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1. [bookmark: _Toc49245095]Introduction

We need to be in time and ahead of times regarding our professional expertise. The past years and especially the beginning of 2020 brought lots of challenges for both, employers and employees.
Covid-19 affected seriously the demand for skilled employees, at least 5 million people opt in for distance learning in order to keep their job or to look for a new one (Blackman, 2020).
Also, according to Alice Barnard in ,,JOINT DIALOGUE: How are schools developing real employability skills?’’  the economy was facing over 200.000 skills shortages in 2017. Apparently, it is a growing tendency as in 2011 these shortages were half compared to 2017. Many workers do not meet the requirements that the employers are asking and the odds for things to get better, in an uncertain economic climate due to BREXIT, are quite small.
The future generation of students needs, on top of academic skills that they enhance in universities, to acquire employability skills that will make them an asset on this continuous changing market. 
Not only students, but also the employees should be aware of the increased focus on the employability skills and they should opt in for a Personal Development Plan that will help them to get a better job, to keep it and to do it at the highest standards.

[bookmark: _Toc49245096]2. Article 1 
[bookmark: _Toc49245097]2.1 Academic Skills, are they enough to get you a dream job?
Academic skills are the skills required for an effective learning. The skills one is developing as a student are transferrable and it will serve him whole life not only in University (skills you need.com). 
Some of the study skills that you can reach during university are:
· Organizing the studies - for an effective learning it is important to find a location to study, easy access to library, to internet, a peaceful environment. Also, an important role plays the existence of a light source, a computer with all the accessories. It is mandatory to make sure that study resources and stationery are at hand.
· Time management - it is important to prioritize and work on dead lines in order to be productive and avoid unpleasant situations.
· Styles of writing – being a student implies a lot of reading and writing, different materials from books to journals, articles, reports. It is important to understand and make the difference so the information you get and later transmit will have a meaning.
·  Effective reading – the time is limited, in order to prioritize, the student need to enhance his reading skills and learn how to summarize the information. 
· Note taking – is an important aptitude, for students but and professionals as well.
· Planning and writing an essay, thesis – no matter the form of the writing, the information needs to be well structured, following certain standards so that the outcome will be the desired one.
· Academic referencing – a correct referencing style is adding value to the work, is not only acknowledging the merits of the author but helps the student to avoid plagiarism and consequences it may occur from this.
3. [bookmark: _Toc49245098]Article 2
[bookmark: _Toc49245099]3.1 Time management skills – the key to build a life of success
Prioritizing, multi-tasking, working under pressure are main points on an employer agenda, during a job interview.
All this aspects speaks about time-management and they are corelated with productivity, meeting the dead-lines etc. (Doyle, 2019). 
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Some of the requested skills by the employers are:
· Prioritize: is all about assessing the situation, see if there is more than one task to be accomplished. It is important to analyze how others will be affected if it’s delayed, if it implies any financial consequences.
· Scheduling: is saving money, is stress-reducing, buys extra-time dedicated to the family, keeps people focused on the goals and deadlines. 
· To-do lists: in his book Organizing for Success, the expert Kenneth Zeigler says, "The purpose of a master list is to get everything out of your head. A master list is a journal of thoughts and activities as they occur. The mind can organize what you need to accomplish more effectively when it can see everything you need to complete." So, to be organized means be efficient. Instead of spread notes all over your desk regarding your daily activities, best solution is to create a to do list, that centralises everything, making things easier to follow and to execute.
· Resting – sometimes, the desire of delivering the job on time, or even of making some extra money makes you give up on breaks or spend too many hours at work. On short-term this can bring good results, but after a while the fatigue, tiredness and stress will install and it will be difficult to get rid of them. This will result in inefficiency; your productivity will be affected which will lead to employers being unhappy.
· Delegation – it is easiest way to meet a dead-line, to achieve a target or fulfil a goal. It’s the ability that shows how much you understood the job and its importance.
Time management it is also about knowing how to set SMART goals, which means:
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(kazoohr.com, n.d.)

4. [bookmark: _Toc49245100]Article 3
[bookmark: _Toc49245101]4.1 Employability skills, definition and importance
What are employability skills?
According to Skills you need.com ‘’ employability or ‘soft skills’ are the building blocks of your career.’’ This are the skills that you can use in any circumstances of your life as they are not only job related.
Usually, when you applied for a job that requires a certain qualification, the employers are willing to offer the necessary training. They expect the applicants to have already a set of employability skills as part of their experience.
Hiring skilled people means saving money that they would invest in courses that are meant to develop these soft skills.
5. Article 4
5.1 Employability skills that the employers seek
Target jobs (n.d.) consider that there are 10 top skills that are a ‘’must have’’ and should be part of any curriculum vitae.
· Commercial awareness
More than a skill it is a quality of a person that has strong knowledge about the business environment, the market, how it works, which are the trends and the competitors that matters.
· Communication – It is the skill that creates managers, leaders, bring people together.
In an organization al forms of communication are equally important. 
· Verbal communication can be oral or in writing. 
· None-verbal communication is about the body language, tone, emotions.
· Listening means actually to decode the messages that other are sending to us.
· Team work – is the ability to work with other people, to make use of the emotional intelligence in order to resonate with the member of your team, knowing how to delegate people, when to delegate them, bringing inspiration and motivation for the others.
Lisa Lutoff-Perlo said for Forbes that ‘’None of us are as good alone as we are with an amazing team of people’’.
· Negotiation and persuasion – it is about setting your goals and being able reach them through a fair negotiation that in the end bring satisfaction to both parties.
·  Problem Solving – is the ability to solve problems, to minimise their effect, knowing the business so well that the solutions are always at hand.
·  Leadership – it is more than having manager skills, it is knowing how to organize people and inspire them, lead them towards organization success.
· Organization – it is mostly about time management, schedule your work in order to avoid unpleasant surprises.
· Perseverance and motivation – companies are looking to hire people with a good and positive attitude.
· Ability to work under pressure – multi-tasking, calm attitude and knowing how to avoid stress will make your job lot easier.
· Confidence – be aware of your knowledge, trust yourself. 
6. [bookmark: _Toc49245102]Article 5 
[bookmark: _Toc49245103] 6.1 Upgrade your employability skills while you are studying
It is well-known that the employers need well-prepared graduates that possess not only the academic skills enhanced during the university life, but also the soft skills that are considered a real asset for their organization. How can you develop these skills while you are still studying?
· Try to get a part-time job that will help you gain work experience and understand better how the industry is functioning. It is also a good source of income.
· Volunteer for organization that work with people with special needs. It is the best way to develop the emotional intelligence, learn how to organize, boost the motivation, deal with unexpected problems and solve them.
· Use the social media to create profiles that are attractive and interesting for the potential recruiters.
· Become a member of a Club or Society. Best way to become a team player, boost the communication skills. Also, a chance to meet new people and create connections that might help in the future.
· Ask advise from the Career Services if you are still a student. They might offer some leads that can help you get a part time job or offer advice regarding your future.
7. [bookmark: _Toc49245104]Article 6 
[bookmark: _Toc49245105] 7.1 How to upgrade your employability skills 
· Make a research on the recruiter sites like Reed or Indeed and try to see which skills are demanded for you role.
· Try to make the most from your one to one meeting, show that you are willing to learn and develop, try to participate on any personal development courses.
· Social Media it is a very good source of information. There are influencers that speak about the tendencies of the markets, skills that one need to possess in order to get and keep a good job.
· Attend workshops, conferences but most important create a Personal Development Plan. This is very important step to boost your carrier, you state your goals, you acknowledge your weak points and plan accordingly.

8. [bookmark: _Toc49245106]My personal employability skills assessment

Along the years, through the work experience I acquired, I had the opportunity to improve my professional skills, making me valuable employee for the organization I work with.
I am an office administrator and this requires a lots of skills in order to get the job done. My activity definitely needs IT aptitudes. I have good communication skills as I need to contact all the company’s customers, over the phone or via email.
Multi-tasking it is necessary, sometimes I need to speak on the phone and deal with invoices as well, there are orders to be allocated, investigations and emails to be answered, I need to prioritize in order to make everyone happy. Time management it is important, there are time slots when certain tasks need to be done, so without a to do list, it is very easy to make mistakes. Many times, I need to delegate the task toward other people, to make sure that we respect the dead line we have.
SWOT analyses is the best way to become aware of your weak points, what you need to improve, which are your strengths and the opportunities you can get.
[bookmark: _Hlk49451580]This is how my SWOT analyses would look like:
	Strenghts
· Work experience
· Education
· Hard skills
· Soft skills
· People person
· Strong power of will
	Weaknesses
· Language barriers
· Studies not accomplished
· Dependants
· Weak profile on Social Media


	Opportunities
· Upgrade my studies
· Qualification classes that will boost my skills
· Create a strong Social Media Profile
· Enhance my personal development
	Threats
· Political context
· Social context
· Progress on the labour market
· Limited access to training



9. [bookmark: _Toc49245107]Conclusion

The world is in continuous change, global market is becoming a real challenge, nothing is secure and the organizations are willing to recruit people well prepared. Time management, communications are qualities that you can use in any aspect of your life, there is always room for personal development and chances you can take in order to enhance your employability skills.
As Milton Berle said ‘’if opportunity doesn’t knock, build a door’’.
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