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INTRODUCTION
The purpose of this report is to research the important employability skills and abilities that we need to successfully perform in our workplace or need to improve for career by giving examples from my career and also touching on the significance of education and continuing professional development that are beneficial for personel development.
All the companies want to provide a competitive advantage nowadays with improvement of society.Therefore, the employers want individuals who want to hirenot just degree but also very good employability and academic skills.In parallel with this , individuals who provide workforce as a leader or follower must have the skills needed by employers and the knowlodge and skills should be improved continually for all of the career.

EMPLOYABILITY SKILLS
The level of competition to get the job is rising day by day and people are getting the positions who have required employability skills.According to Margaret Greenwood , the shadow work and pension secretary , UK employment is in the biggest fall since May 2015.The slowdown in economic growth and Brexit uncertainity made businesses more careful and selective about hiring.(Elliot L.2019) There are lots of employability skills and employers want staff to show them.I think that the most important ones are commitment , integrity and reliabilty.
Commitment is one of the most important issues of human resources.The main reason why employee loyalty remains on the agenda is that according to the researches , the rate of quitting and absenteeism of people with high employee engagement is low , on the other hand,job performance,productivity and customer loyalty in their place of work are high. It is also useful to know that employees who are committed to their workplace  have a more positive relationship with their bosses and managers, are more capable of dealing with new challenges and changes, dealing with stress more effectively.For example,I am managing housekeeping staff in a healtcare company.I always support people who are committed to their job and workplace.When I ask feedback to the Owner relating to my team, it is so positive and the cleaning score of council inspection is very good.When I review my staff performance , I always ask What the key point of their success is , most of them answer that they are happy at workplace and the communication between staff and myself is                          
excellent.They think that they are always motivated to do something.This shows us employee motivation is so important to achieve the goals.Motivated employees increase productivity and allow management to achieve the goals and as a leader , you should have knowledge to motivate others for same goals.You should know basic needs of employees.According to John Adair , Leadership and Motivation should be considered together and you can not be a leader if you do not know to motivate others.(Adair J.2009)
Integrity is openness, open heartedness and consistency.An honest and solid stance is one of the most important features required to be leader of the business world.Honesty in the workplace has an advantage in establishing healthy communication and doing business.You know that when you work with honest people,there is no harm coming from them.Honest people share with you when there is a problem , not talk behind you.Knowing these makes you feel confident.One of the reasons I am succesful at my work is that my team trust me so much as I am equal to each team member when I delegate the tasks, do the rota or inspect their jobs.The integrity is our best factor as a team.All team members trust eachothers , even we forget to do something, we accept our mistakes honestly and try to solve all together.However,dishonest employee causes drop in productivity , theft ,lost revenue and lower morale.For example,when i worked in the hotel in Istanbul,I was working with an employee who was hotel receptionist.He believed that he was underpaid in several months and stole money in the reception.I was working as a reception supervisor in that time  and discovered this issue a few months later but before I discovered that, the company investigated all the team and this situation affected all department very bad.According to company workplace policy, he was dismissed.
Reliability is the ability of a unit to perform the desired functions under specified conditions and within a specified time frame.Reliable employee does what the business needs, finishes the tasks in correct time and can be flexible when needed.The employers always need reliable staff so they search this criteria from applicants when they interview them.Reliable employee is also responsible and knows to use time effectively.They always do their tasks by being cooperative and available and show a good attendance record.Realiable person is always well organized so creates effective work flow.There is another important point for reliability is that employers can not monitor every detail of one employee’s day.They can focus on more important things such as improvement due to reliability.Reliability is also very important point in job applications and one of the most important features of an employer or HR specialist.Therefore , the references provided to the employer are very important.They should provide detailed information about your way of doing business and that you are trusted person.It is important to remember that a realiable employee will be indispensable.Most of hiring managers will ask you references that are very important to get the job.They will contact them to ask their opinions about you.(Schooley S.2019)
When the employers and employees meet under of these ethic principles , the success and growth of the organization will be unevitable and permanent.The most important thing is to provide the sustainability of these principles.

 FOLLOWERSHIP & LEADERSHIP 
Followership is defined a role held by individuals who follow a leader in a company or team.A good leader is the person who can motivate his staff , always help and train them.It is very important to develop the skills in followership if an organization is to be succesful.
In an organisation , followers and leaders do not exists as seperate identities.They always need to be on the same side.Effective followers play active role with a leader to succeed an organizatonal goal.They know that leader has authority but take their own actions to sort out the issues.(SchindlerH.J.2015)
For example, in my workplace, I always support my followers to use their own initiave and they suggest me their ideas to do the best.My deputy head housekeeper suggested me to reorganize staff break times for better performance and after consideration, I followed her idea.As a result, the staff performance is better now.As a leader, you should always take a consideration to your followers’ ideas.
There are 7 behaviours in effective followership;
· Always to be available to help and complete goals
· Always accept new tasks
· Being loyal to the team
· Expressing opinions, but always to support the group decision
· Give suggestions
· Always be positive
· Work effectively in a team (Jones N.2012)
A good follower is also the person who is loyal to the leader and always informs when the leader is heading in a wrong decision.
There are five skills of a follower to become a better leader;
· Awareness : the leader always need to be aware of his audience
· Politics: followers learn how to agree with people who have distinctnesses and do not ignore those. 
· Bravery: a good follower is that one who has bravery to speak when sonething is wrong, it also means to to support the leader who is doing things wisely and well.
· Team work: leaders who were good followers know to work with their followers to do the best.
· Censorious thinking: good followers also need to think of themselves and stand for their opinions if they think that the leader is doing something wrong.Sometimes leaders also need to follow their followers ıf they want to succeed.(Moran G.2014)

CONTINUING PROFESSIONL DEVELOPMENT & ACADEMIC SKILLS
Education is very important in career life as it is in every field.Education at work should be done in Professional and personal fields.The person who keeps himself up-to-date with his professıonal and personal knowledge will enable him to make correct planning in line with his career goals and take effective steps in his decisions.The way to be successful in business life is to be fully equipped in the fieald of activity in other words to have a good education.The condition required fort he implementation of the trainings in business life include adding skills to the knowledge , thinking analytically , working with success and having clearly defined the career steps in advance.If the individual indexes himself to work in a success oriented way,his motivation will always be high.Companies like to work with highly motivated candidates.The main reason is the need for high motivation in team work.There are different methods for CPD about learning, such as training workshops,conferences,e-learning trainings,ideas sharing, all these ar efor the person who wants to be developed and have effective Professional development.(ND:https://cpduk.co.uk/explained)
My main reason to study this course is to develop my skills and have qualifications for a better carrier.I am learning lots of academic knowledge right now which makes me to think big.For example , I started to learn to prepare presentation and present it.I know that it will be so beneficial for my workplace when I give training to my staff.By doing my assignments, I started to develop my English which is grade for my future positions.I learned to study more organized so that will help me to do my work well organized.
The company where I work also provides me e-learning trainings, class-room trainings and seminars which help my knowledge to be fresh everytime. I must repeat all these trainings once a three months.These are really useful for me to update my knowledge to do my job very well.You can not get all your learning and information at the begin of your career or you can not stay in same role in all your carrier.This makes you bored.According to David Megginson , in rest of your job life , you can not use all your knowledge that you get in begin of your career.Everything is changing like technology.If you do not freshen your knowledge , it dissapears fastly.(Megginson D.2007)

CONCLUSION
Through this report, people open the job doors for themselves by improving and getting required employability and academic skills, however we should always be ready to develop ourselves to compete as the job life becomes harder day by day. To be leader does not mean that you know everything or to be follower does not mean that you will just follow all the life.We need to learn new skills or fresh our knowledge to make carrier steps.We should understand the importance of education and utilize the opportunities.As I mentioned in my report , if we are faithful , honest  , consistent and also willing to improve our knowledge , to achieve the goal is not difficult.
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Ex.1 Write a paraphrase of the following passage.

Chocolate has always been considered an zffordable little luxury, associated with romance and
celebrations. Therefore in 2001, revel

that the production of cocoa in lvory Coast involved
companies, consumers and governments alike. The USA

s
child slave labour deeply shocked choc
passed legislation mandating that sta be created to permit companies who could prove that
i labour to label their chocolate “slave-labour free.” The
chocolate industry agreed to an internztional protocol that would give chocolate producers four

years to limit abusive practices.

their chocolate was produced withou
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Ex.2. Complete the blanks in such a way that the meaning of the second sentence is as close to
the original sentence as possible, using the word in brackets where given. Pay attention to
grammar and make sure what you write matches what is already given.

1) There will be a few changg\s around in the office. (announce
The boss _annoi e /‘(\'\o\\r P TU e | Le sran chn the office.

2) He doesn't write to me,as frequthly as | wanted.

iwish__ e cadl TSN e e ,\pko\QEQAY\:j

3) We were concerned about her health. \
We had some _ Coor.etns c@ ,\pe(‘ \p@@ \T\ea*“\\‘

4) You weren't careful, so you made so many mistakes. (had)
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2 X % oLt oA

5) The council cut funding so we could not provide free p

arking.
Because of )
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6) His proposal was a fafttre as it was too theoretical. (relied)™,
——Hisproposal_ceRNed ooy Hxé?g“i\) = o -fctx\—e,g

7) It was Mary who stole money. -
He accused _& ‘e rﬁ&% hoo shelea oo e

8) He seems well-educated. However, he's not very bright. (althou
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9) Universities place the burden of understanding plagiarism and attribution conventions on
students.
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10) 33% of adolescents who have dne baby, have a second baby within two years of the first \
baby's birth. (third) P den
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