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1. [bookmark: _Toc8305365]Introduction

“Employability skills are the skills, qualities and attitudes that employers say are essential for their workplace. (careers.govt.nz)”. When it comes to employability skills it is important for an individual to have certain qualities apart from the job specific skills. Employers look for skills, qualities and attitudes that can be adaptable at any job, those can be also called transferable skills.
 In the case of an employer requesting for an electrician, it is expected someone who has the technical knowledge for the job requirements, however they should have combined with these skills also personal qualities that helps build relationships. Regardless of the quality of the skills, employers look for someone who is dependable, easy to get along with and open to learning new things.
 Employers look for an employee with skills, qualities and attitudes that can be adaptable at any job, skills that are transferable. These are called transferable skills, the ones an individual owns anywhere he goes, to anywhere he works. These employability skills lead to efficiency at the work place, depending on how an individual presents himself to the employers demonstrating knowledge, skills, behaviours and attitudes that will provide good performance at the workplace.  Therefore, attitudes and behaviour show knowledge, easily recognisable and value by employers, who look for an easy to manage employee who demonstrates qualities that builds credibility and dependency.

I’ll be focusing on two employability skills I already have and have been indispensable in my currently job position as a Supervisor for one of Accessorize stores, and one I have not yet developed.







  










2. [bookmark: _Toc8305366]Employability Skills employers want
 
Employability skills depends not only on the individual’s knowledge but also on the skills, behaviours and attitudes. These will help the employee take advantage of their ability when caring out their role. Furthermore, in case of missing one skill, it is possible to develop with different exercises and practices according to each skill requirement.
The skills required for employment are, according to Careersnz website are, Communication, Positive Attitude, Team Work, Self-management, Willingness to learn, Thinking skills, Problem Solving and decision making and Resilience.
[image: ]
Image from Careesnz website on employability skills.
Among these skills, I will be focusing on two that I have and one that I have yet to improve and have been important my current job, as a Sales Assistant (Supervisor) for the past two years in the Accessorize Company. These skills are Communication and Team work.


[bookmark: _Toc8305367]2.1 Communication Skills
[bookmark: _Toc8305368]Using communication skills in Accessorize

This skill is based on the ability and individual must express what they mean and want to achieve in a clear and concise way perceiving written or spoken words. It implicates listening and requires the understanding of others.
Communication is made through verbal (oral) and non-verbal conversation, although body language is also a way of passing the message across to who we are communicating with.  The verbal message beyond spoken, can be written using formal or informal written that is adjustable to who the message is intended to. This can be made when no having face to face conversation, through phone calls, emails, or written letters.
When receiving a message that requires a response, it is essential to listen or read correctly to be a good communicator, making sure we don’t interrupt the speaker. This quality seems common knowledge, however it is one that require practise. Therefore, to build a prosperous working relationship with Customers in Accessorize, the requirement for the Sales Assistant job is substantially based on communication skills. 
 Mainly verbal, the conversation with customers also relies on body language that plays an important role on getting the message of the company clearly and concise across. When talking to customers the ability to know how to use the right words and gestures is essential to establish a good relationship to make the customer feel welcome and understood. With the customer’s constant request for information, and not often doing it in a polite way, it is important to replay without insulting the customer, being efficient in the answers given in whatever it is they need to know or help on.  
Working in Accessorize, the customer service is all about given the customer a memorable experience. I make sure to listen to our customers’ needs and respond with a clear answer and service. We have a variety in the types of customers that visit our store, and most of them not always have the best attitude towards us, hence the importance of practicing the different communication styles. 

[bookmark: _Toc8305369]Communication styles

When the main communication is made thought verbal exchange, the way I deliver message when using words must consider the diversity of individuals who visits the store, I work in. The strength of the relationship between me and the customer relies on several ingredients to succeed. These ingredients are the seven communication components, linguistic (words), logical (reasoning), visual-spatial (images/pictures), auditory (sound), kinesthetic (experiencing/feeling), Interpersonal (people oriented) and Intrapersonal (self-knowledge). 
While conversing with someone, regardless of the time period of the exchange, or the language, we exchange words, visualize image and symbols, and are receptive of the sound, cadence, timbre and rhythm of the other voices. We adapt posture, gestures and facial expressions that reasoned our common sense flow necessary to make sense within a conversation, by creating a bond, connecting and empathising with others, as well as making remarks based on previous experiences.
 When it comes to interpersonal and personal components in communication, we tend to use one or the other based on our learning experiences. When conversing with a customer that is sharing the reason why they are buying certain item, if their telling a story about feeling lonely after losing someone, it is important to show empathy. Understanding is key ability when communicating with others, and to contribute to this exchange we can offer examples to help the customer, based on our own experiences. 
  Evidently, words (linguistic) are an important component in this exchange, when not used carefully, there is a big risk of creating misunderstanding. Words are powerful and important, holding strength and sensibility, hence the meaning behind it are feelings generators. Accordingly, when talking to a customer, the words are used formally, placed carefully with no intent to offend or create distress. On the contrary, as words carry visual components, images and pictures to make sense based on what we learnt to be true and heavily influences the perception of our speech when speaking influenced by the usage of voice, it should be used in this situation placed in order to comfort and calm the customer. 
All the communication styles are important components in any type communication exchange, even though my experience in Accessorize, mainly uses face to face verbal communication, these styles can be adapted for phone calls, emails or written letters.  
[bookmark: _Toc8305370]2.2. Team Working 

This employability skill is the ability to work well with other people from different backgrounds, disciplines and expertise to accomplish a task or goal. 
The classification of a team is measured in terms of the performance levels achieved. Working well with others while having to performing our tasks will reflect the overall performance of the team. The dynamic of the team relies on communication and for an effective communication, it requires both verbal and non-verbal communication that focuses on active listening.
The teams in any Accessorize store follows a very simple structure composed by one manager, an Assistant Managers, a Supervisor and a minimum of five Sales Assistant. The dynamic of team in the store I work in, reflects the manager relationship with each member, influenced open communication among the team. This gives each member a sense of belonging and generate trust, as the colleges became a source of support and mutual understanding. 
As part of the management team, as a Supervisor, it is important to pay attention to the team strengths and weakness by giving designated task to each team member in order to achieve the company targets and goals, and some task are only achievable when the team member combine efforts. The variety of abilities among members produces a synergistic effect. Therefore, I have developed the ability get along with each team member by to connecting with each individual’s personal story.
The communication between the management team and sales Assistants have been motivating the team and this automatically reflects on the team performance and commitment on improving productivity and achieve targets. 
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[bookmark: _Toc8305372]3.1. Negotiation Skills

 A sales assistant apart from connecting with customers should also have negotiation skills, and this skill I have not yet developed. This is the ability, regarding sales, to effectively influence someone's decision on what they will be buying. 
The reason for this mishap in my employability skills is related to the characteristics of my personality, my cultural values, motivation intent and needs. Influencing someone’s decision on what they spend their money on leaves me with the feeling of guilty. Therefore, I must develop this skill as to become an effective negotiator practice makes perfection. 
There are five key concepts when involved in art of negotiating, BRATNA, norms, framing, persuasion and Integrative bargaining.
Firstly, before any negotiation begins, the negotiator needs to decide what it their BRATNA (Best Realist Alternative To a Negotiated Agreement) to find ways to reach a deal between two offers.





The Norms are related to the four norms that influence negotiation behaviour, and those are relational norms, fairness norms, reciprocity norm and good faith bargain.
· The relational norm the desire to maintain a positive long-term relationship, 
· fairness norm this one is divided in three: equality (the desire to evenly separate the difference between two offers); equity (division of the difference between two offers based on proportional inputs of each party considering the time involved or effort); and need (when the split is made based on the individual needs of the parties).
· Reciprocity norm, the natural human tendency is to respond in a negotiation situation with equal or similar action.
· Good faith norm, is related to the expectation that negotiators will openly discuss issues, provide honest information, make sincere proposals, and honour verbal offers if accepted.



Framing, in negotiation, associate the language and context in which a proposal is made. This means that it should consider ow does the offer can be beneficial to the interests of the other party.
Persuasion is the art or convincing the part by utilising facts, trust and any other ethical, moral and legal technique.
 A lastly, the integrative bargain that is the process of discovering the interests of the other party and incorporating those interests into an offer.
To put this concept in action it will require good communication skills that will involve listening and the use of words effectively to get a beneficial outcome to the store’s weekly targets. 
The first exercise to develop this skill is to try to sell an item to all the members of team to gain confidence and on the first opportunity sell that item to a customer. Furthermore, the same practise should also include family members. 





4. [bookmark: _Toc8305373]Conclusion

Hiring an individual, is not just based on their academic experience that provides technical skills for the job, nevertheless is also determined by what type of person will be beneficial to have among a team.  The employer value an employer that convey trust and this trust relies on knowledge, skills and attitudes that the employee will implement to their role to the best of their ability. Called employability skills, also be called transferable skills, can be developed by exercises and practice when understood which one the weakest impacting the Individual’s performance and ability to reach higher position.
Any workplace will benefit from a professional that have a positive attitude, knows how to communicate, is easy to get along with, and is willing to learn, can administrate himself and think on their own feet and makes good decisions. It is an extensive list; however, those are the ingredients that makes someone reliable and trustworthy, employable.
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