

	Student Name
	Jose M. Lopete

	Student Number
	

	Lecturer Name
	Anita Nam

	Module Title
	Academic and Employability Skill

	Module Code
	BMSK4001

















Table of Contents
1.0	INTRODUCTION	3
2.0 ANALYSE THE MAIN EMPLOYABILITY SKILLS	3
2.1 Team working	3
2.2 Communication	4
2.3 Time management	6
2.4 Problem solving skill	7
3. PERSONAL SWOT ANALYSIS	7
4.PERSONAL DEVELOPMENT PLAN	9
5. CONCLUSION	10
References:	11



1.0 [bookmark: _Toc408425703]INTRODUCTION
According to an article published on the Gardian by Bacchus (2010), due to the prompt improvement of the world that we live, the rivalries among the organisations are also accumulating. Therefore, the organisations are continuously seek for employees who not only have good academic qualification but also poses sound employability skills to gain competitive advantages over their opponents in the severe competitive market. Organisations now a day look for the employees who are equipped with a wide range of skills in order to improve their organisational environment and hire employees who have various skills to fill up their various job roles (Foster, 1998, p.4). Therefore, as a graduate it is important to gain the skills that the employers are looking for to join their workforce. 
In order to fit in the competitive job market, it is important for graduates to identify the skills that the employers frequently look for and also need to identify the skills that the graduates currently have or need to develop for future employment opportunity. This can be done by conducting a personal SWOT analysis (Manktelow et al, 2018) and carrying out a personal development plan. The objectives of this report is to
· Analyse the main employability skills that the employers look for.
· Personal SWOT analysis
· Personal Development Plan
[bookmark: _Toc408425704]2.0 ANALYSE THE MAIN EMPLOYABILITY SKILLS
In present literature scholars have defined employability skills in various way. According to Miller, Biggart and Newton (2013) “employability skills are the basic skills necessary for getting, keeping and doing well in a job, and which cut horizontally across all industries and vertically across all jobs. It is also defined as skills required not only to gain employment, but also to progress within an enterprise so as to achieve one’s potential and contribute successfully to enterprise strategic directions.” 
The research conduct by Wickramasinghe and Perera (2010) identified five common employability skills that employers often seek for and these are described below. 
[bookmark: _Toc408425705] 2.1 Team working 
According to Morgan, P. (2017) teamwork can be defined when few people working together and challenging a particular task that all individual promise to achieve. The author further articulate in team a people work to accomplish shared objectives and common goals and share their wide-ranging skills to perform assigned roles and responsibilities.  
Importance of teamwork skill in organismal context
Clearly a company with a good culture of team working are likely to success. Having the ability of effective team working will help you to improve several employability skills areas, like, communications, project management skill, conflict management, problem solving, and other. To work efficiency and productive, is very important to have the ability to work in group environment, as this will help reduce your level of stress, improved problem solving, bring huge benefit in terms of office environment, and others. (Fay et al., 2014)
How teamwork skill can be improved
Teamwork can be achieved by efficient communication, organising tasks, equilibrium of job roles, mutual understanding and support, determination.
There are few theory and rule about how to improve your team working skills in order to ensure that any task is completed successfully, likewise they are some number of reasons why team fail and why team success.  
Also as team member you must bear in mind the way the team is put together is key to perform any project. The DISC model defined Peter (1917) mentioned Marston (1928) is an important tool for team building and also gives an important insight how the team members work in a group. The DISC model, D-dominance, I-influence, S-steadiness, and C- conformity is the way to identify the different role that any team members play in any particular task. In the other hand the Belbin`s Team roles was develop by Belbi and others (1928) describe some few factors that are important when we form a team for any task. Like knowledge that any team member has and their skill and ability.

[bookmark: _Toc408425706]2.2 Communication
According to Maund, Schriek and Tinkler (2011. p.47), communications skill is the ability to communicate with others. However, according to when we describe the word effective communication we must bear in mind that communication is all about hearing, listening, understanding massage, body language and speaking. The authors point out that communication is the exchange of thoughts, information, or idea that result in mutual understanding between one or more sender and one or more receiver. Thus, process requires a massage that will be transmitted within a communication channel. Whereas depending the way we delivered the communication, message can be either verbal or nonverbal in term of the channel or transmission medium communication are face-to-face, email and footage.
Importance of communication skill in organismal context
An effective and efficient communication is an important skill to achieve efficiency, productivity and improve strong workplace relationship within an entire company. Organisations that invest time and are determine to improve communication within their organisation will swiftly create faith and trust among employees, which will lead them to a increased proactivity and achieve good organisational culture. Consequently, good communication among managers, employees, suppliers and customers is a valuable asset to a company. A good commutation skill will provide the graduate with a better edge than their counterparts when applying for a job role. 
How communication skill can be improved
This section analyse the processes to improve communication skill that have been identified by the scholars. 
· Clearly delivery of message – during delivery of it is important to articulate the message obviously. During the deliver of message it is viable to believe in the idea or massage that will be delivered, show respect and appreciation to listeners. 
· Choose your medium carefully – Once the message is ready it is important the medium of delivering the message carefully. The medium can be verbal, non verbal and written. It is important to select which way will be suitable to communicate with the employees. 
· Keep everyone involved – It is important to ensure the communication channels are always open. As stated Maund, Schriek and Tinkler (2011) and Brownell (1996, p.96 ) it is important to use HUNTER model to keep every involved. The model consists of six elements: Hearing, Understanding, Remembering, Interpreting, Evaluating, and Responding. Clearly the sender of the massage sometimes they want to know that they are been hear, so adopting good posture that make the speaker field you are interested in his massage. Do not interrupt the listeners. Asking question and paraphrasing is another way to keep the audience engaged and interested in the conversation.
· Listen and show empathy – According to  Page (2018), “Communication is a two-way process and no company or individual will survive long if it doesn’t listen and encourage dialogue with the other party. Listening shows respect and allows you to learn about any outstanding issues you may need to address as an employer”.
[bookmark: _Toc408425707]2.3 Time management
Time management, is sample as, planning or control the amount of time spending in a specific activity to increase your efficiency and your productivity knowing that your times are limited. Clearly effective time management is not only learning how to control your time is also learning how to manage your self in relate to the time.
Importance of time management skill
Time management refer to business, project development or work activity but can also include any specific task in your personal life. Furthermore, if you know how to control your time your degree of time management and Project Management is higher. Went we mention Time Management is the same as mention project management as both take in to account the factor Time (Aminshayan, 2010). Controlling your time will give you some benefit like: reduce stress, be a good productive team member with your colleagues, deliverer good quality task and helps to discipline ourselves.  If you have lack of time management skill you will always been busy but not productive.
How time management skill can be improved
According to Houserebate (2019), how to prioritise you task, how to coup with the dead line or due date, in order to make time more productive as the mater of that be good at the workplace. To answer to this question and the techniques to improve time management skill are listed below: 
Pareto 80/20 principal is one the important way to manage time and according to Italian economist Vilfredo Pareto, “put your efforts where they will make the most difference, Before you begin work, always ask yourself, is this task in the top 20% of my activities or in the bottom 80%?”
For example according to (Koch, 2013), “if you have a list of ten items to do, two of those items will turn out to be worth as much or more than the other eight items put together”.
Eisenhower defined what is Urgent and what is Important by explaining his Matrix. Eisenhover Matrix consists of four quads (as shown in figure 1): urgent/important, Important/not Urgent, Urgent/not Important, Urgent/not important. According to Eisenwover if you really want to manage and controlling time and make it more efficiency and productive the best stage is quad one, when task is urgent and important. (Covey, 2017
[bookmark: _Toc408425708]2.4 Problem solving skill
From employers perspective problem-solving skills are referred to the capability to manage various challenging or unanticipated circumstances within the organisation.
Importance of problem solving skill
Problem-solving skills are significant attribute in every organisation. Every organisation confronts with various issues and therefore when recruiting any employees employers always priorities employees who have good problem solving skill. In order to work in a management position in any organisation managers need to handle the day-to-day problems that occur within an organisation. Developing problem solving skill will allow the graduates to provide with distinct advantages both in management roles and other roles within an organisation. 
How problem solving skill can be improved
Various scholars demonstrate the process of improving problem solving skill. Griffin and Annulis (2013) identify following four stage of problem solving skill.  

The Four Stages of Problem Solving
[image: ]
[bookmark: _Toc408425709]3. PERSONAL SWOT ANALYSIS
SWOT is personal analysis tool, which refers S-Strength, W-Weakness, O-Opportunity, and T-Threat (Manktelow et al, 2018). After analysing the main employability skill required by organisation, the author carried out self-assessment using SWOT analysis. 
Strengths
The identified strengths of the author are:
· From present employment and working in groups at university it can be said that the author has good teamwork and organizing skills. 
· Author is also good at managing time and self management, can plan tasks, prioritise tasks according to importance, meet deadline and so on.
· Willingness to learn new skills to improve and meet career objectives.
· Long time work experience in the UK.
Weaknesses
The identified weaknesses are:
· Have limited technological skill and need to develop the use of software packages, information process, advance use of information that will be required in the targeted career 
· Poor problem solving skill. 
· For being introvert in nature I am shy to speak in front of large audience and need to improve communication skill
 Opportunities
· Using the job experience and successful completion of the current degree will provide the opportunity to gain the expected career objectives.
· Self management and time management skill will assist to fill up the skill gaps.
Threats
· Extreme competition in the intended career
· Frequent change in the job roles within an organisation 

[bookmark: _Toc408425710]4.PERSONAL DEVELOPMENT PLAN
After identifying personal strengths, weaknesses, opportunities, and threats, this section analyse the personal development plan to improve the employability skills based on SMART objective (Manktelow et al, 2018).
[bookmark: _GoBack][image: ]
Table 2: Personal development plan (Compiled by author)

[bookmark: _Toc408425711]5. CONCLUSION
As stated by Bacchus (2010), organisations are continuously looking for new way of doing business and enhancing their efficiency and productivity. Therefore, the organisations are continuously seek for employees who not only have good academic qualification but also poses sound employability skills to gain competitive advantages over their opponents in the severe competitive market.
After conducting a comprehensive research, this report identifies six key employability skills, the importance of those skills from the viewpoint of employers and how graduates can improve those skills. After analysing the main employability skill required by organisation, the author carried out self-assessment using SWOT analysis to improve self-consciousness. The SWOT analysis also assisted the author to develop a personal development plan, which will guide the achieve his carrier objectives. 
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Define the Problem: Identify the issue and observe the problem area closely to form a
detailed image of what's wrong. Analyse employee behaviour, workplace policies, and
operating procedures.

Brainstorm Alternatives: This is one of the most important stages of problem solving. It
requires a careful balance of creativity and logical thinking. Compare all possible
altenatives. Analyse the money, time, staff, and resources necessary for each approach as
well as the return that you can expect from various strategies.

Choose the Best Strategy: Strong decision-making is essential at this stage. After carefully
considering all options, it is important to select the best strategy for the problem and stick
with the selection.

Implement Solution: Implementation is the critical peak of the problem-solving process. This
is where you draw up an action plan, share it with the appropriate personnel, and follow
through with your chosen approach.
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