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Executive summary
The purpose of this report is to discuss and analyse employability skills to both employees and employers. I will be researching on the internet how employers recruit an employee for their company. The sets of skills they look out for when taking on a new staff. I will be using subheadings to write about the skills that I have and need to develop in the future for employment opportunities and also how the employers gain from an experienced employee. 
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Introduction

In today’s high competitive world, employers possess good amount of choice to recruit and promote employees. They have skills for acquiring, sustaining and making job successful. Here, the principle of employ ability skills is fruitful. And employee’s skills and attitudes help to make critical discussion, sort out queries and develop strong professional relationship in an organisation which can be defined as employ ability skills. They are also known as ‘soft skill’ that are foundation of one’s career building blocks.
In the report, employability skills are defined as skills required not only to gain employment, but also to progress within an enterprise to achieve ones potential and contribute successfully to enterprise strategic directions. The report also identifies an employability skills framework which incorporates seven key skill groupings:

· Communications skills
· Problem solving 
· Initiative and enterprise 
· Planning, organising and managing
· Team work skills
· Learning and technology skills
· Punctuality and reliability 






Communications

Employees and employers communication is an essential part of the business. Effective internal communication is important for developing trust within an organisation and is shown to have significant impact on employee’s engagement, organisational culture and productivity.
Being an active listener is one of the best ways to be a good communicator. An active listener involves paying close attention to what the other person is saying, asking clarifying question and rephrasing what the person says to ensure understanding.

Problem solving  

Ability to understand analytical or logical thinking; these skills include ordering, comparing, contrasting, evaluating and selecting. Problem solving is achieved by analysing the factors or causes to the unwanted situation, generating a set of alternative intervention to achieve end goals. 
The best solution is by evaluating and implementing a plan also assessing the effectiveness of the intervention. 

Initiative and enterprise 

I have the skills to be able to think creatively and contribute towards making improvements to the way things are.  In the past I have approached organisations and businesses about work placement. I also make positive proposal when asked to intervene.

Plan, organise and manage

Planning in an organisation is vital as this helps to understand which tasks need to be prioritised in timely manner. I keep a diary which makes it easier for time management and I can then work towards my deadlines. 
Organisational skills are essential for multitasking and keeping a business run smoothly and successfully. Employers aim to recruit applicants who can achieve results consistently, even when unforeseen delays or problems arise. 
I believe I have strong organisational skills also able to structure schedules, boost productivity and prioritise tasks that must be completed.

Being able to work as a team  

I enjoy working in a team environment and I get along well with people. In my past work experience I implemented a system to help organise the communication between my co-worker’s to enhance our productivity as a team. I believe teamwork leads to increased productivity and performance; groups that have a good synergy can achieve more than employees working on their own. Teamwork brings together people with a broad range of skills and allows me to deepen my understanding of a particular challenge.

Learning and technology skill

Learning is about understanding new things and being able to pick them up quickly. It’s also being able to take on new tasks and to adapt when the way things are done in the work place change.

Examples of ways to develop or improve your leaning skills include: 
· Doing a short course or online course 
· Doing some research into leaning skill and leader types 
· Starting a new hobby
· Joining a sporting or volunteer group

General technology skills that employers want is being able to use a computer for word processing and sending emails or knowing how to use a photocopier. 
Some more specific technology skills relate to software, like using social media, working with designs or video editing software or knowing programming languages.

Examples of ways to develop or improve your technology skills include: 
· Doing a short course or online course 
· Asking for extra training at work
· Find out what technology is used in the job you want and researching its use
· Identifying the technology your already using in your day to day life

Punctuality and reliability 

Reliable, consistent attendance is a requirement and essential function of all employee positions.
Employees are expected to be punctual and dependable in order to meet the needs of their departments. Punctuality is given for experienced employees. Most of them look forward to going to work each day, so they are likely to arrive on time and be ready to work.

Employer’s perceptions of employability and skills


· Teamwork – Employers want someone who can bring out the best in others. 
· Analytical and problem solving skill- Employers want people who can use creativity, reasoning and past experience to identify and solve problems.   
· Communication skill- Listening, speaking and writing. Employers want people who can accurately interpret what others are saying.
· Academic, competence in reading and math- Although most jobs don’t require calculus, almost all jobs require the ability to read and comprehend instructions and preform basic maths.    
· Personal management skills – The ability to plan and manage multiple assignments and tasks, set priorities and adapt to changing conditions and work assignments.
· Interpersonal effectiveness – Employers usually note weather an employee can relate to co-workers and build relationship with others in the organisations. 
· Leadership/managements skill – The ability to take charge and manage your co-workers, if required, is a welcome trait. Most employers look for signs of leadership qualities. 
· Computer/technical literacy – Although employers expect to provide training on job – specific software, they also expect employees to be proficient with basic computer skills. 
· Learning skill – Jobs are constantly changing and evolving and employers want people who can grow and learn as changes come. 
· Strong work values – Dependability, honesty, self-confidence and a positive attitude are prized quality in any profession. Employers look for personal integrity.  

Experienced vs. Inexperienced employees

Employees are the backbone of every organisation. They are the machine which materialise every plan and the force which helps an organisation climb the ladder of success. 
Experienced employees are always easier to recruit and it is also easy for them to adjust to a working culture as compared to younger, fresher employees. Most human resource departments give preference to older employees as the cost and time for training them is comparatively lower.
Experienced employees have a fair idea of work pressures, work cultures, work ethics since they have been there and done that. Working comes easier for them than the others. Their years of achievements, failures, trained judgement and mature sense of responsibility can prove to be extremely advantageous to the given company. This helps in making the work streamlined and reduces the effort of training. 
Hiring experienced employees always proves to be a motivation and source of inspiration to other younger employees. Their ability to set excellent examples for the rest of the employees works well in favour of the employer. Younger employees look up to experienced and senior employees for advice and guidance. In its entirety, this helps in setting up a healthy working environment.
An experience employee can benefit the organisation in more ways than one. Thus, the contribution of an experienced worker will positively impact the growth of a company.   
There are possible downfalls that come with years of experience. After years in the field, many people develop habits and office etiquette that can be difficult to alter. The attitude of “been there, done that, I know what to do” may come into play, which could lead to head strong who are not willing to bend their ways. 
With inexperience comes a fresh prospective; a new outlook on an old problem, a novel approach existing workflows or a forward thinking view on current processes. A benefit of hiring a worker who hasn’t developed “bad” habits is that they can be moulded to fit into a desired culture and work pattern without the task of breaking unwanted routines. 
Typically, employees who lack experience are ready to prove their worth and are eager to impress which will motivate them to work hard in order to gain trust and respect.
A prolonged on-boarding process may be necessary with inexperienced employees in order to get them up to speed on all processes, which could result in delayed productivity output. With a lack of first hand understandings of potential problem employees may buckle under the pressure that more practiced employees can easily handle. 
Understanding the job requirements is imperative in determining what type of employee would be a best fit; a free-thinking individual who could be moulded to fit into any culture that brings new, innovative ideas to the team but may possible require additional training and time or an individual who can jump straight into the role and immediately start providing value and bring real- life and lessons learned but may possibly be unwilling to adjust to news ways of doing business and would prefer to stick to their set in behaviours. 

SWOT- Activity

· A SWOT analysis is useful for identifying area for development 
· You can analyse the strength and weaknesses as well as the opportunities and threats that you face
· This helps you focus on your strength, minimise your weakness, take the greatest possible advantages of opportunities available to you.

SWOT analysis
Strength 
· I can communicate well within a team
· I am completely committed to my studies 
Weakness
· Presenting makes me feel very nervous 
· I focus to much on the details and sometimes this effects how I manage my time
Opportunity
· I’m doing a presentation as part of an assignment. This will help to start to build my confidence public speaking. 
· Apply for a new job this will help develop my confidence 
Threats
· Stronger candidates applying for the job

The outcome from the SWOT analysis
Strength 
· What strength should consider making stronger to further enhance ability to pursue goals
Weakness
· What weakness needs to improve on, or manage, so that they don’t impede your goal setting
Opportunities 
· What opportunities are best to pursue 
· What internal strength can you use to enhance your pursuit of these opportunities
Threats 
· What threats you need to eliminate/minimise
· What internal strength you can use to overcome these threats 

Conclusion

From the report I have produced and the extensive researches; I have gathered that employers hiring experienced employees will benefit the company more than employing an inexperienced employee. Experienced employees have the dedication, reliability and the experience which will benefit the employer as they will not need to provide training. 
Employing experienced workers can help maintain a reliable dedicated workforce and provide a significant cost savings for both the short and long term.
Dedicated workers produce higher quality work, which can result in significant cost saving for the company.
However, in some positions and some workplace cultures, inexperience is valued. Some employers don’t want to hire someone who has hard-wired thinking developed from previous experience. 
In addition, a less-experienced employee tends to work harder to impress, think outside of the box and approach problems from unique perspectives. They also lower salaries, so they cost a lot less than experienced employees.
The SWOT activity helps focus on your strengths, minimize your weaknesses and take the greatest possible advantage of opportunities available to you. I have also analysed and identified the areas for development and strength in the SWOT activity. 
I made a personal analysis based on employability skills by searching the internet and actual experience which made me become more aware of myself. 
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