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What are the employability skills?
Definitions:
Employability skills are general skills that an applicant needs in most jobs. Employability skills can be defined as the transferable skills needed by an individual to make them ‘employable’. Along with good technical and subject knowledge, employers often set outline a set of skills that they want from an employee. (Morgan,2017)
Employability is the possession by an individual of qualities and competencies required to meet the changing needs of employers and customers and thereby help to realise his or her aspirations and potential in work (CBI, 1999, P. 1).
The UK government has similarly arrived at a  definition that, employability means the development of skills and adaptable workforces in which all those capable of work are encouraged to develop the skills, knowledge,technology, and adaptability to enable them to enter and remain in employment throughout their working lives (HM Treasury, 1997, p. 1).

Types of Employability Skills: (Holmes, 2011)

1. Communication 
2. Problem solving
3. Initiative and enterprise
4. Planning and organising
5. Self-management
6. Learning 
7. Technology
8. Team work 

Concept of Employability Skills: 
The concept of ‘employability’ plays a crucial role in informing labour market. The concept has been deployed to describe the objectives of the economic strategies promoted by important supranational institutions and labour market policies. (McQuaid. 2005) 
The concept of employability as a commodity is closely linked to government policy in which graduates represent a valuable resource in the increasingly knowledge based economy. The ability of graduates to be able to respond to changing needs of rapidly developing labour market is seen as vital for economic growth.

Importance of Employability Skills : 
Generic employability skills are important because the labour market is intensely competitive, and employers are looking for people who are flexible, take the initiative and have the ability to undertake the variety of tasks in different environments.
Employability skills are varied and extensive, but can be categorized into four areas:
· Behavioural (enthusiasm, adaptability, resilience, thoroughness)
· Functional (literacy, language, numeracy, IT end user)
· Intellectual (planning, problem solving, self management) and ;
· Work related (team work, customer service, time management).

How to Improve Employability Skills:
Employability skills are traits and talents that makes a job seeker an attractive candidate for a job.
Employability skills can be develop and improved through education, Training and practical applications can give candidate an edge in the job market.
· Advance education
· Get organised
· Learn teamwork skills
· Improve communication
· Become self-motivated
· Professionalism

Employability skills for newly appointed line manager:

(Moore, 2017) stated that Being a manager more responsibility at work. Line management is tough but rewarding and continuous learning journey. A manager or supervisor is someone who oversees a project and / or one or more members of staff.
 For manager post an employer required a set of skills in job applicant which are following essential skills;

Time management:
Time management skills are essential and it is the process of organizing and planning how to divide  time between specific activities, setting goals and prioritising for a better performances.
The result of good time management increased the effectiveness and productivity. A lack of good time management can have a negative impact on a project and on a team in the long run. Ineffective time management also increase stress and frustration.
Definition:
Time management is the act of taking control over the amount of time on specific activities. Good time management allows an individual to complete more in shorter period of time, lower the amount of stress and leads to career success. (Allen, 2001)
Time management is a game of choices: projects to pursue, tasks to complete, routine to follow.

Why it's important and its benefits:
“Time management is not a peripheral activity or skill. It is the core skill upon which everything else in life depends.” Brian Tracy
“The  bad  news time flies and the good news is you’re the pilot.” Michael Altshuler

Time skills are important because they help an individual  to structure your work in a way that allows for you to accomplish goals. For example, if the goal is to get a job, that  person need time to update his/her resume, search opening, apply research companies and prepare for interviews. Sparing aside specific amount of time per day will help complete the necessary steps to getting a job.
The time management refers to the way you organise and plan how long you spend on specific task. The benefits of time managements are enormous:
· greater productivity and efficiency
· a better professional reputation
· Less stress
· Increased opportunities of advancement
· Greater opportunities to achieve important life and career goals.
· More time
Effective time management enable to work smarter not harder - that is more work done in less time, even when time is tight and pressure are high, which leads to more free time, which enable s to take advantage of learning opportunities, lowers your stress, and help  focus, and that leads to more career success. Each benefit of time management improves another aspects of life.
A study from Stanford University found out that people who work more hours (more than 55 hours per week) don't actually get more done than those who work less than that. (Tran, 2015) 
Here are some methods to manage time more efficiently:
· Avoid distraction 
· Task list and priorities
· Estimate and track accurately
· Create a schedule

Interpersonal communication;
Every interpersonal relationship - work or personal, or otherwise - is built on communication skills. For a better relationships, it's very important to learn to communicate.
Interpersonal communication is the process by which people exchange information, feelings, and meaning through verbal and non verbal message: it is face to face communication.
Interpersonal communication is not just about what is actually said - language used- but how it's said and the non verbal message sent through tone of voice , facial expressions, gestures and body language. (DeVito, 1976)
Interpersonal communication skills are all about;
· Working with other people
· An ability to get along with others performing the job characteristics traits like, manners attitudes, habits, behaviour and appearance which helps people to communicate and maintain relationship with others

Use of interpersonal communication:
Interpersonal communication is a key life skills and can be used to :
· Give and collect information
· Influence the attitudes and behaviour of others 
· Form contacts and maintain relationship
· Make sense of the world and our experiences in it
· Express personal needs and understands the needs of others 
· Give and receive of emotional support
· Make decisions and solve problems anticipate and predict behaviour 
· Regulate power 

Importance of Interpersonal Communication;
Interpersonal communication skills are very important  and essential to develop other key life skills. Without good interpersonal skills it is often more difficult to develop other important life skills. It is therefore worth spending time developing good interpersonal skills as it's used every day in every area of lives. Being able to communicate well  with others is often essential and important to solve problems that unavoidably occurs in both professional and personal lives. 

Why Interpersonal skills needed?
· Improving power of expression
· Being accountable 
· Improving self management skills
· Using stress to win
· Improved emotional quotient
· To develop effective relationship within the organization, with suppliers and with the competitors
· To improve leadership skills
· To improve all round success
· To improve working environment
· To improve productivity

Benefits of Interpersonal Communication:
Good interpersonal communication skills  create significant advantages  to build successful relationships. Consciously gathering intelligence to become more efficient, Looking, listening  and reacting to the situation appropriately. 
· Rapport building is possible
· Possible to exchange first hand information
· Possibility of quick feedback
· Communication method is direct and personal

Negotiation:
Negotiation is a method by which people settle differences. It is a process by which compromise or agreement is reached while avoiding arguments and dispute. In negotiation, each party tries persuade the other to agree with his or her point of view. It can be interpersonal or intergroup,corporate, international or national.
In any disagreement, individuals understandably aim to achieve the best possible outcome for their position (or perhaps or organisation they represent). (Ury and Fisher, 1981)

Stages of Negotiation:
In order to achieve a desirable outcome , it maybe useful to follow a structured approach to negotiation.
The process of negotiation includes the following stages: (Voss and Raz, 2016)
· Preparation
· Discussion
· Clarification of goals
· Negotiate towards goals
· Negotiate towards a win-win outcome
· Agreement 
· Implementation of course of action

Importance of negotiation:
In business, negotiation skills are important in both formal and informal day to day interactions and formal transactions such as negotiating conditions of sale lease, service delivery and other legal contacts. Good negotiations contribute significantly to business success, as they help to build better relationship.

Benefits of Negotiation:
Good negotiation help build relationships because the aim is to foster goodwill despite difference in interests.
It delivers quality solutions that also last longer.it also helps avoiding future conflicts and problem by leaving both parties equally satisfied with no barriers to communication for the future. Hence both parties willing to work together again in future.

Team Player:
A team is a small number of people with complementary skills who are committed to a common purpose, goals,and approach for which they are mutually accountable. (Katzenbach, 1993)
A team player is a person who plays or works well as a member of a team or group. Teams in organisations needs strong team players to perform well and reach their goals. (Lencioni, 2016)
Someone who cares more about helping a group or team to succeed than about his or her individual success.

What is a team?
 A widely understood and interesting concept in team work is :
T - Together
E  - Everyone
A  - Achieve
M  - More

Team environment:
Team environment comprised of three environments;
· Composition of the team 
· Culture of the team
· Goals of the team
Composition is the people and skills that comprise the team.
Culture is the shared values of the team.
Goals are the overarching aims that the team is trying to accomplish.

Importance of team playing :
Team playing is important because it provides employees with an opportunity to bond with one another, which improves relations among them. Part of being a team player is being sensitive to the feelings and needs of those to work with.
Team morale is very important, and often it's not the actual work, or the way in which a worker approach this, which ensures that morale is maintained.
In today's modern corporate world, teamwork skills has become essential. In order to survive in competitive environment company needs to promote a place that emphasize teamwork. A team player should be able to coordinate tasks and work well with other members. It is important for a line manager to focus on the project and the end result of the projects .
People in a workplace perform team work when it's combined their individual skills and pursue their goals. 
1. Create synergy - where the sum is greater than the parts .
2. Support a more empowered way of working, removing constraints which may prevent someone doing their job properly.
3. Promotes the sense of achievement, equality essential for a motivated workplace.

Benefits of being team player:
Employees tend to be more productive and demonstrate more commitment and loyalty to the company when an employee see himself as a member of a team rather than as individuals working in isolation. But it's not just the employer who reaps the benefits of the collaborative environment. There are many advantages as being a part of a team. 
 
· Builds trust
· Promote a wider sense of ownership
· Encourage healthy risk-taking
· Teaches conflict resolution skills
· Time saved
· Intellectually stimulating
· Opportunity of flexibility
· Complementary strengths

Skills Analysis :
A skills gap is the difference between that employers want or need, and skills workforce offer.
I'm going to conduct personal skills gap analysis that will help me to identify skills I need to improve in my professional goals.
I’m going to discuss my current skills that are time management, interpersonal communication skill and problem solving. 
Time management:
Time management is very important because its one of the most important skills that anyone need for personal, professional and student life.
Everyone have same amount of hours each day. No one can store time, borrow it, or  save it for later use. What can be done is, allocate time wisely! 
I have learnt this skill gradually and eventually by studying and practicing. Time management has enabled me to manage my life in my own hands. I'm in control and manage my day and time in productively with less stress.
Im working mum and full time student in university. I have so much in my plate to manage. Time management skills has made my life easier. I do prioritise things and plan ahead deciding which task is more important and should be completed first keeping deadlines in my head that result in gaining extra  productive hours.
How I manage my time?
· To do list
· Set reminders on my ph 
· Use calendar
· Prioritise tasks
· Weekly planner
· Be realistic
· Set goals (short term/long term)
· Seek help
· Flexible

Gaps analysis :
I have few  time management challenges which I need to overcome i,e.
1. I don't know how to say NO
2. Perfectionism
3. Lack of energy (missing me time)

1. How to over come with challenges:
I do struggle with saying, “no”. If someone asks me for a favour or commitment, I feel bound to say “yes” as it is my moral duty.
One of my best friend mentioned to me several time that “ Naila if u can do something doesn’t mean it is required.”

Action plan:
I have researched online to overcome the challenges I do face when it comes to time management.  So here is plan I aim to practice;
· The best way to say no is, think about the things like personal boundaries and the situation at hand. 
· When saying “No,” do so in a polite manner that makes  boundaries clear. 
· Understand that you always have right to turn down an invitation or refuse a favour
· Its ok to make myself and my mental health a priority. 

2 .Perfectionism:
 Life is very busy and sometimes being to good and trying to give 100% in every task make me drained,  stressed and wreck my time management. This is the other challenge I’m facing!

 Action Plan:
· Practice self-awareness
· Set realistic goals 
· Consider whether it's worth the stress

Enough sleep;
I'm not a heavier sleeper and lack of sleep contributes to poor performance, effect energy and cause irritability.

Steps to overcome :
· Maintain an exercise routine
· Turn off phone
·  Me time

2 . Interpersonal Communication skills:
I have good interpersonal communication skills which is being used on daily basis to communicate and interact with other people. It helps to communicate effectively with family, friends and parents and colleagues. These skills are vital for success at work place.
I wasn’t born with this quality or skill, I have learnt it with passage of time using active listening and openness. It's helping me alot at my workplace, in uni and at home with family.
3. Negotiation skills:
This very important skills particularly when its comes to resolve a conflict. At my workplace I often used it to resolve tension and dispute and come to mutual agreements that keep everyone satisfied. I have developed this skill by observing my colleagues , experience and training. It helped me to build better relationships at workplace and even in personal life.

Challenges :  
· emotions 
· Cultural

Ways to Overcome Barriers:
· Promote appreciation of cultural differences.
· Be open to tr Clear communication is essential for effective functioning. 
· Try new things.
· Be mindful
· Be Present (focus on present work and forget the unhappy things)
· Watch the emotion ( separate myself from negative thoughts and emotions)
· Make a choice (positive)


Conclusion:
Employability skills are very important for growth in career. These skills can be developed through observation, introspection adaptation, conscious effort and training.
Line manager is the person who leads the projects and is responsible for achieving its objectives. All organisations can benefit from good employee communications and consultations. For a manager its very important to have  leadership qualities with effective interpersonal communication that helps to achieve the project goals and resolve any conflict using good negotiation.
All employees in an organisational environment are not similar by nature so as their needs. Hence, it is manager’s responsibility to find out individual needs as they play a vital role towards achieving sustainable development and effective output for the organisation (Ibarraran et al., 2014). With successful teamwork, problem solving abilities and effective time management, a manager can contributes to the company business in many ways which are reflected in company profits, organisation an overall morale.
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