STUDENT ID. NO:1706805


 
ACDEMIC AND EMPLOYABILTY SKILLS
Assignment Title: Academic and Employability Skills




 

Contents
[bookmark: _GoBack]1.0 Introduction……………………………………………………………………………………2
2.0 What is Employability skills?...............................................................2  
2.1 Communication Skills ……………………………………………………………………..4
2.2 Critical Thinking and Problem-Solving Skills…………………………………….4
2.3 Teamwork Skills………………………………………………………………………………4
2.4 Literacy Skills…………………………………………………………………………………..5
2.5 Self-management skills……………………………………………………………………5
2.6 Planning and organizing skills …………………………………………………………5
2.7 Initiative and enterprise skills………………………………………………………….5
2.8 Study Skills ……………………………………………………………………………………..5
3.0 Why do employers require these skills? ………………………………………….6
4.0 SWOT Analysis ………………………………………………………………………………..6
4.1 Personal SWOT Analysis………………………………………………………………….7
5.0 Personal Action Plan of Skill to Improve …………………………………………7
6.0 Conclusion ………………………………………………………………………………………8
7.0 References ………………………………………………………………………………………9






1.0 Introduction
The aim of this report is to analyse the skills that are relevant to gain credibility in search of job opportunities. They are skills necessary for the execution of various jobs in which one is employed to do. In the quest to identify the relevant employability I have or need to develop in future to gain employment. What is Employability skills? and Why do employers require these skills?  I will use the answers to these questions and my workplace experience to illustrate more in this report. The report will end with a summary of personal SWOT analysis after identifying employability skills and then an action plan for future improvement. 
This report will use the term ‘employability skills’ for the sake of consistency, to describe a set of non-technical skills – like communication skills, emotional judgement, problem solving and digital literacy etcetera. 
[bookmark: _Hlk501531502]2.0 What is Employability skills?  
Employability skills according to DEST (2000) are the skills that are needed for an employee to gain an employment and make a successful contribution to an enterprise strategic directions. For example, for graduates to gain employment and achieve their potentials contributing successfully to the labour market they must have the skills need by the employers. “A workforce with a broad mix of skills is crucial for business success and national prosperity”. (www2.deloitte.com, 2017).
“Employability refers to a set of achievements related to skills, understandings and personal attributes that make graduates more likely to gain employment and be successful in their chosen occupations, which benefits themselves, the workforce, the community as well as the economy” (Moreau & Leathwood 2006). For this reason, many higher education institutions have included skills in the curriculum to train graduates that will be appealing to the employers. Moreau & Leathwood (2006) emphasised that many employers attach much importance to generic skills like: communications skills and team working and personal attributes (such as resilience and commitment). The world is constantly in evolution and companies are becoming more technological, thereby the standard of employability skills need to gain employment.  These technological developments have triggered high competitions between companies, therefore, employers want graduates that are talented and multiskilled who can bring creative skills to the work environment because a skilled worker is a competent employee.
“Competencies are the specification of the skills, knowledge, and attributes required to achieve performance standards for specific occupations” (Bowles and Lanyon 2016). There are different types forms of skills, like:
· Transferable skills: “are skills that can be applied in varied contexts – for example a skill which can be developed in one job or industry but is still relevant and useful in another job or industry, even where the contexts are very different” (Committee for Economic Development of Australia, 2015). 
· Enterprise skills: “a combination of developed problem-solving techniques and ability to think creatively to come up with new solutions and recognise business opportunities” (Foundation for Young Australians 2016). 
· Capabilities: “specify a standard expected in professional practice. They represent a holistic view of an individual’s ability to perform in a range of contexts and their potential to improve” (Bowles and Lanyon 2016).
· Employability skills: The Department of Education, Employment and Workplace Relations (2002) sustain that are necessary to gain employment and helps to advance in career contributing positively to enterprise strategic directions.
Today, companies need productive employees and do not retain degree to be the only requirement for employment. Different companies have different standards. What employability skills the graduates should have are depend on company's actual operating conditions. According to the literature review, companies need almost the same basic employability skills such as “Communication skills, Teamwork skills, Problem solving skills, Self-management skills, Planning and organizing skills, Technology skills, Life-long learning skills and Initiative and enterprise skills” (Monash, 2017).

[bookmark: _Hlk502161358]
2.1 Communication Skills 
It is easier to work with an employee with a good communication skills because it enables good customer relationship. Relating better to clients, ultimately drives business outcomes. Generally, communication skills create a good working environment that allows workers to efficiently do their work because having good relationship with their colleagues and superiors.   For example, having a communication enables me to work very well  in the health and social care sector, it is very important to have a good communication skill because it permits you to understand the service user you are supporting. The advantage is that you will understand and support customers according to his or her needs. It makes the existing customer happy and satisfied with the product and services offered by the company and makes the company gain more returning customers.
2.2 Critical Thinking and Problem-Solving Skills
Critical-thinkers and problem-solvers have the ability to understand the environmental situations identifying potential issues before they become significant, and implement optimal solutions. For example, I retain myself not be good critical thinker and problem solver. The fear of making mistakes prevents me taking initiatives at work and this has earned me poor reviews from my managers. The aim is to learn through this course the skills that will improve my self-confidence thereby elevating my personal judgements.
[bookmark: _Hlk502161419]2.3 Teamwork Skills
Team members with strong self-management skills are more reliable and requires less supervision doing their work. Individuals with good emotional judgement and teamwork skills could help to foster better workplace culture. For instance, working in health and social care enabled to learn much about team working. I have a good team work skill and having a good communication skill has allowed me to good team work player.
[bookmark: _Hlk502161549]

2.4 Literacy Skills
“Businesses need staff with digital literacy skills to engage with customers online. And customers who engage with companies over social media spend 20% to 40% more money than customers who do not” (Barry et al. 2011).
[bookmark: _Hlk502161586]2.5 Self-management skills
“Companies also need graduates have self-management skills to complete the work alone or almost alone, without the need for someone to stand over the employees constantly and tell them want to do” (Foster, 1998).  Working and studying is not is not easy but having a good knowledge of self-management skill, I am still able make time for myself and also take care of my family.
[bookmark: _Hlk502054157]2.6 Planning and organizing skills
Employers need graduates that have the capability of planning and organising using limited sources to achieve both short and long-term goals of company. As a team leader in my workplace, my duty has enabled to learn on the site how to organise in a working environment and skills for workplace course will enable me to improve my Planning and organizing skills.
[bookmark: _Hlk502161682]2.7 Initiative and enterprise skills
“Employees recruited by the company are all with multi-skilled, the company may frequent transfer their employees to different departments and to take different roles within a company. So, this require the employee have the initiative and enterprise skills to adjust themselves easily to new situations and can take the job quickly” (Heather and Peter, 2006).
2.8 Study Skills
Study skills includes all the skills that allows a person's ability to study, retain and recall information assisting in passing exams. For example, it enables an employee to study a report and make decisions in a workplace and a student to pass an exam. This could include time management and motivational techniques.  Study skills are generally critical to success in in an organisation because it permits managers to study reports, understand their contents and make strategic decision. It gives them the possibility to tackle the process of organizing and taking in new information, retaining information, or dealing with assessments. In the school, it is essential for acquiring good grades, and useful for learning throughout one's life. They include mnemonics, which aid the retention of lists of information; effective reading; concentration techniques; and efficient notetaking.

[bookmark: _Hlk501531550]3.0 Why do employers require these skills?
The constant evolution of the world commerce and the rate of technological change have lowered the entry business barriers both domestically and internationally. Companies are witnessing fierce competitions so need competent employees that can move with the pace of modern business world, the expectations and preferences of customers and staff continue to evolve. Good employability skills drive business outcomes. They need critical thinkers capable of taking decision that will bring competitive advantages to the organisation. The impacts of globalisation, digital disruption, and demographic are changing the workforce that businesses have access to, as well as their skills.
“Globalisation, while not a new phenomenon, is accelerating. Facilitated by technology and more liberal trade policy, the barriers between economies are continuing to erode. Trade now represents nearly 30% of global GDP and the value of trade is predicted to continue to grow (World Bank 2016).

[bookmark: _Hlk502161825]4.0 SWOT Analysis
SWOT Analysis helps the students to evaluate themselves about the skills which they required for the position, and simultaneously they have to think whether they have these skills or not, and the way to develop the skills that are required by the corporate, and what they have to do in the future to develop the skills, it is important to absorb, if the students chooses that this is their career then they can start to research how they can be involved themselves. 

[bookmark: _Hlk502171463]4.1 Personal SWOT Analysis

	Strengths
I have employment experience 
A good team player
Can manage myself and time very well
A very sound numeracy skills
	Weaknesses
Average communication skills: Very nervous in making public presentations
I am weak in problem solving and Critical thinking


	Opportunities
Building confidence through assignment presentations
Developing my customer service skills through a part-time job
	Threats
Stronger candidates applying for the job



[bookmark: _Hlk502161883]5.0 Personal Action Plan of Skill to Improve
Based on my personal SWOT analysis, I make an action plan base on SMART 
5.1 Communication skills:
To improve my communication skills, I intend to participate in extra curriculum activities organized by school union and attend English courses where I will make new friends. I will take the initiative in making acquaintances and read novels to improve my English knowledge and feel nervous when talking to strangers. This will improve my presentation skills too. 
5.2 Problem solving skills:
I hope to improve in this perspective by applying for the volunteer opportunities that will provide the opportunity to help people. Solving their problems will help me learn how to tackle my future problems too. Helping people solving their problems will improve my problem-solving skills.
 
[bookmark: _Hlk502161920]6.0 Conclusion
From the above analysis, degree is not the only requirement for gaining an employment and doing the work. A good degree is an excellent starting point for employment because it helps employees open the door of finding a job but employers want graduate employees to have employability skills that can bring benefits to the company and let the company in an invincible position during the fierce competition. Institutions should train students to will be able to match their degrees with the employability skills employers are looking for.  
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