                                                                                                                                               University of Wales: Trinity Saint David


Student:  Shahida Hiren Badshah
Student Number: 1705709





Title: EMPLOYABILITY SKILLS IN WORKPLACE





Name of the Module: 
Academic and Employability Skills (BMSK4001-LON)


Name of Lecturer: Mr Peter Allen
January 2018






Name of the course: Certificate of Higher Education in 
Skills for Workplace 
Broadening Horizons/ Changing Lives








TABLE OF CONTENTS


1. Introduction	……..	………………………………..………….…3

2. Definition of employability skills……….…………………….……..3
3. Employability skills needed in Workplace………………………....4
4. Employability skills I have……………………..……………………6

5. Analysis……..………………………………………………………...6
5.1 SWOT analysis ….………………………………………….....7
5.2 SMART process………………………………………….……8

6. Recommendation………………..………………………………….. 9
6.1 My personal development plan……………….……...……….9

7. Conclusion……………………………………………………………10
8. Reference……………………..………………………………………11

1. INTRODUCTION

	Employability skills are those skills necessary to successfully enter, remain and progress in a job, especially in health and social care sector. Different roles require different skills sets and ability. It consists of the skills required for general employment, such as interpersonal skills and transferable skills, as well as the ability to work with others in teams, including leadership and communication skills. The entire report focuses on the overview of my personal scenario in the context of my workplace, in a GP surgery where I work as a Health Care Assistant (HCA)/ Phlebotomist. My discussion would be supported by the relevant theories and concepts. 

Through this report I will try to provide a detailed understanding of the use of the various employability skills that have been inculcated in the career level 4 in which I am working in (Skills for Health, Employability Skills, UK, 2007) and I will demonstrate that I have a good grasp of the skills needed to successfully perform my roles and responsibilities as HCA/Phlebotomist in a GP Surgery in NHS. 


2 Definition of Employability skills:

Employability skills are a set of attributes, soft skills or transferable skills and knowledge, including being cooperative, a good problem solver and decision maker needed to be eligible for the role, to be efficient in that role and to execute the activities assigned to in a better manner in the organisation. Hard skills are occupational requirement of a job which is a set of skills and ability to perform a certain type of activity or task at the work place. Soft skills which refer to a number of features like behaviour, personal finance management, communication, etc. complement the hard skills. 

According to the definition of Skills for Business Network Employability Strategy (2007) which stated, “Employability defines the knowledge, skills, attitudes and behaviours required by individuals to seek, obtain and sustain employment at all levels in the labour market”. The employability skills Matrix for Health were established to help staff working in the health sector to identify the personal skills, attributes, qualities, behaviour needed at all level of the Career Framework for Health. 



3. Employability skills needed in Workplace

Health sector needs for people who communicate well both verbally and in writing, to provide quality services to the service users and to ensure their safety and wellbeing. To help the people a Health Care Assistant and Phlebotomist needs to possess some of the specific skills. According to the Employability skills Matrix for the Health Sector developed by the Skills for Health (2007), these are as follows:

· Communication skills: Good language skills are necessary and vital to deal with complicated medical terminology so that the patient can understand and to liaise with patients, doctors and other health professional. It helps increase the level of professionalism and reduce stress of the patient. The communication both verbally and in writing relates to people from a wide range of backgrounds, culture and origin, maintain good eye contact, use of appropriate vocabulary are all essential skills which helps in instructing patients and minimising the misunderstanding. HCA/Phlebotomist needs skills for active listening to the questions and concerns, asking questions, clearly explain procedures to the patient also help in gaining and understanding the correct information. It helps the nervous patients put at ease and to cooperate with collections. 

· Fine attention to detail and customer care: HCA/Phlebotomists usually have a constant flow of patients throughout the day. They need to be precise when drawing blood, to label samples, and keep track of samples. HCA needs to spend most of the day time interacting with people and need to be pleasant and helpful to doctors, nurses, medical staff and patients. It is needed to deal with the patients, who are nervous about a procedure, reassure them to offer the service with sensitivity and respect, maintaining and ensuring a good standard of health, hygiene and safety in workplace.

· Ability to multi-task: A HCA needs to be able to adapt to changing situations as it needs to do a lot of different tasks and is often called upon for so many tasks. HCA needs to deal with the supplies and top up the clinical stock to the required level, to respond and deal with the problems and complaints (if any) of the service users in a professional manner, following employment legislation, ethics, employment rights and responsibilities. 

· Data Entry: HCA/Phlebotomists require identify the patients accurately to enter and save the information in a medical record database on the computer. Having data entry skills, observing, recording and manipulating mathematical information (e.g. measuring, weighing, estimating and applying formulae) are essential. 

· Dexterity: Physical dexterity (or motor skills) is critical for a HCA/phlebotomist. They need to position patient, handle equipment and draw blood quickly and efficiently, with minimal discomfort for patients.

· Empathy:  HCA/Phlebotomists need to have strong interpersonal skills to be able to listen and show concern, and care for patients who are nervous. It helps interact successfully with patients and their families, maintaining confidentiality. 

· Team working: In health sector, team working is vital in every aspect of the organisation, dealing with patients respecting others, co‐operating, negotiating/ persuading, contributing to discussions, to recognise and respect people’s diversity and origin, individual differences and perspectives. Demonstration of honesty and integrity is vital for the interaction with patients, nurses, doctors, staff within the organisation and to maintain the confidentiality and patient privacy. 

· Problem solving skills are needed to analyse facts and assess the situations, identify the root cause of a problem and apply creative thinking to develop appropriate solutions by gathering and evaluating reliable information. 

· Self‐management skills are needed to accept responsibility being flexible with appropriate assertiveness, time management, and readiness to improve own performance based on feedback/reflective learning. 

· Application of information technology: basic IT skills, working on EMIS network used in NHS, including word processing, file management and use of internet search engines, and other digital devices are vital for daily job in health care sector.  

My personal responsibilities in my workplace vary extensively including direct and indirect relationship and adaptability with co-workers, supervisors, line-manager and the admin team members. As a HCA/Phlebotomist, these communication and interpersonal skills as well as hard skills are essential to fulfil my professional responsibilities.




4. Employability skills I have:

According to the  “Tasks and Duties” stipulated in the job description I have designed my personal responsibilities and performance objectives in my workplace. 

As a phlebotomist in a GP practice, I draw blood from patients for tests and research, and I send the samples to the laboratories. Along with drawing blood, I also label the blood for processing, record information in computer databases, and assemble and maintain all the medical instruments needed to draw blood. 

I need to explain the procedure to patients, and reassure the nervous patients. Sometimes, some patients who have an adverse reaction after their blood is drawn need to be cared. As a Phlebotomist I require a wide variety of skills. Some of these are hard skills such as knowing how to perform certain medical procedures. Others are soft skills such as compassion for anxious patients.

In Tower Hamlets, we have diversified group of people from different origin and culture, and language. Good command over multiple languages and good communication skills are important and I do the advocacy to bring help for the patients and the doctors and nurses. Since I was assigned for two projects of my surgery for smoking cessation advice and sexual health screening for the patient, my GP surgery has attained the target level and for the first time it has beaten the record of the past years for these two projects and awarded the best Surgery by the GP care group network.  


5. Analysis:

By monitoring set objectives, one can evaluate their work performance and reflect upon weaknesses.  To evaluate my own effectiveness, I use self-evaluation method to identify my strengths and weaknesses and to determine whether I possess essential qualities to execute the activities of my service. I have made a personal SWOT analysis based on my actual experience and self assessment. It helps in determining my need of training and development for the purpose of improving effectiveness.



5.1    Personal SWOT analysis:
	



· Strengths: 
· I have good interpersonal skills for team work, such as organising skills, negotiating skills, assertive skills, social skills to communicate and behave effectively and work with others maintaining good relationship. I know how to think strategically and be accountable, considering cultural, social and religious barriers and obstacles. 
· Effective communication skills: I possess good verbal and non-verbal communication skills, such as awareness and use of body language, openness and responsiveness, formal and informal feedback to and from colleagues. Multilanguage skills allow me to communicate properly and effectively with the patients and service users and provide service as an interpreter/advocate for my GP Practice when needed, and to organise events. 
· Time management skills: I know how to prioritise and manage workload, set work objectives, make and keep appointments, work steadily, find time for learning, estimate of task time. 
· Good technical skills: I kwon how to operate systems (EMIS for NHS Health) easily and effectively and ICT skills used in team meetings, internet search engines and other digital devices used in my GP. 
· Leadership skills: I know how to respond to queries and complaints effectively,  analysing and solving problem, researching changes in the workplace, generating and choosing a solution, encouraging and convincing the patients to avail the services offered by the practice, such as smoking cessation advice, sexual health screening, etc., organising and coordinating events for the service users. I have good decision making skill for taking good and effective decisions regarding my work. 


· Weaknesses: 
· I am a character of less talking and find some difficulties in telephone consultation with certain patients and in group call for discussion meetings.  


· Opportunities:
· I am more employable when I get more freedom beyond my limited responsibilities. 
· I will have a better opportunity if I get my degree from my university. 




· Threats:
· Sometimes overloaded and unforeseen tasks give me stress and prevent me to offer the best quality service possible to my patients. It creates dissatisfaction of the patients and their family and the gaps or errors in recording may happen. 


5.2	SMART process:

I monitor and evaluate performance objectives following the SMART process. 

Specific- I try to set a specific goal for the patients, and identify the requirements and constraints to attain the objectives within the timeframe, by asking questions What? Who? Why? Where? When? Whom? Etc.

Measurable- I try to establish concrete criteria to attain the objectives by asking question How many? How much? Etc. 

Acceptable/Attainable: I develop the attitudes, abilities, skills, and financial capacity to attain the objectives. 

Realistic- I try to fix a goal or objective which is ethically feasible and resources needed are available to reach that goal. 

Time bound- I try to set up a time frame for each objective at the beginning to successfully obtain better performance and to achieve a goal. T stands for tangible. When my goal is tangible, there is a better chance of making it specific and measurable and finally attainable. 


Through this self evaluation, I found that I need to attend the training organised by the GP care Group in Tower Hamlets regularly to improve my objectives and goals properly. I check and evaluate my work daily to determine change in work performance. These all factors make me able to set some targets to improve my weaknesses. 





6. Recommendations for performance improvement:

I have successfully adopted and developed certain capacity to cope with different people with different behaviour and nature, but with the frequently changing conditions of my workplace, to improve my performance or effectiveness, certain measures are needed to adopt to ensure better quality service. 



6.1      My Personal Development Plan:
 
Personal development is about having the right attitude towards work and the organisation I work for, as well as how I evolve my working practices and attitudes to work. To understand my weaknesses properly, I take guidance from my line manager and senior colleagues. Their regular monitoring and through patients survey I am able to know that I have a good personality. I focus on my personal growth and I am keen to develop and learn continually by doing things. I am open to accept and respond to the changes of the situations and the circumstances when and where new needs arise in my GP surgery, in the daily life, being adaptable, flexible, and patient to provide good service. 

Self motivation and confidence are the key areas of personal development. I have developed my self-management/ self -control skills to manage my personal feelings and how to react and deal with the challenges and problems of everyday life both in workplace and personal life. I have adopted certain measures to avoid anger and stress while developing assertiveness and effective negotiation skills.

My strategies for the time management are dividing the tasks or activities into smaller sections, and prepare, set and arrange a list of them on the basis of the priority so as to complete them on time (Amar, et. al., 2015). I prioritise workload, set my work objective and bifurcate my time for my professional and personal life. To do so, I maintain a diary effectively which helps me identify and determine the right amount of time I am investing on each and every task I perform. I prepare a to-do list on weekly, monthly, yearly basis which establishes a set of priorities to perform a task (Cassidy, 2006). 

I manage my diary according to “important”, “less important”, and “useless” and review my diary at the end of the day to determine which task has been carried out which has not and why. By this method, I am able to manage my work effectively (Grunig, 2013). 

I review my mails, delete the junk mails, and file those things need to be kept to focus on, or respond to, or to organise my responsibilities and better perform my professional and personal life (Friedkin and Johnsen, 2011). By this method, I am capable to manage my important tasks properly and effectively.

I need to develop oral presentation skills to be able to present information, my ideas and findings clearly and effectively to my colleagues and external service users and stakeholders. I am motivated by my line manager and my senior colleagues to develop and improve my communication skills. I am following the in-house training courses to improve oral communication skills. 


7. Conclusion

The employability skills play an important role in the growth and success of individual and the company. The soft skills are vital in being successful. Team work, communication skills, problem solving approach, etc, are some of the key elements of interpersonal skills. Having strong interpersonal skills is necessary to improve the overall employability factor. As a NHS nursing Team member, these skills and knowledge are required for execution of the tasks or activities, and to offer quality care. It helps in improving the organisational and strong team culture within the Surgery to perform the professional obligations towards the service users. 
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