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INTRODUCTION
This report looks at the skills I gained from pass employment and how I can improve upon these skills for the future by taking a University course. It explains a test devised for individuals or organisations to utilise and see where they can make positive changes to enhance their current position. It looks at the relevant skills needed to gain employment in the health and social care sector and gives an analysis of the relevant skills needed for that industry.  It reviews the skills needed from the perspective of employers. We view different types of skills needed in the general workforce. Generally, this report takes us on a journey of the crucial skills that we should strive to acquire in order to keep us viable in the work economy.

EMPLOYABILITY SKILLS THAT I POSSESS AND HOW TO IMPROVE IT
To enter the health and social care sector it is important to already have certain skills that can demonstrate how effectively you can do the job. My work background was in administration where I worked for a team of building surveyors as the main secretary and worked as the relief receptionist on the main switchboard.  Although I acquired a diploma in typing skills, I also possessed an innate ability to be very organised, to pay attention to detail and for being very professional. These skills were enhanced greatly by the knowledge I gained doing the job daily. I became more proficient with the skills I already had but also gained good communication and time management skills, the ability to stay calm under pressure, being reliable and trustworthy. At the time of leaving my confidence and competence secured me a job as an assistant manager in the book industry, where I managed three staff working in the book club section.
Looking at a complete change of career I believe the skills I possess are transferrable in order to enter the health and social care sector. Naturally compassionate and respectful to others I do however believe there are some skills that I need to develop more in order to be successful in this sector and that is why I decided to study this subject at University where I strongly believe that the education I will achieve will make me a well rounded individual as they will teach competency skills such as reflective writing, listening skills, confidence in presentational ability, report writing skills, data skills and many more skills that would benefit me greatly.

A WAY TO MAKE A CHANGE WITH SWOT
Another great way of looking at what skills you could develop in order to secure employment is to complete a Strengths, Weaknesses, Opportunities and Threats (SWOT) analysis test as this will help direct you to focus on what areas of your life to which you feel needs the most input to make necessary changes.
According to (Smartsheet, 2019) SWOT examines these factors for any given business, project, or personal objective. They said that “the idea is to define an objective and then use the analysis to determine what internal and external factors may support or hinder that objective. Strengths and weaknesses represent the internal factors affecting an individual or organization, while opportunities and threats constitute external, environmental factors”. They then went on to say that a SWOT analysis can helps to measure risks and rewards at the same time of identifying the key factors associated to achieving the stated objective. However, if completed adequately, a SWOT analysis should point to an action plan for dealing with negative factors while maximizing strengths and opportunities. The more you can be precise on your SWOT analysis test, the easier it is likely to be for creating an action plan for fulfilling your objective.
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EMPLOYERS PERSPECTIVE ON SKILLS NEEDED IN HEALTH AND SOCIAL CARE
If we consider the perspective of an employer looking to recruit within the health and social care sector, we are given a brief outline by (Age UK Kensington and Chelsea, 2019) of the skills needed for a job role within health and social care that they advertised. They state, that it is important to have essential knowledge and understanding of the issues facing people who may need care and support. To have knowledge of the basic concepts of the Care Act, Mental Capacity Act and the protection of adults at risk of abuse. They believe the perspective employee should have skills for communication on complex information and administrative matters, requiring developed interpersonal and oral or written communication skills. They also point out the importance of team based and networking skills along with problem solving skills and having the ability to respond to sudden unexpected demands and finally to have excellent time management skills with the ability to reprioritise workload.
However, if we look at (Skills for Health, 2007) they give a list of competencies needed at a Level 4 entry into health and social care. They state you should communicate clearly, effectively and confidently with people in the workplace, following detailed and/or multi-step instructions, you need to have the ability to respond constructively to queries and complaints, taking full part in formal and informal discussions, ensuring contributions meet the needs of the clients and asking questions to clarify understanding. They go on to say that, the use of information technology will assist in identifying client’s needs and plan work effectively whilst maintaining confidentiality. Skills for Health stress the importance of working with others towards achieving shared goals whilst staying open to learning from mistakes and being open to the opinions of others. And lastly, the need to demonstrate honesty, integrity, care and compassion when dealing with others’ is imperative.  
As we research more skills needed to work in health and social care, (Skills for Care, 2019) claims that everyone working in social care needs to have a good command of the English language with reasonable skill of numeracy, possess good digital skills including team work and problem-solving skills. However, there are some specific skills necessary to perform such roles like the ability to work on your own initiative and prioritise workload with the ability to have good writing skill, they also expect perspective employees to have good listening and communication skills. And, finally they state it is imperative to have the ability to understand and follow policies and procedures.

ANALYSIS OF RELEVANT SKILLS NEEDED IN THE HEALTH AND SOCIAL CARE SECTOR
We will look more closely at the relevant skills needed to work in this sector.
Communication and Listening	
· Having good communications skills goes a long way to understanding your clients’ needs and for you to pass on information effectively.
Time Management
· Being on time for your clients is very important as it can impact negatively on the clients, particularly if you administer medication.
Teamworking
· This is necessary to ensure that everyone is working in the best interest of the client. Being friendly with your team mates can benefit the overall mental 
health of staff.

Flexibility
· The more flexible carers can be will aide their approach to their clients leaving them to carry out their best work.
Compassionate and Respectful
· Showing compassion and being respectful with your clients will help develop a good working relationship.
Dependable, Encouraging and Supportive
· As a carer it is important for your clients’ mental wellbeing if you are dependable, encouraging and supportive of their needs and capabilities. These genuine skill sets will help the relationship you have with them run smoothly. 
Understanding and Sensitivity
· Being understanding and sensitive to your clients’ needs daily will make them like and respect you more if you show great care for their situation. 
Professionalism
· Treating your clients in a professional manner can help to build a great working partnership with both your colleagues and clients.
Report Writing
· Very important to document accurate information concerning your clients. Correct information recorded will guarantee the correct treatment of the client and other colleagues and management will have up to date access.
Reflective Writing
· Keeping a record of how you are doing whilst working in this sector will be a good indicator of how well you are doing with the job. It will point out any areas that you may need to improve in. If you feel ready to progress up the ladder it would be a great indicator as to the next step in academic learning that can take you to the next level.
Language Skills
· Having another language would be beneficial, particularly if you encounter a client who shares a common language as it may be easier for the client to express themselves in a familiar dialect.





(Career Experts, 2016) video gives a general overview of the types of skills employers would like their potential employees to possess.
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SKILLS AND QUALITIES MOST EMPLOYERS PREFER
Here is a list of the most popular skills and qualities employers expect perspective employees to possess and to be able to demonstrate these either in their curriculum vitae or to exhibit in person at an interview.
	Communication
	Problem solving
	Resilience
	Confidence
	Creativity


	Writing skill
	Professional
	Honesty
	Integrity
	Compassion


	Positive Attitude
	Good Listener
	Time Management
	Negotiation Skill
	Confidentiality


	Clean Appearance
	Respect
	Initiative
	Analytical Skill
	Numeracy Skill

	Confidence
	Leadership
	IT Skills
	Flexible
	Team Work


	Language Skill
	Adaptable
	Self-Motivation
	Supportive
	Reliable


	Sensitive
	Understanding
	Organisational Skill 
	Trustworthy
	Presentation 
Skill




SKILLS NEEDED FOR THE GENERAL WORKFORCE
When it comes to skills, most of us would struggle to give ten skills that we possess, yet in employment there are so many different types of skills that we possess without thinking about it. Most employers are likely to display their most essential skills that they would consider as being the most relevant and the most important for their organisation. Let us look at just five of the most common ones.

Communication 
· According to (Target Jobs, 2019) this covers verbal and written communication and listening skills. They state it is about being clear and concise and focused. It is also about being able to tailor our message for the audience and listening to the views of others.
Team Working
· According to (Skills You Need, 2019) they stated that this is having the ability to work with others in groups and teams either in a formal or informal capacity and that they believe the ability to function well together within a group is an important and vital skill.
Problem Solving
· Looking at (Youth Central, 2018) they suggest that problem solving means finding solutions when you are faced with a difficult situation. According to them you should be able to use a logical process to resolve any given problem.
Organisation
· According to (Stemnet, 2019) being organised and methodical allows you to be able to plan your work and meet deadlines and targets.
Adaptability
· According to Duszynski (2019) companies look for people who can adjust quickly to the ever, changing business world and as new technologies and new business appears you should have the ability to think on your feet as this would put you at an advantage with the competition. Having the ability to learn new things can also be adaptable.

CONCLUSION
In this report we have looked at my current skills, the skills I need to improve upon and the method I am using to gain these necessary skills. Generally, this report shows the type of skills an individual should possess in order to obtain employment in the health and social care sector. It also highlights the wider skills that perspective employers, from industry wide, would consider to be of importance for their organisation. The above work indicates just how relevant it is to have advance knowledge on the skills needed to succeed in the job market and the SWOT analysis test encourages an individual to review and react to making positive changes in their lives. Collectively, this work demonstrates the importance of considering all your skills, or lack of them, and preparing yourself thoroughly to gain employment.
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