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Introduction

This report will be an in-depth analysis and description of the benefits of employability skills for employees and employers. The report will also include a discussion on the topics studied pn this module which includes negotiation skills, interpersonal communication skills, time management skills and will touch on wider employability skills that are required by employers such as ICT skills. The reports findings will also be supported by academic references using the Harvard method.





















 





Findings

What are employability skills?
 According to Skills You Need (2018) newsletter, Employability skills are the skills needed to get a job, to keep it and be successful in it. They are the skills and attitudes needed to help employees work effectively as part of a team so that important decisions can be made, problems can be solved, work can be completed effectively and can become positive role models for the organisation. These skills include: communication skills, interpersonal skills critical thinking, presentation skills, teamworking Resourcefulness, Analytical skills, leadership skills and Digital skills.
Why are employability skills important?
According to Greatbach and Lewis (2007) employability skills are important because there are many people competing for jobs and all employers are looking to employ people who are flexible, take the initiative and have the ability to undertake a variety of tasks in different environments. To compete in the global market employee’s need to have transferable skills which are general skills that can be applied for any job
Communication is the sending and receiving of information, it is the way in which thoughts concepts and messages are shared (Griffiths and Dunham 2015). IT can be instant and global, between people or from one place to another. Communication between people can be achieved through verbal means such as talking to one another, face to face, or via communication systems such as phones, social media site TV and radio etc, or non-verbal such as body language, facial expressions and even the mode of dress. It can also be written such as books, newspapers photos etc.
 
Verbal communication is the most commonly used form of communication, it has the scope to be the best way to be understood, and also misunderstood!
Non-verbal communication occurs simultaneously with the verbal. Albert Mehrabian (1981) suggests that messages are interpreted mainly using non-verbal cues. He classified the elements as:
7% the words that are spoken
38% the way words are spoken (tone of voice, volume, speed etc)
55% the body language and facial expressions (facing or turned away, giving eye contact or looking away, smiling or frowning etc,)
Being perceptive enough to work out and correctly understand the intent of a message using the above cues is known as” social intelligence and interpersonal sensitivity.” (Goleman, 2006)
Interpersonal communication skills are the most important employability skills requested by employers. they form the basis of success for employees and employers. (Kinnick & Parton,2005)
According to the Investopedia.com newsletter, interpersonal communication skills are what are used specifically by people to interact with each other. The emphasis is put on communicating through feeling and meanings and attitudes. In a work setting the definition simply refers to the ability of an employee to work and get along with fellow colleagues whilst completing tasks and jobs. people with good interpersonal skills have a positive outlook and are good at problem solving. These skills are a prerequisite for a variety of job roles. Interpersonal Communication skills is always happening, between people, regardless of intentions in some form or another. There is more scope for misunderstandings to occur when it comes to interpersonal communication. Cultural rules and behaviours also have an effect on the way a person conveys their message. A lack of understanding could lead to unnecessary conflict and could lead to a predicament. 
 Team working skills: Wageman, Gardner and Mortensen (2012) suggest a team to be a committed group of people who work together to achieve a set goal. team working increases chances of solving shared problems and meeting personal needs.
Positives of teamwork: One on the most important aspect of teamwork is open communication as well as showing respect for one another. There is an in increase in collaborative work so solving of potential problems would be made easier. All members would share a common goal so would be aiming for success.
Negatives of teamworking: 
personality clashes could occur resulting in conflict situations arising,
All aspects of work could take longer due to waiting for all members to complete allocated tasks,
Team members could blame each other when things go wrong an individual career progression may not occur due to other team members lack of progress, 


 

Time Management is the ability to use time effectively. It is the process of planning and organising the allocation of specific times for specific tasks and activities. It is being able to set realistic goals and prioritise between what is urgent and non-urgent. time management is instrumental to efficiency.
Good time management allows for better control of a situation. There is enough time to complete tasks successfully in a stress-free manner this in turn improves focus so more can be accomplished in a shorter period of time.
Lack of time management would increase the chances of mistakes being made, deadlines being missed, disgruntled colleagues and employers. Stress levels would be high and productivity low.
Steps for improving time management.
Devise a clear plan of each day listing tasks and activities, tick them off upon completion
Setting realistic deadlines and goals and working to meet them
Prioritise tasks according to urgency and start well in advance.
Anticipate possible problems and finding solution
Keep focused and avoid and ignore distractions
Take a step by step, one task at a time approach
Complete each task before beginning on a new one.

Negotiation skills. whenever there is a difference in opinions and beliefs there could be disagreements and disputes. Negotiation skills are used to avoid breakdown of relationships and resolving of conflict situations, by working together to reach a mutually beneficial outcome. This can be done by both parties agreeing to continue to communicate. The process should be fair to both parties.   
Negotiation requires good interpersonal skills, such as listening, problem solving, decision making and rapport building. Negotiators must be assertive, expressing themselves in a calm clear and confident manner. They must possess effective communication skills in order to avoid misunderstandings and be experienced in dealing with difficult situations,
There are 6 stages of negotiation.
Preparation-organisation of a meeting to discuss the problem and deciding who will attend
Discussion -both parties voice their account of the situation
Clarification of goals-the point of views expectations and goals of both parties need clarification
negotiation towards a win-win outcome-both parties should feel heard and given due consideration. By going through the process both parties should gain something positive
Agreement- once both parties viewpoints and interests have been considered and understood, an agreement can be made.
Implementation of a course of action-a course of action needs to be decided upon from the agreement and then implemented.
If an agreement cannot be reached then another meeting is arranged and the process need to be carried out again.

Examples of careers of people with good negotiation skills are as follows:
Retail, customer service, law etc.


 


Information Technology Skills.
Techterms (2018) newsletter gives the definition of Information Technology to encompass everything related to computing technology, such as networking hardware, software, the internet or the people that work with these technologies. 
 E-skills report that employment in the IT sector is set to grow even more and employers are looking to recruit skilled members. Opportunities for graduates from ICT and computing are even higher.jobs are available in retail (Tesco), financial services CGI), telecommunications, (BT)broadcast media, manufacturing, transport, tourism, public sector and healthcare (NHS, unilever, GlaxoSmithKline) etc. Many companies employ their own in-house IT departments for the maintenance and management of their computers, networks and other technical areas of their businesses.
Some of the IT job titles are, systems analyst, software engineer, database administrator, information technology consultant, web development.
People who have developed their IT skills will have a wider range of career and employability options

What are the Benefits of employability skills for employees?
Employees are benefited through having employability skills in many ways. Below are some examples:
Career development and progression. Improvement of skills and qualifications means improvement of job opportunities and prospects. Employees would have wider selection of career paths to choose from 
Job satisfaction. Having the correct skills and abilities and recourses to carry out job roles and responsibilities improves confidence and morale which in turn improves productivity and job satisfaction.
Learning and skill development-most skills are connected development on one can impact development on others.
Progression of salary and pay grade- implementing skills to achieving success means employees can negotiate for higher income.
Improved work life balance and quality of life

What are Benefits of Employability skills for employers?
Employers are benefitted in the following ways:
Recruitment of the best candidate for a job-employers would be able to use employability skills as a form of assessing the skillset of a candidate in order to select  the most suitable candidate
Employers could save on costs and reduce wastage by holding on to trained and experienced existing workers for new job openings and vacancies.  
Having qualified workers with core transferable skills would improve performance and productivity ensuring quality work
Having effective and efficient workers who are satisfied with their jobs would be less stress for the HR department. they would be a good role model and representation for the company
There would be an increase in staff morale which would improve health and safety and reduce sick leave

    





























Conclusion 

To conclude, this report has consisted of and has described in depth, the benefits of employability skills such as time management skills, negotiation skills, interpersonal communication skills and IT skills for employees and employers. it has described the importance of employability skills for being able to get a job and retain it. It also highlighted that in today’s global economic market, there are many people competing for the same jobs. Ultimately, these findings suggest that employers prefer to employ candidates that are most flexible and adaptable and possessing transferrable skills that can be applied to any job role.
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A Reflective Account of my Learning Journey to Develop my Academic and Employability Skills.
Written by Farida Khatun-Miah 1712712
Submission Date 20/07/18
Before I enrolled on this course I had many misgivings. My fears were many. Firstly, I was anxious about the selection process and worried about whether I would even get selected. I then worried about the workload, and because of my lack in IT skills, if I would be able to carry out research, complete assignments and submit my work. However, whilst participating in this module of Academic and Employability Skills I am slowly attempting to overcome these barriers and applying the knowledge and skills that are being discussed and taught to my learning from every session. It seems that regardless of my anxiety, I have discovered I hugely enjoy the sessions and continue to contemplate the learning after class. In academic terms this is what is known as reflection.
Reflection is a very important aspect of the learning process. It helps us to take stock of what we have learnt and look at what steps we need to take to develop and improve. When I was introduced to SWOT Analysis, Humphreys (2005) I was made aware of my strengths and weaknesses, and then taught conversion strategies on turning threats to opportunities, for example I was afraid that I would not be able to write an essay or a report. In order to tackle this problem, I was given a task to identify the barriers and work out possible strategies to overcome them. I would panic and go blank so I would not be able to get my ideas on to paper or I would expect my work to be perfect which was a cause of stress. Through doing this task I became more self-aware and began thinking of strategies I could use to overcome these barriers effectively, such as clearing my mind and breaking down the questions into manageable sections, making drafts, learning the structure of a report or an essay, asking for support as well as setting aside time each day to work on completing the work.
I also learnt about reflection models such as Kolb’s Experiential Learning cycle (1984) where I learnt through a new experience or situation where I had to reflect on the experience and evaluate what I had learnt through the process, then look at ways to make improvements for the future. This enabled me to apply the knowledge gained in other aspects of my learning and work life. One such example is working as a team to prepare for and deliver a presentation for an in-class assessment. I was used to studying on my own, so teamworking was new for me. I utilized a variety of skills such as Listening, negotiating, time management and leadership as well as presentation skills. I found working as a team develops communication and interpersonal skills and that preparation is key to designing and delivering a good presentation. Belbin (1981) championed the use of team roles arguing that positives of working as a team are being able to share varied ideas, skills and expertise and delegating of tasks. Sharing responsibilities saves time on researching and decision making. The negatives are lack of co-operation, commitment, misunderstandings and time wasting. During this time, I was able to identify the problems arising and suggest strategies to use to solve them. I supported and motivated members to voice their ideas clearly and contribute, allocating tasks they were best suited to do (after doing a quick swot analysis). When members had opposing views, I negotiated to come to a compromise in order be ready on time for delivering the presentation.
I gained the confidence from learning about and identifying my preferred learning style of reflector and theorist from the model developed by Honey and Mumford (1992)
I then went on to delivering the presentation. The positives being that there was a feeling of unity and team spirit. By sharing the delivery of different sections there was less pressure on each person. I was able to take a breath and reflect on my own performance as well as my team members as well as to gauge the audience’s response and manage timekeeping.
The negatives were that some members were more nervous than others, they couldn’t talk, whilst others went off topic and lost track of time. I took the initiative to step in with a supportive prompt to get the plan back on track. I also asked for feed back from the audience as well as the lecturer, in order to reflect and evaluate for improving in the future.
Another important topic I am learning about is Academic writing. As I have not been in a formal education environment in over thirty years, it seemed like a hugely intimidating and daunting situation.  I had no idea about Harvard referencing or writing in the 1st 2nd or 3rd person. Paraphrasing(using own words to convey someone elses message) I found a little easier to understand as I am bilingual and when I interpret, sometimes I have to paraphrase if there is not a word that cannot be translated, but this is very different to academic style, which is learning how to structure report and essay writing using citation and correct referencing .The reasons why it is important to reference is to give credit to the original author as well as credibility to myself ,to demonstrate my knowledge and most importantly to avoid  plagiarism. Which is using other people’s ideas without any acknowledgement, as indicated by Pears and Shields (2010). I was given an opportunity to practice paraphrasing and Harvard referencing in an in-class assessment. I found the paraphrasing fairly straight forward but was constrained by the time limit and lack of IT skills. It is becoming easier with practice and reflection.   
To conclude, the main areas I need to develop are planning ahead, anticipating problems and solutions, being flexible and adaptable to changing situations by having a positive outlook.
I need to learn how to develop my academic writing skills further by learning how to structure reports and essays by reflecting upon the feedback given by my lecturers and using their recommendations to improve my academic writing further. The way to improve my Harvard referencing and citation skills is to read up on what experts have noted and put it into practice to improve my confidence.
 I also need to improve my IT Skills. Subsequently I aim to enrol on an IT course and continue to   practice further in my own time via on-line tutorials.
And finally, to continue to repeat Kolb’s Experiential Learning Cycle (1984) to improve in all areas.  
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