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[bookmark: _Int_q0vSqMcn]According to Holmes (2017, pp. 15-16), employability skills are the abilities needed to excel and succeed in any workplace. This can include literacy, numeracy and particularly IT skills which are required in virtually all jobs nowadays, attitude towards work as a positive attitude can show an employer the individual’s willingness and enthusiasm for work, and personal skills such as self-management and employability skills.
One skill that employers look for in individuals is self-management. Self-management is a great measure for employers to gauge an individual’s ability handle different situations that may occur in the workplace; an individual is highly likely to encounter many tasks that they will have to manage, so being able to demonstrate an ability to multitask effectively is essential and being able to balance workplace commitments is also a great skill to possess (Trought, 2017, p. 6).
Another skill that employers value is problem-solving. Cotterell (2021, p. 249) states that an individual can come across a problem at any time, therefore it is crucial for individuals to be able to tackle these issues successfully. In order for individuals to be successful in the workplace, they may want to improve their problem-solving skills by observing other people solving problems, gaining more knowledge in a specific area that could aid them in certain problems, or even by actively seeking out problem-solving opportunities to refine, enhance, and develop their problem-solving skills so that they can be more successful in the workplace (Herrity, 2025).
Leadership is also a key transferrable skill that employers will look for in applicants. Some important leadership qualities that employers look for are being able to set goals and objectives, take initiative, accept responsibility, and motivate and guide other employees (Rook, 2025, p. 69). According to Duggan (2025), employers value leadership abilities as individuals with these qualities are more likely to remain loyal to the company, have an increased morale, and take fewer absences as they will tend to want to progress within the company to earn a higher position where their leadership skills will be utilised more frequently.
[bookmark: _Int_paQp4X2t][bookmark: _Int_fcr5O86k]As well as having skills useful in the workplace, another way that individuals can succeed in the workplace is by utilising internships, placements, and volunteering. Many employers will value potential candidates with previous experience through internships, placements or volunteering as these can help those individuals develop relationships with different employers. By participating in internships, placements or volunteering, individuals can gain practical experience, they can widen their network of connections, and show employers their interest in the area they are working in which can help skyrocket an individual’s success in the workplace (Neugebauer and Evans-Brain, 2016, pp. 60-61). According to data collected by LinkedIn, those who have participated in internship programmes are 25% more likely to begin a full-time working position within six months of graduating than those who neglected internship opportunities (Perna, 2024). Therefore, it is evident that internships, placements and volunteering opportunities can massively boost a person’s career and make them more successful in the workplace.
However, a person’s skills and talents are not the only determining factor in their workplace success, an individual’s personality can also impact this, and employers may use the Myers-Briggs Indicator during the employment process to estimate whether a potential candidate would be successful and thrive in their workplace. Lopez (2025) says that the Myers-Briggs Indicator is a personality test that provides more of an understanding of a person and, therefore, can be used in workplace situations such as job interviews to understand potential candidates, or to evaluate personality trends amongst employees and their impact on the team or company. Furthermore, as well as helping employers, the Myers-Briggs Indicator can also help individuals decide which career path is best suited to them based on their personality type, therefore increasing their chances of success in the workplace. For example, the ISTP personality type (the virtuoso) is said to be better suited to careers such as chefs or mechanics, whereas the ENFJ personality type (the protagonist) is better suited to careers such as mediators or public speakers (Keiling, 2025). Having this knowledge can help an individual narrow down their job prospects and home in on the careers that they may excel at based on their personality and help them succeed more than they may in another career path.
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Dear Hiring Manager,
My name is Calan Wilkins, and I am writing to apply for the job position you have vacant, which I heard about from your website. Currently I am a university student studying law and criminology at the University of Wales Trinity Saint David and a domestic assistant employed by the Swansea Bay University Health Board, and I am eager to provide you with my vast skills and knowledge for this role.
Throughout my life. I have developed my self-management and time management skills. As part of my role as a domestic assistant I have had to undertake multiple tasks at once, such as waste disposal, providing patients with refreshments, and upkeeping cleanliness and hygiene in a short amount of time. Furthermore, in school as well as university I have had to partake in my academic studies at the same time as working part-time, highlighting my effective time management skills.
[bookmark: _Int_JYgol4mS]I am able to work as part of a team, which is evident in my current part-time job; working as part of a wide and diverse team, working in high stress situations on many occasions as an effective team. However, I am also able to lead a team, demonstrated in my role as Deputy Head Boy at my sixth form. As part of my duties, I organised a book swap event for younger years in the school, handing out tasks to other members of the leadership and making sure everything runs smoothly, as well as organising and holding a school-wide talent show where I was involved in the auditioning process and selecting the contestants, and making sure that everything is correct and every participant has everything they need backstage.
I am excited to hear back from you, and I hope you take my application into consideration as I believe I would be a highly valued and hard-working member of your team. 
Many thanks,
Calan Wilkins
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www.linkedin.com/in/calan-wilkins-a80a51362 
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