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[bookmark: _Toc503047060]EXECUTIVE SUMMARY
Employability skills are important for the candidates to acquire before entering into their preferred career as they will face tough competition in the job market. They will have to compete with other candidates who are seeking the same job. Only academic and technical skills cannot ensure that they will be able to perform their jobs properly. It is therefore important for them to learn employability skills. It will also help them to succeed in their career as they will be able to perform their jobs more efficiently. It will also improve the performance of the organisation. There are various methods of acquiring and improving the employability skills. The candidates will have to become proactive in order to acquire and improve these skills. This report has analysed different employability skills for prospective job candidates. It has proposed methods for developing the skills. 
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[bookmark: _Toc503047061]1. INTRODUCTION
There are various skills required for an individual to become successful in career. These skills are known as career readiness skills and there are three major skill areas: academic skills, technical skills and employability skills. Acquiring only academic and technical skills cannot make an individual ready for the career as it demands more from an individual to become successful in their career (Stoner and Milner, 2010). To become ready for a career, one needs to acquire different non-academic skills in order to perform their roles and responsibilities properly. These skills required to become successful in the career are known as the employability skills. It is important for an individual to acquire these skills in addition to the academic and technical skills in order to become ready for a career (Williams, 2005). Employability skills are important to acquire while acquiring academic and technical skills as these skills are not taught separately. But the importance of these skills cannot be overlooked if the individual wants a good job after completing the academic levels. This report aims to analyse different aspects of employability skills in order to help acquiring these skills.  
[bookmark: _Toc503047062]2. EMPLOYABILITY SKILLS 
Employability skills are considered to among the most important skills to become successful in the workplace. Modern organisations are realizing the importance of recruiting candidates with strong employability skills (Stoner and Milner, 2010). As a result, it is difficult to secure a good job in the 21st century without acquiring strong employability skills. Different skills are included in the area of employability skills such as critical thinking, adaptability, problem solving, oral communications, written communications, teamwork, innovation, creativity, responsibility, professionalism, principles, and use of technology (Williams, 2005). 
Employability skills are required regardless to the field of profession and level of career. It is critical for all the individuals to have the employability skills in order to survive and succeed in their career (Houston, 2005). Generally, there are eight widely recognized skills that an individual must have before entering into the career. The eight recognized employability skills are as follows.
1. Communication
2. Teamwork
3. Problem solving
4. Initiative and enterprise
5. Planning and organising
6. Self-management
7. Learning
8. Technology
[bookmark: _Toc503047063]2.1. Communication
Communication is important for workplace environment. Employees need to communicate with different parties within the workplace (Williams, 2005). They also need to communicate with different external parties in order to perform their jobs properly. They will require both written and oral communications depending on the situations. It is therefore important for the employees to have the skills for both written and oral communications. It is difficult to ensure effective organisational communication without having the skills for communications.  
Required skills for communication:
· Listening and understanding
· Speaking clearly and directly 
· Writing to the needs of the audience
· Establishing and using networks
· Persuading effectively
· Negotiating positively
· Empathising
· Being assertive
· Sharing information
· Reading independently
Examples of developing or improving communication skills include:
· Writing assignments and reports as part of the studies
· Using social media networks for communications
· Using blogging platforms for written communications 
· Making oral presentations as part of the class work
· Working in customer service practices
· Volunteering to host a community radio program
[bookmark: _Toc503047064]2.2. Teamwork
Organisations form different teams in order to carry out different projects efficiently. It is therefore important for the employees to have skills for working in teams. It requires them to engage with others in the workplace and sharing information (Stoner and Milner, 2010). It requires them to collaborate with the co-workers in order to perform the jobs properly.
Required skills for teamwork:
· Contributing to productive working relationships and outcomes
· Working with people from diverse backgrounds
· Knowing how to define a role in the team
· Applying teamwork skills to a range of situations
· Identifying the strengths of team members
· Coaching, mentoring and giving feedback
Examples of developing or improving teamwork skills include:
· Doing group assignments as part of the studies
· Volunteering for a community organisation
· Thinking about working better with other people in the workplace
· Joining a local sporting team
[bookmark: _Toc503047065]2.3. Problem solving
Problem solving is about being able to find solutions to various problems in the workplace. It is common that employees will face various difficulties while performing their jobs (Williams, 2005). They will have to find solutions to these problems in order to succeed in their career. Problem solving skills will make them able to find solutions to their problems.
Required skills for problem solving:
· Applying problem-solving strategies across a range of areas
· Developing creative and innovative solutions
· Developing practical solutions in the workplace 
· Showing independence and initiative in identifying problems
· Solving problems in teams in the workplace
· Applying a range of strategies to problem solving
· Testing assumptions relevant to the specific situation
· Resolving customer concerns in relation to complex project tissues
Examples of developing or improving problem solving skills include:
· Doing research assignments as part of the studies
· Dealing with complaints at the workplace
· Doing a study skills course that looks at problem solving
· Talking to other people about how they solved the problems they faced
[bookmark: _Toc503047066]2.4. Initiative and enterprise
Initiative and enterprise are the skills of being able to make improvements to the existing circumstances. It is important for the employees to become innovative and creative in the workplace in order to make improvements in the workplace (Stoner and Milner, 2010). It can help them to contribute positively in their workplace through bringing meaningful changes.
Required skills for initiative and enterprise:
· Translating new ideas into action
· Identifying opportunities not obvious to others
· Adapting to new situations with minimal efforts
· Developing a strategic, creative, long-term vision
· Being creative and innovative in the workplace
· Generating a range of options for the organisation
· Initiating innovative solutions to problems
Examples of developing or improving initiative and enterprise skills include:
· Approaching organisations and businesses about work placements or internships
· Setting up a fundraiser in the local community
· Making or proposing changes to the way your group does things
[bookmark: _Toc503047067]2.5. Planning and organising
Planning and organising are inevitable parts of job responsibilities for the employees. They will have to make effective plans for the organisation. They will also have to organise the works systematically in order to make the organisation more efficient (Stoner and Milner, 2010). All these tasks will become easier if they have planning and organising skills.
Required skills for planning and organising:
· Understanding short-term and long-term planning
· Managing time and priorities 
· Taking initiative and making decisions
· Adapting resources to cope with contingencies
· Establishing clear project goals and deliverables
· Allocating people and other resources to tasks
· Planning the use of resources including time management
· Participating in continuous improvement and planning processes
· Developing a vision and a proactive plan to accompany it
· Collecting, analysing and organising information
· Understanding basic business systems and their relationships
Examples of developing or improving planning and organising skills include:
· Developing a study timetable and sticking to it
· Organising some independent travel
· Managing the time around work, study and family commitments
· Helping to organise a community event
· Doing chores regularly around the home
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Self-management is about getting on with the work without continuous help from others. It is extremely vital for the employees to have as they will have to perform different tasks in the workplace and they will not always have people to guide them (Williams, 2005). They will have to manage their works and activities without the help from others in the workplace. It is therefore important for them to acquire these skills before entering into their career.
Required skills for self management:
· Having a personal vision and goals
· Evaluating and monitoring own performance
· Having knowledge and confidence in own ideas and vision
· Taking responsibility in the workplace
Examples of developing or improving self-management skills include:
· Doing a work experience placement or internship
· Asking for new responsibilities at work
· Developing a study schedule and sticking to it
· Joining a volunteer organisation
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Learning is a continuous process and employees need to have this skill as they will have to learn new things in the workplace in order to carry out their responsibilities properly. An individual that can learn new skills on a regular basis can succeed in the workplace as they will be able to perform their responsibilities more efficiently (Stoner and Milner, 2010). They can succeed in their workplace if they can learn new things when necessary.
Required skills for learning:
· Having enthusiasm for ongoing learning
· Managing own learning activities
· Being open to new ideas and techniques
· Being prepared to invest time and effort in learning new skills
· Acknowledging the need to learn in order to accommodate change
· Being willing to learn in any setting – on and off the job
· Contributing to the learning community at the workplace
· Using a range of methods for learning in the workplace
· Applying learning to technical issues and people issues
Examples of developing or improving learning skills include:
· Doing a short course or online course
· Doing some research into learning skills and learner types
· Starting a new hobby
· Joining a sporting or volunteer group
[bookmark: _Toc503047070]2.8. Technology
This is the age of technological excellence and organisations are making use of different technologies in order to improve their performance (Williams, 2005). Modern technologies are making it easier for the organisations to improve their efficiency. It is important for the employees to acquire different skills for using these technologies in order to perform properly in the workplace (Houston, 2005). They will have to acquire skills for using latest technologies in order to perform properly.
Required skills for technology:
· Having a range of basic IT skills
· Applying IT as a management tool
· Using IT to organise data
· Being willing to learn new IT skills
· Being aware of the impact of technology on the organisation
Examples of developing or improving technology skills include:
· Doing a short course or online course
· Asking for extra training at work 
· Finding out what technology is used in your job and researching its use
· Identifying the technology you are already using in your day-to-day life
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It is important for the candidates to prepare themselves properly before entering into a certain career as they will have to face a competitive environment in the career (Cassidy, 2006). They will have to acquire all the skills and competencies in order to remain on top of the competition. It will enable them to grow substantially in their career and they will be able to make significant developments in their workplace. However, only academic and technical skills cannot make it easier for the employees to become successful in their career. They will have to acquire employability skills in order to become successful (Stoner and Milner, 2010). However, these skills are not taught in the academic life too seriously. Therefore, the candidates will have to take their personal initiatives in order to acquire these skills (Houston, 2005). In addition to this, they can participate in different training programmes in order to acquire these skills. 
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