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INTRODUCTION
Employability skills have increasingly become very important for a graduate seeking employment. Most employers these days rate the possession of soft skills higher than technical skills.  The Purpose of this report is to provide an analysis by carrying out an assessment of the relevant employability skills and future skills I need to develop with regards to requirements in the proposed job. I will be looking at employment opportunities within the healthcare sector specifically working as an assistant occupational therapist.

EMPLOYABILITY SKILLS
In the last few decades, increased interests have arisen towards employability skills. A college, university or higher education qualification is not enough to be employable. Applicants are expected to have excellent non-technical skills in order to add value to the organisation/workplace. (Taylor and Francis online, 2015)Employability skills are those mandatory skills that are necessary to carry out most jobs. They complement the technical skills in a workplace or organisation. According to the UKCES, employability skills are “a foundation of Positive Approach: being ready to participate, make suggestions, accept new ideas and constructive criticism, and take responsibility for outcomes” (UKCES employability challenge report, 2009 p.10) This foundation is underpinned by three functional skills which are further applied in relation to four personal skills.(https://webarchive.nationalarchives.gov.uk/+/http:/www.ukces.org.uk/upload/pdf/EmployabilityChallengeFullReport.pdf) With this in mind, the table below displays a self-assessment of my relevant employability skills


Relevant Employability skills self- assessment. 

	My Current Relevant Employability Skills
	%
	Relevant skills to improve on

	Communication 
· Verbal/ Non Verbal
· Written skills
· Observation skills
· Interpersonal skills
	
80
75
70
50
	Communication with people/patients in the area I will be working  in




	Presentation Skills
	35
	Need to present to the working team, training and patients

	Team working skills
	50
	To improve within my work team

	Organisational and prioritisation skills
	75
	

	IT/Digital skills (Microsoft Office Suite)
· Word
· Excel
· Power point
· Internet/ability to use new software
· Electronic/records/e-learning packages
	
70
40
50
70
70
	

	Decision making 
	70
	

	Time management
	65
	To increase  to 70% -

	Management /Leadership skills
	40
	

	Critical Thinking skills
· Creativity and problem solving
· Analytical and Judgemental
	
70
75
	

	
	
	

	
	
	



Proposed Job
Looking at the summary of my current relevant employability skills, it is worthy to note that improvement is a continuous process, and the figures will change.  My proposed job within the healthcare sector is an Assistant Occupational Therapist. This would give me ample experience towards becoming an occupational or lead occupational therapist. NHS has requested the following employability skills: team working skills, Planning and organisation skills, Time management skills, Analytical and judgemental skills, Good communication skills (written, verbal numeracy and literacy) presentation skills, observation skills, interpersonal skills, critical thinking skills (NHS Jobs, 2019)
With respect to the skills required in the job description and specification, my skills are laid out from strongest to weakest:



SKILLS I HAVE AND NEED TO DEVELOP

Critical Thinking Skills-This is the ability to evaluate a problem, piece of work or data and arrive at a brilliant solution. This was a top requirement in my last few places of work. Apparently critical or insightful thinking can be seen to embrace two skill set areas: i) analytical and judgemental skill
ii)problem solving and creativity skill. 
Working as a business support analyst, I was faced with critically evaluating feasibility studies to produce business cases/charters and also analyse organisations data/surveys/options in various departments for different reasons. I was expected to arrive at solutions showing my deductions and explanations.  One example was analysis of the different service units in compliance to GDPR (General Data Protection Regulation). I produced a Gap analysis on word and power point for the organisation’s 10 service units indicating the present and future state. This was clearly supported with regulations, examples and collated contributions from heads of the units. 
The three step process i used based on the data was : i)finding the gap between the present and future state. ii)providing solutions based on best practice, other organisations and the regulations. iii) collating extra data and collaboration.
One of the skills required as an assistant occupational therapist is analytical and judgemental. I will be responsible for contributing to continuous assessments regarding the service users, risk assessments and working with individuals and groups in an analytical way.
Creativity, solving problems and taking initiative plays a great part in this overall skill set, and so i am mindful that dealing with learning disability patients means everyone is different, therefore innovation would be at the forefront when developing activities and structuring clinical interventions . A few examples transpired in my previous employment where i suggested new ways of working and re designed a Gamification process map for a client to cut costs. 
Planning Organisation and Time Management Skills
The intended job role has placed planning, organising and time management in one group of skills. In essence, excellent results, meeting deadlines and a stress reduced environment  is a production of great planning and organising of resources, work and time. Again in my previous employment it is a combination of my punctuality, structuring my workload and prioritising deadlines on different tasks for diverse projects especially when I was a team leader. I also delegated tasks during pressure build ups and backlog strains due to hereditary of workload. I have worked through this skill set and achieved a level of 65%. The balance 35% is when i tend to leave work until very close to the deadline thereby causing pressure and a slight panic. I know what i am supposed to do, but there is a tendency to relax.


Communication Skills-To communicate effectively entails getting your point across and understood through whatever form you choose, be it verbal, non-verbal or written. 
In my previous employment, I communicated appropriately with both middle, senior management, junior staff and external clients. I used my verbal and non-verbal skills excellently during team meetings to convey my message regarding contributions to the projects at hand and gave structured steps on how to move forward. Before meetings, documents to be discussed or referred to in connection to the agenda were emailed to attendees. My formal and informal written skills, numeracy ability included, improved with practice and brought results to the company. I developed rapport with members of staff  when necessary, to develop a healthy work relationship. This was inevitable because the company acted as a consultant to other companies and so interacted with different people.
In my intended job as a therapist, dealing with all types of patients will demand that I consider an efficient and effective communication process involving empathy, confidence active listening and feedback.  
Observation as a skill has also been cited as essential in this role. As a business support analyst I carried out observations on present states of work or business processes in order to ascertain the gaps and provide solutions.
Communication is an essential personal skill which embodies almost all the other employability skills. Key communication is explored in team working, presentation and leadership skills. Wherever another person is involved, it is top priority for organisations to ensure tact and diplomacy is applied.    

Interpersonal Skills –follows on from communication, or, appears to be intertwined in this skill. It is has been specifically asked for in the job description and specification section, a skill that is very popular in job vacancies. Employers want to see that an applicant or proposed employee can shape solid relationships with members of staff and patients as in the case of an occupational therapist. It includes emotional intelligence, negotiation, conflict resolution and mediation, team working, problem solving and decision making. In my previous jobs my capability in this skill set is on an average level in comparison to outside work. Having good rapport, and although i am generally helpful and operate an open door policy, there is a need for me to build on the other characteristics of interpersonal skills that i do not possess, for example- managing the relationships i have built, more self-confidence, increased collaboration in working, portraying body language aptly and general positivity and assertiveness. 

Presentation Skills- In this role as a therapist, this area will be tested in relation to individual or the group work activities on continuous assessment. Currently this is my weakest skill as can be seen from the self-assessment table. I am capable of researching, gathering and laying out my findings to present, but what I lack is the ability to deliver it succinctly. I need to be able to let my delivery flow without having to display too much detail on the power point slides. I also have room for improvement in my navigation around Microsoft power point. I can safely admit that I am fully grounded in the basics. However, I need to improve on controlling the session, modifying it for the target audience and making an impact on them.
      
Team Working Skills – I believe this is inevitable to have a balanced work life. Since most of the day is spent at work, it is vital to establish good working relationships. In my previous employment I have embraced the common and individual goals in the team in order to move produce results. I am still recognising fully the totality of how each member contributes to a team bringing different individual personal skills. I have given myself an average score because I feel I have the capability of supporting members who agree to the same objective. Most employers are looking for the team working qualities one can bring to the organisation. They are looking for innovative future leaders.  I had the opportunity to lead a team a few years ago. I learnt from mistakes and improved on them.    
Management and leadership skills-Although this skill is not expressly stated in my occupational therapist role, I have scored below average simply because I do not have any main practical experience.
1.I can define it as a transferable skill from home/church to work . 
2. I have led a virtual network marketing and a project team.
I have deputised on a temporary basis in the past, but I look forward to physically managing and leading a work group or team.

IT and digital skills- Over the years in my various workplaces training has been provided on Microsoft word and excel. I have consistently worked with outlook word and on occasions excel. Recently I took on power point and have had to deliver presentations a few times, once at an interview. In addition, the MS Visio software has recently been part of my knowledge. The software was used to create use cases and process maps for businesses. I am confident of these packages with the exception of excel.
I have been fortunate to use new in house software and recording systems in different organisations, hence forming my versatility for future systems. 


IMPROVING LIMITED SKILLS
To proceed with applying for the role as an assistant therapist It is important that i build upon my weaker and average skills required for the job before I update my CV.

I can develop my presentation skills further in terms of delivery and using appropriate visual aids for my target audience. I will follow a step by step approach beginning with identifying the objective through to planning the content, then rehearsing. (Morgan, 2017). I would also resume attending the weekly Toastmasters club in my local area. This is a club that encourages people to prepare and deliver presentations. (toastmaster club, Eldergate  Branch Milton Keynes,
Regarding interpersonal skills, having taken the self assessment quiz on skillsyouneed.com, the next step is and to study and practice the different areas where i can improve. (skills you need, 2019). I would also browse through various videos online and make a selection or buy one from udemy.com since they offer life time access.
Within IT, I have a life time access to a comprehensive excel course from New skills academy.
  Learning in connection with work and work placement are currently being offered in some universities. These soft skills are also being thought in Universities. (Taylor and Francis online, 2015) That way I am able to strengthen my skills practically.






CONCLUSION
Employability skills are highly vital to possess for anyone seeking employment. Companies are progressively expecting graduates and people generally to be endowed with a range of soft skills. The employability skills are not only to get the job, but also to improve on the skills while at the job. 
I am of the strong belief that practical methods speed up learning, therefore with this 12 months course and weekly visits to the toastmasters club I am confident that my skills will be grounded.  
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