decision is made. Though reasoning deals with the facts, intuition helps in making the appropriate decision. Reasoning and intuition can be used alongside in decision making and one way to do this is to apply the two aspects in turn. It’s useful to start with reason, and gather facts and figures. Once you have an obvious ‘decision’, it’s the turn of intuition. How do you feel about the ‘answer’? Does it feel right? If not, have another look, and see if you can work out why not. If you’re not emotionally committed to the decision you’ve made, you won’t implement it well or effectively. https://www.bizjournals.com/bizjournals/how-to/growth-strategies/2014/10/does-intuition-or-analysis-drive-your-decisions.html. Some factors can hinder proper decision making and these include; not enough information to help in making these decisions, too many people involved in the decision making process; this means that so many people have their own opinions which might in the long run affect the decision that has to be reached. 
The above skills that been highlighted will be incomplete if planning and organisation, self-management and continuous learning are not present as part of the employability skills. These skills are broken down below.

Planning and Organisation
This skill involves having a timescale for a project and working out how to achieve this project. This is achieved by involving the team and working out how each work is delegated to each team member so as to achieve the set goals and objectives of the organisation. This is done by writing down the plans and ensuring that these plans are followed from start of the project to the finish of the project. 
Self-management
This involves working independently without much supervision. Ensuring that work is done on level of importance and deadlines are met. Working out who is responsible for various tasks and ensuring that these tasks are seen through.
Above all, continuous learning is an important employability skill. This is important because it involves learning new ways to carry out tasks and ensuring that ways in achieving these tasks are easier. It also involves adapting to the changing world. With learning new skills, goals and objectives can be achieved easily.
Conclusion
In conclusion, these employability skills listed above will help me towards getting the job suitable for me in the future. Some of these skills I already have and some of the skills I need to work on to become better in future. Most of these skills are not usually listed in the job description or person specification but when interviewed by employers, these skills are looked out for specifically to ensure that the right candidate is chosen for the job. 
It is important to always have this in mind when looking for a job and when preparing for interviews because employers think like this when they need to choose someone for the job.
Finally, just like any other thing, employability skills are important to continuously develop as the world is changing and it is important to change with the world so that we are not left behind.
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