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Executive Summary
Employability skills are a very important aspect determining the personal and professional traits of a person. The presence of these skills makes a person more employable in the job market. This report depicts the types of employability skills that are important for the employees and looked for by the employers. The importance and reason for looking at these skills are also included in this report. The last part of this report tells about the reason how demonstrating these skills makes a person an efficient employee.
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[bookmark: _kcpm82isfqr3][bookmark: _Toc97138295]1. Introduction
The qualities that make a person employable are known as employability skills. Other names for these skills are soft skills or transferable skills. These skills are separate from hard skills like technical skills. In any industry or for any kind of job, employability skills are important for the employee. These skills if the employee has from his initial period then he became an effective employee and able to hold an important position in his company. This report aims to describe the importance of the employability skills that are important and looked for by the employer in the employee during the recruitment process. 
[bookmark: _pnc4hmxbsj7x][bookmark: _Toc97138296]2. Main Findings
[bookmark: _5rg17u3qt9j6][bookmark: _Toc97138297]2.1 Employability Skills That Are Important for Employers
Multi-tasking Skills: Multitasking is the concurrent execution of several tasks at a certain time. The ability to manage various responsibilities at a certain period is known as multitasking skills. As an example, writing notes during a lecture in class demonstrates multitasking skills. According to Suleman (2018), some common skills are required for multitasking such as Organisation, Prioritisation, scheduling, and Delegation. Multitasking involves proper organisation with managing the day or week to keep track of the tasks. Followed by ‘prioritising’ ensures the management of time by delivering high-priority tasks on time. Third, scheduling refers to planning the time to ensure achieving the goal. Asking others to help for completing the task is a part of the delegation.
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Picture 1: Multitasking Skills 
(Source: Kelley, 2020)
Leadership Skills: Leadership is the ability of a person to influence and guide other employers of an organisation. According to Nisha and Rajasekaran (2018), leadership skill is a combination of various skills to motivate the other for completing their task according to a timeline. Several skills are required to be a good leader such as good relationship building with employees, adaptable behaviour, innovation, motivating the employee, decision making, and more. Relationship building with employees is a strong ability of a good leader. Leadership requires the ability to make decisions quickly with the available data. 
Communication Skills:  Communication skills are the ability to convey ideas and feelings effectively with others. Communication skills involve active listening, open-mindedness, positivity, and relentless communication. According to Gregorio et al., (2019), active listening is the important ability of a leader to focus on the individual speaking and provide valuable responses to the employee. Open-mindedness is an effective leadership skill that helps to communicate with other employees and allows them to make effective decisions. Communicating with positivity encourages the employee to do their work more effectively in the office. Relentless communication of a leader is a way to smooth the path of communication for the employees in the workplace.
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Picture 2: Communication Skills
(Source: ‌Speexx, 2021)
Digital Competence: Digital competence is one of the key components that contribute to the confidence and critical use of Information Society Technology for communication and basic problem-solving. According to McGunagle and Zizka (2020), digital competence refers to the ability to use all digital technologies for gathering information. Companies face a lot of challenges to compete in the global market due to the opulence of digitalization. An ideal employer must always be up to date with the latest changes in the digital world. Employers can focus on some digital technology such as cloud computing, artificial intelligence, e-commerce, social media marketing, and mobile. 
Emotional Intelligence: Emotional intelligence is an achievable skill for a leader to create strong relationships with others in the workplace. Emotional intelligence embraces empathy, self-awareness, self-management, and more. Being empathetic is one of the key factors to understanding the employee’s emotion and that helps to be emotionally intelligent. Leaders who practice self-awareness are aware of their own emotions that influence their attitude in the office. According to McGunagle and Zizka (2020), as an example, a leader can objectively look at the negative critiques of the employees and realise them to improve their projects. Self-management is an extremely valuable quality for leaders to have. 
Resilience: Resilience is the power that enables the ability to navigate through adversity by an employee or a person. The person can adapt and survive in that adverse situation. A calm person has stability and clarity in his character during a stressful situation is called resilient power. It gives the power to a person to recover from difficult problems or life events. A company faces several hard situations when they operate in the market. According to McGunagle and Zizka (2020), a true employee should stick to the company and give his best by managing his personal problems. 
[bookmark: _gfr2jzfadr0l][bookmark: _Toc97138298]2.2 The Reason for Looking at Employability Skills by Employers during Recruitment
[bookmark: _qyk9ena50efi][bookmark: _Toc97138299]2.2.1 Reasons for Looking at Soft Skills
Multi-tasking Skills: An employee who has multitasking skills is able to do multiple works at the same time. It saves both time and money for the company so the employers look for this skill among the employees. The tasks that are being done at different times then would require huge time but multitasking reduces the time taken for the task. According to Kaplan Pathways (2021),
if a single person does the tasks then it is not required to hire multiple people for the tasks that save money for the company. 
Leadership Skills: An effective leader causes the growth of the company as well as the department. The goals are always clear to him as he drives the team members to attain the goal. The focus is cleared by the team leader to the other members. He enforces deadlines and keeps the team members on track. He checks the teammates if they are having any problems. According to Hurley (2020), he encourages the team members to solve the problems and increase their potential to contribute positively to the company. 
Communication Skills: Employers often look for these skills in all their employees because this skill helps the employees to communicate with their team members more effectively ‌(Speexx, 2021). As the workplace is considered to have most of the miscommunication, this skill is important among all the employees. The stress becomes less if someone communicates with their colleagues effectively leading to their good performance. Employees will give respect to each other and increase the potential to become a leader. 
Emotional Intelligence: Daniel Goleman said the emotional quotient is more important than the intelligence quotient in his book 'Emotional Intelligence. According to Hurley (2020), emotional intelligence could become a hindrance to someone's success. According to Cherry (2018), 75% of managers consider the EQ to be more important than IQ. It improves the management of the team, communication with the other employees. People who have emotional intelligence always make better decisions, they are able to manage conflicts and keep calm under hard situations. Their aggressiveness is less than the others. These are important aspects of the employee working for the company. 
Resilience: the power of resilience gives the employee strength to overcome the problems faced by him. According to Indeed Career Guide (2022), the problems could be either professional or personal by nature. Ken Ginsberg has developed the 7C's model of resilience that states how to build resilience power among the people by building confidence, competence, character, control, contribution, and others. He said without considering the age people should build inner strength to utilise the resources.
[bookmark: _vle2712g50uh][bookmark: _Toc97138300]2.2.2 Reasons for Looking at Hard Skills
Digital Competence: the world is becoming digital at this time so the employees need to have digital literacy. The ecommerce and big data companies have a huge amount of information to process. All the work is becoming online and their data and information are stored on the computer, especially the companies that are operating in several counties. Digital transformation of the companies makes it necessary for the employees to have digital literacy. According to Indeed Career Guide (2022), cyber security is an important aspect that should be followed by companies. These are the reasons for looking for these skills in employees. Employers want employees who have a good understanding of digital media and could evaluate and analyse the data well. 
Marketing Skills: Marketing skill is not a single skill, it enhances some other skills in an employee. Marketing is a form of communication that interacts with the demand of the people. The designers create logos for promotions, do market surveys to know the market picture. During new product launching, they need to give public speeches so they need to have good verbal communication skills also. According to The Personnel Commission (2017), their analytical power should be good to make designs that are found attractive by the customers. Negotiation power, creativity, understanding of technology, and stress management should be done by them to become a valuable employer for the organisation. 
Presentation Skills: Having good presentation skills helps to build morale and more learning about the organisation. It helps to build more self-confidence by creating someone's own network of connections. Good presentation is always a determiner of a good presentation. They have the confidence to talk in public. According to The Personnel Commission (2017), they are able to present things well to the new clients so that they understand the matter effectively. 
[bookmark: _y0d3ek6z7vbb][bookmark: _Toc97138301]2.3 How Does Demonstrate These Skills Make an Individual More Attractive to a Prospective Employer
The job market is becoming competitive day by day so the employees need to have a competitive advantage in their workplace that could place them in front of others (Kelley, 2020). Getting good marks is important but along with that having employability skills makes a person more employable in this competitive job market. Hiring is mainly done on the skills that are obtained by a person. 
Experiential Development: An employee who is employable in an organisation may join as a normal employee but he could avail a higher position when he starts to gather experiences. According to ASM IBMR (2020), those experiences help him to learn from the past and he does not make the same mistake again. This experience will lead to an efficient leader. Practical experiences help a person to apply his gathered skills to the next step. A situation could be handled better by an experienced person both in the workplace and in personal life. The personal development of the employee is based on these experiences. The experience is gathered by the space and people that could be good or bad but both these experiences help the person in making better future decisions. Communication skills, digital literacy skills, problem-solving skills, and others get better with time for an experienced employee. 
Increasing Adaptability: According to ASM IBMR (2020), an employee is able to work under pressure and becomes more efficient with the time to work under pressure. If the employee became a good adaptor of the skills such as presentation skills that leads to more business success and individual success also. A good presentation also saves time for the employee as he makes his work more presentable. Good presenters have good communication skills because they connect with people effectively. The Career Adaptability theory states that, the people who have more adaptability work better in their work even if they change their behaviour to return to their workplace. An employee understands his responsibility better and if he acts as a team leader then work always drives his team leader to work better. 
Expertise: According to Cherry (2018), problem-solving, decision-making, digital competencies, and other skills make the employees efficient. The employees make better decisions when they face the problems that were previously faced by them. Digital competencies help the employees to understand and analyse the data held by the company better. Managing foreign clients is now dependent on the use of digital literacy. 
[bookmark: _jiwyjeb99vz3][bookmark: _Toc97138302]3. Conclusion
The set of skills that have been achieved to gain employment or a job. It helps the person to remain competitive, achieve the goals easily and gather experiences for the employee. The nature of the job constantly changes with time so the employees need to use their expertise more efficiently to their skills. This report describes those employment skills that are divided into soft skills or hard skills. The importance of those skills during employment is also included in this report.
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