
     

 (
January 13, 2018
University of Wales Trinity Saint David
     
)

Executive Summary
The important main issues that been discussed on this report is time management, employability, what skills you must need and how to improve your skills.
There will be positive and negatives point of views on both sides on why good skills and bad skills can do for yourself. 
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1.0 Terms of Reference
 
On 30th January 2018 Marie Pitson report from Romi Begum, to be submitted on the 2nd of March 2018 the report covers the employability skills of the researcher and discusses the needs of employers. 




2.0 Procedure
The key elements that I have been using for this assignment is eBooks, e-journals and online sources. This procedure helped the author find some sources and information on this report about employability, skills to improve your work ethic and also different skills you can achieve in the work placement. The E-Books is: certificate in higher education: skills for the workplace student yearbook by (Mauns,  Shriek and Tinkler 2017) Also the Business Students Guide to Study and Employability by  (Morgan 2017). 
Introduction
The aim of this study is to examine the evidence relating to what employers are looking in the recruitment and selection process. Further more time management is a vital skill in the employability market. Therefore I’ll will be discussing some key examples of how to manage different skill sets and abilities that are required in the work environment. In-addition your work behaviour, how to maintain your work stress. Also in this article will be discussing how to create a work life balance i.e. family time. Employability skills is vital in the employability market, There are lots of ways to show your skills and build up your confidence and skills that you will need when you applying for a job. Employability skills are those critical skills necessary getting, keeping and doing well on your career.
3.0 Findings
3.1 These are some key types of employability skills:
Communication skills - reading ,writing, telephone skills, friendly 
Problem Solving -Higher order thinking skills, learning, reasoning 
Team Work - communication, flexibility, leadership
Technology – Smart-phones, Social media & Software i.e. Microsoft

3.1.1 Communication skills - Academic reading is very unlike to everyday reading. Whilst studying at university you will have a higher level of reading and you will need to be able hold on the main ideas, theories, key themes and thoughts. Having telephone skills will also help you along with on to one to one interview over the phone. Having the confidence to work with others and respecting other by listening to the thoughts. 
When pupils miss skills in these areas, their writing may be poor in multiple ways—from bad grammar and to constantly interrupting others.  We all have one problem and that is listening or people end up interrupting each other which leads to people being confused. .Difficult matters is that students often lack into pointing  in these  areas in which their bad  knowledge and skills are insufficient which skills they need to work to improve .
3.1.2 Team work - Communication skills are perhaps the first set of skills that potential employers will notice. From the initial moment you get in touch with them, the employer will be annoyed in the way you behave. So having team work skills is major key  that way you will able to finish your tasks on time and focusing properly on what’s more important. Having strong structure and strong minded are the   most people are more reliable and more successful in the career wise.
The way you talk over the phone, you give them information on email, your resume and cover letter, or the way you carry yourself during the interview, they will be assessing whether you have polished communication skills. It is very important to have good manners and self confidence while speaking on the phone or in person to prove that you can speak clearly to your clients and can remain professionalism when you’re under pressure. 
3.1.3 Planning & organising - Being organised meant telling the truth and being straightforward and open with people. A very wise man once said, “Being truthful, but never speak bitterness.” People with own purity always try to do the right decision  , regardless of whether human beings  would ever know what they’ve done. They have a strong moral bound. Action planning is something students or employs do to help them focus on your plans and what steps to take next. Having a time plan will help you plan everything ahead and prioritize your time properly.
People won’t go far unless they organized, also bad coordination skills make people less active and lack of motivation, in the real world, if two people that do not bond well together can cause Disorganization can cause employees to confuse dates and mixed up assignments.
Mental health is very important to students or employs if they feel under pressure they will more likely to fail on an assignment, stop going to lectures and unable to focus properly. Unlikely to do them day to day basic chores, Feeling down and can cause depression which leads to being isolated, afraid and sad. 

3.1.4 ICT Skills - General technology skills that employers want in an employee is include things like being able to use a computer for word processing and sending emails, or knowing how to use a photocopier at work. Some more specific technology skills related to software, like using social media, i.e. instagram, facebook.  Using a computer also helps you connect with your student or teacher. Also have the resources for your needs or for your education.
The effects of technology on our social, mental, physical and environmental health can be unpleasant if we stop keeping our self in check.  But as with all things in life fairness is key. Being aware of the dangerous aspects of the over use of electronic will help you avoid any harmful situation. Social isolation can be very nasty by a lack of communication with other people in normal daily living, such as, the work environment, with family i.e wife, sister and husband. We block ourselves by walking around in our own tiny world, staring to our devices or listening to music on our iPods   even when we are around other people. Studies have shown that adults who are socially isolated will live shorter lives. Technology creates the perfect example for depression with the loss of human contact.
3.1.5  Problem solving  - is about being able to face your problems or crisis, even if you can’t find a good result  straight away, you may also have to  to figure things out in a calm situation and  here confidence is the main key when it comes to building up your career wise. Putting together an argument for an essay. The important stages of problem solving are the basic knowledge and creativity able to brainstorm and thinking quickly with brand new ideas. Pay attention to details   
We all suffer from problems in our daily lives by here are some examples 
Correct a computer program
Dealing in a difficult situations with a customer or client while working part-time in a shop 
Working out why your computer doesn’t work 
Figuring out how to work out a printer


Stress can cause more problems and make you have more anxiety, customers can be very demanding and can be a nuisance, and the only way you can deal with them is by taking a step back and to remain calm.  How to manager you problem is asking for help from your co worker, friends and tutor. By taking lesson or training can help you towards your problem solving skills. 
3.1.6 What do we look for in an employer/supply teacher? 
People tend to look for honest and good bonding skills with your student, also someone who is flexible and willing to work in different environments and is happy to travel. A very good supply teacher is willing to give time to the pupils and willing to focus on what they needs, giving them extra help with the assignments.
 
4.0 Conclusion 
The author has come to conclude that there are many vial factors to success such as having self motivation and courage. In-addition you can achieve any of your goals by setting up plans to help you to improve what you need in the work environment, Therefore a key skill you need is teamwork, motivation and the ability to work with people from various background and cultures. Also have the emotional intelligence required to be able to provide a clear vision for the team. , Furthermore being able to communicate successfully. This will enable the candidate to secure a job interviews and be successful in the face-to face interview with the employer. Then again you will need to request information, talking about the problems, give in advises, work in multiples, and interact with colleagues and clients.  
Also another factor is having  ICT skills is as ever more demanding skill required in the work environment Computer literacy is considered a very important skill to possess. Employers want their colleagues to have basic computer skills like using PowerPoint and Microsoft word because their company becomes ever more dependent on computers nowadays. “Many work employers will often use the computers more often because to help run their company faster and cheaper” Therefore I have concluded that there are various key skills and personal qualities required to be successful, in the recruitment and selection process. 
Get rid of anything that distracts you and allows you to focus on what you doing , use and calendar to set goals and better organisation .
Reward yourself when you reach your targets and when you feel like you improved on yourself confidence and self esteem. It is very important to sleep because then you’re not rushing into it or being impatience while your maintain   your set goals.
The downside of it is people can be stressed or lack of confidence can disrupt them and can stop them from acquiring the dream job. 
To help them you can ask or look for how to maintain your stress by doing exercise or going one to one lectures with you tutor. 


5.0 Recommendations 
Starting a new hobby 
Finding out what technology is used in the job you want and  researching  its use 
Identify the technology 
Dealing with complaints in your workplace
Join  a sports club 
Registering on course to improve skills
Researching the use of technology in the workplace 
Planning a way ahead  and sticking to it 
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