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INTRODUCTION
The Transition from education to employment has become a quick one where the employers expect the employees to have a good level of employability skills in their possession immediately they are recruited for any role (Confederation of British Industry,2008). This report will begin with an explanation of employability with academic illustrations, thereafter the 6 key skills that I possess and why. Education and also experience could make anyone eligible to apply for any kind of job, but it takes certain skills that needs to be develop over time to be successful in that role. Some of such skills could well be job specific and some others will be seen as soft skills (employability skill) that can be transferred to any job or role because these are the sort of skills that makes one employable.






















Communication Skill
Communication is a process of passing across information, ideas, feeling to one or more people. This skill is required when transmitting or receiving massages to ensure that the message is understood properly. This is a skill that I have because I am able to transmit and receive massages in a manner that I understand very well. 
Furthermore, I have good writing, verbal and nonverbal communication skills. This is because at work and within the university, I am able to converse with my fellow colleagues and also the others student. 
Communication is seen as the foundational soft skill needed in every kind of job and is seen as the starting point. This is seen as the ability to communicate properly and also listen very effectively amongst management team and other fellow work colleagues. This skill is very important because it affords the employer the opportunity to showcase and explain their strengths and various skills.  Furthermore, in the course of employment the employee has plans to grow and communication skill is needed to project my abilities and   also in a leadership position, I would have to be very effective and efficient in my communication. 

















Active Listening
Active Listening skill is the ability to listen attentively and understand what the other individual is saying and not to get distracted by your own thought. 
This is the skill that involves how both non-verbal and verbal messages are transmitted and received effectively. It requires more attention, be involve and much effort, because distractions, accent, disinterest and tiredness can hinder it.    According to Sypher et al. (1989), a better listener hold higher-level positions are promoted more often than those with less developed listening ability. It enhanced   productivity in an organisation and relationship example, a problem of manager not hearing what staffers are saying is common in corporate life (Stengel et al.,2003).  
This is not my strongest skill but one that I am still working on because of my limited attention span sometimes during working time or during times of work. With building a wider and better attention span, I would be able to reap the benefits of an active listening skill that includes the ability to set a comfortable tone during discussions, give the speaker the encouragement to continue speaking and also display seriousness to the speaker. 
In conclusion, a greater grasp of this skill will give me the benefits of it which includes an ability to pay attention, indicate effective listening, provide feedback, give timely and responsible responses and finally give me the ability to defer judgment 














Time Keeping Skill
This means working efficiently and effectively without stress and this is a skill that is desirable because it helps in building a high level of productivity. Being able to save time helps to increase productivity and increase revenue. This is a skill that I have worked on over years to remain punctual to meetings and classroom activities. I would say this is my strongest skill as I have consciously worked on this for so many years. Time management skill is important to have in the workplace because it helps the employee to plan their schedule which helps in measuring their output. Also, time management skill is important at the workplace to remain on schedule and work according to an order of priority which improves efficiency.
Time keeping ability is seen as a skill that should not only be had but also mastered by individuals at every level and work of life. Very often people usually complain about not having enough time to do a certain task or to deal with their daily chores either because it is quite a lot to get done or they have not planned their time properly. Effective time management is one show way of ensuring greater productivity both at the place of employment or within the confines of academia. I have worked on my time keeping skills over the years, I have learnt how to deal with procrastination, and I have also mastered effective time management.  
Furthermore, time management aids greatly in getting organised in a way that will help effective work. According to a study by Accountemps, they found that executives waste roughly about 5 weeks searching for lost items. Which therefore indicates that getting very organised would have saved them a lot of time or to be more precise 5weeks which could have been put towards efficient work.
Furthermore, time management has afforded me the ability to save money, meet deadlines, achieve goals, enjoy my leisure times and most importantly afforded me the ability to be courteous because I am always conscious not to keep other people waiting. 
Time keeping skill is very important and shown me a lot as an individual with regards to learning to delegate certain tasks, not to dwell on something for longer than I should, the ability to take stock regularly and also the consciousness and the value of time.
When once the habit of time keeping becomes more natural, the individual begins to see how much more they can achieve. This can start by making a daily list and then taking stock on the list after the day’s activities. Effective time keeping skill is a skill that can allow me to assume a more leadership role such as a project manager or coordinator.
Problem Solving Skill
Problem solving skill is the ability to understand a certain problem by breaking it down into various small parts while identifying the key issues, the implications and reviewing and identifying the solutions.  According to Martinez, problem solving is defined as the process of moving towards a goal when the path to the goal is still uncertain. Problems are things that arise daily within the work environment or in our daily lives be it in a large or small scale. The ability to solve problems is a skill that separate people due to their ability to get through difficult moments. 
Problem-solving is important both to individuals and organizations because it enables us to exert control over our environment. Problem-solving gives us a mechanism for identifying these things, figuring out why they are broken and determining a course of action to fix them.

Problem solving involves the use of both analytical and creative thinking in getting to the solution needed to erase the problem. Problems most time disguise themselves and are seen sometimes as opportunities because if seen different can show a better way of getting work done. Technology has made it very possible for interactions to happen with more people which means there are greater ramifications to solutions to certain problems. This means that there is more effect on poor problem-solving skill both on personal term and on environmental term.

As an employee its very vital to identify and understand the problem, take the needed actions, negotiate through such problems and realize the consequences of the decisions that have been taken. Having worked within a team as a team leader, I was always faced with problems that I always had to deal with. However, this is a skill I believe I have a lot of room to improve in so as to make better decision when faced with problems. This skill has taught me to breakdown problems into components and work through it in various levels. These levels include findings out exactly what the problem is, what are some of the causes of the problem, what are the solutions to such problem and finally what solution should I adopt to solve the problem.

Furthermore, with the problem solving skill I have learnt to identify certain weak points in the process, it helps me to discover certain systemic causes, removes the time lost in debate, gives reasons for the occurrence of certain incident’s and it also gives factual representation of a particular incidence by comparing what has happened against what should have actually occurred. This is put very well by the authors that declared that a “problem exists when there is a recognised disparity between the present and the desired result. Furthermore, states that “solutions in turn are certainly ways of allocating the available resources so as to reduce the disparity between the present and the desired result” (Michalewicz et al, 2000).
Problem solving skill is very important and it is very vital that an individual develops this skill before going to seek active employment. Having worked within various teams at work in varying capacity, I have been in positions to showcase my ability to solve problems and to proffer long lasting solutions.






















Team Working Skill
Teamwork “focuses on the shared behaviours (i.e., what team members do) attitudes (i.e., what team members think or know) that are necessary for teams to accomplish the tasks (Morgan et al, 1994).  Teamwork is very necessary for an effective team performance as it indicates how goals and tasks are accomplished within the context of a team. Teamwork is an adaptive and dynamic process that encompasses the thoughts behaviours and feelings among members of a group working towards a common goal.
This is seen as the ability to do work with people within a group or teams both within a formal and non-formal. The ability to work well within a team is a skill that is very desirable in any organisation. Personally, this is a skill that I have acquired over the years working in the health industry for some years and other forms of employments I have been involved which involved working within a group to achieve a desired organisation result.

This skill is very important in the world of work because it prepares the individual to work harmoniously and to function well within a group. This skill is very important to ensure that one can not only work within a group but can also manage a group of people. Within the workplace, team members are expected to remain flexible in order to adapt in an expected cooperative environment where organisations goals are achieved through collaboration and social interdependence and this is another reason this skill is important in the employment market (Luca & Tarricone, 2001). 
Furthermore, teams are very integral parts of the organisation and the success of the organisation is measured on the level of synergy between the team members. This in itself helps to build an environment where team members are happy to contribute and participate so as to promote an effective and positive environment. This skill has brought about certain attributes which accompany such team working skill such as a level of commitment to shared goals and team success, commitment to team processes, accountability and leadership, interdependence, interpersonal skills and also an open communication and feedback policy.





Paraphrasing and Summarising Skill
This is the art of rewriting ideas and information’s from a text or journal into the choice words of the individual. The Merriam-Webster Online Dictionary defines the noun “paraphrase” as “a restatement of a text, passage, or work giving the meaning in another form.”
It is seen within academic setting to be able to paraphrase effectively so as not to fall foul of academic theft such as not be caught for high levels of plagiarism.  This skill is important in the essence that it prevents learners from plagiarizing, and it shows that the learner has an understanding of the source and therefore can explain in their own way.
Summarising involves creating a brief overview of a statement/argument/discussion or even an argument. Summary can be done to emphasize certain key facts about a discussion/text/conference etc in the readers own words in expressing an author’s idea. This skill sets a tone of how the information can be brief but with meaning. 

This is certainly a skill that I am still working on due to my venture into university. This skill is very important for me to be able to convey meanings in my own way. I am currently struggling with this skill due to my slower grasp to understanding exactly what the author is saying and having to grasp very well English language words to paraphrase effectively.















Conclusion
There are a wide range of skills needed when going into active employment but for the sake of this report, 6 major skills have been talked about to showcase their meanings, why they are good and also this report has highlighted the researcher’s deficiency with the paraphrasing skill.
Possession of these skills will greatly improve my confidence and give me the strength and will to dare to do more. Also, this skill will breed a renewed sense of trust and confidence in the lives of their core employees. This essay has highlighted the fact that learning never seizes and we must continue to learn so as to gain more insight an in order to realise what skill need learning on and what ones needs proper re-evaluation.
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Ex.1 Write a paraphrase of the following passage.

Chocolate has always been considered an affordable little luxury, associated with romance and
celebrations. Therefore in 2001, revelations that the production of cocoa in Ivory Coast involved
child slave labour deeply shocked chocolate companies, consumers and governments alike. The U:;\t
passed legislation mandating that standards be created to permit companies who could pmvefm %
their chocolate was produced without forced labour to |abel their chocolate ”slave-laboudr fref.s e
chocolate industry agreed to an international protocol that would give chocolate pro s

years to limit abusive practices.
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@ sure what you write matches what is already given.

1) There will be a few changes around in the office. (announce)
fev! twn& in the office.
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2) l:le doesn't write to me as frequently as | wanted.
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Ex.1

Read the following text and make notes on the main ideas. You can do this on a separate piece
of paper which you do not have to hand in.

To be a great leader, you need to start by leadin ourself

Most peaple g into top positions with good intentions, but those often crumble due to the demands — and
perks — of the job. If you want to succeed, devote some time and energy to self-leadership, says consultant
Lars Sudmann, Being a leader s a tte ke being a parent; beforehand, we have al these rosy visions of fow
we're going to do it, how incredible we're going to be, and how we'llsidestep the mistakes that we <
peaple make. But when t's our turn to assume the role, we find that reality doesn't match our expectariors
o imaginations. Sudmann, for example, believed that he would ace his frst leadership role. Then, 7 heic
his first major staff meeting, an employee asked a question about the company’s email signature, and the
proceedings — and his command of them — completely fell apart.

After some months, Sudmann realized he was fighting against certain entrenched factors that keep all leaders
from improving; Like many in the working world, leaders have too much to do and not enough time to do it;
they don't clearly think through their prioriies and strategies; and being in a position of power causes them
10 assume that the people beneath them will take care of  lot of problems.

Sudmann found a potential solution to these “classic leadership problems” in Marcus Aurelius, the Roman
emperor and Stalc philosopher. Rather than spending his time trying to learn to rally and guide others,
Marcus Aurelius focused a surprising amount of s energy on mastering sl leadership. Sudmann has found
this orientation tremendously helpful. Below he breaks down three actions that go into self-leadership.

First of all, you need to be aware of your shortcomings; leaders need to know all of their biases, predilections
and weaknesses. Another idea is to take 5- 10 minutes every day to think about the challenges you've recently
o tled and the ones you'llsoon face. While Marcus Aurelius was fond of reflcting n the evening, Sudmann
likes doing this over morning coffee. Questions to pase include: "How did my leadership go yesterday? How
would the leader I'd like to be have faced the challenges | faced? What about my challenges today? What
e ld 1 o ifferently?” Write down your thoughts so you can refer back to them and leam from them.

1o matter how much preparation and reflection you put in, there il be
and associates who anger, frustrate or annoy you. That's where the practice
g yourself .. on a scale from 1to 10, how important is this issue
nink: “Howwould the leader  aspire to be handle this situation?”

Also, regulate your feelings;
employees, colleagues, clients
of “reframing” comes in; stopping and askin
right now? Then, giveyourselfa moment tott
The answer will come to you.
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Ex2
e-read the text ‘To be a great leader, you need to start by leading yourself’ on the previous page.
Summarise main ideas from the text in your own words. Write about 175 words. i
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