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“Academic and Employability Skills”
[bookmark: _Toc500803108]Introduction: 
In today’s world, competition is high. To compete in this competition, employees are the key factors of an organization. Companies are now hiring employees with a lengthy process to ensure whether the candidates have skills and proper knowledge about the specific position. According to Huston (2005), employee’s attitudes and skills are helpful to make a correct decision making, team working and many more competencies which is needed for them (Huston, 2005).  Skills are dependent on some descriptions and specifications of an employee. With a proper skill set, an employee can compete in the organization. An employee should have some basic skill set which is divided in to two common parts. One is soft skill set known as the external attitude and behavior that leads a very good relationship with other employees in the organization. Another is known as hard skills that are needed for the specific job description procedure given by the organizations. Now we are going to analyze of an HR Executive whether he/she must have some skills.
[bookmark: _Toc500803109]Ensuring Duties and Objectives that will fit:
There is always a specific job responsibility for employer’s side. On the other hand, an employee has always his/her duties and objectives that will distinguish himself/herself. This responsibilities and performances are the distinguishing factors among employees. As well as this responsibility will develop a situation to face the challenges. According to Shields (2010), the minimum duties of an employee is dependent on the hard skill (Shields, 2010).
[bookmark: _Toc500803110]Duties:
As an HR Executive, some specific responsibilities will be-
1. Gather and collect data of job duties.
2. Ensuring and measuring the effectiveness of the supervisor.
3. To reach the optimum level of efficiency level.
4. Be gentle, honest in the work place.
5. Focus on the job description, analyze and report to the manager.
6. Distinguish the job barriers and follow up a good routine.
7. Be motivated and self-satisfied.
[bookmark: _Toc500803111]Objectives:
1. Need to have specific responsibilities.
2. Be sure about the job.
3. Need to have more experience.
4. Focusing on the career objectives.
5. Goal oriented and must have some skills about office tools.
6. IT knowledge is very important.
7. Developing the communication attributes.
8. Personalize own attributes that fits him/her in the organization.
[bookmark: _Toc500803112]Effectiveness that should be focused: 
As an HR Executive one should have some effectiveness regarding to his/her own specific task. The points are given below-
1. Supporting Company’s Policies and Procedures: 
This should be gained with a supportive frame of the management that will developed by the management to maintain a good supportive channel for the employees. 
2. Recruiting Right People at the Right Place:
While recruiting, one should have some specific criteria to recruit candidates. Besides it, other external factors should be regarded if one should want to recruit the best one. Recruitment process is totally dependent on the higher authority but as an executive, to give the right choice to the management is necessary.
3. Communicating with the Newly Recruited Employees about the Company Policies:
Communication is the key to success in both the organizations and employees. Supportive sections of work have showed that more than 30% of the work will be done the communications (Both external and internal). It is a key factor for the organization to achieve the goals in long term.
4. Acquiring Qualified Employees for the Organizations:
As it is said communication is the key to achieve the task done, most of the employees do the best use of it. Recruiter sometimes take a good decision by recruiting qualified people without any experience. Experience is a key factor for some aspects. But for the newly recruited people, it is always good to make a strong relationship and make a better understand with the organizations, policies and the terms and conditions. 
[bookmark: _Toc500803113]Skills of an Employee/a Candidate:
Skills are the mandatory factors for judging their effectiveness for different position. As an HR Executive, one should be careful and must have good knowledge about the skillset what a recruiter has. There are basically two types of skills; soft skills and hard Skills.
[bookmark: _Toc500803114]Soft Skills:
Soft skills are personal attributes. It consists of social skills, communication skills, attitudes, career traits, social intelligence, emotional intelligence and many things. It shows how a person can influence the workforce and workplace. As an HR executive, soft skills are important. How he/she interact with people, how their gesture and posture will be, is the main part in this sector. Emotional stability, motivation, mental performance are the main things in this factor. Performance appraisal of a specific post is important but as an HR executive in the organization, is the most important factor. He/She must have some knowledge about relationship, managing and some other managerial stuffs. Motivating people with the most recent event, helping them on their work are the important skills for an HR Executive. It totally depends on his/her personality. Personality influences a lot in this sector. People are maintaining a relationship with their seniors. But maintaining a good relationship with the junior employees are also very much positive sight in the job. Sometimes many problems will occur that will be solved by the junior employees of the company in that specific division. If he/she is a team leader as an HR Executive in the company, he/she needs to know about the external as well as the internal factors of his/her employees. This is known as soft skills. Soft skills are very much needed for the employees and organizations are now recruiting the people who has soft skills and can maintain a good relationship with both management and clients.
[bookmark: _Toc500803115]Types of Soft Skills:
Soft skills are basically the human interactions. Communicating with the people, gesture, posture, body language, personality etc. that aren’t related to the job description known as soft skills. For recruiting in HR division, soft skills are mandatory. So, one should have the following soft skill set for a position of HR Executive. 
[bookmark: _Toc500803116]Hard Skills: 
Hard skills are the technical skills of an employee. They vary from people to people and employee to employee. For example, a CSE student can’t know about marketing concepts whether he/she has a lot of soft skills. But a student who has done the BBA degree can’t join in an IT company for programming. As an HR Executive, one should have some technical skills about MIS (Management Information System) software, basic computing tools and some organizational stuffs. These skills will vary from organization to organization. Basic software and MIS tools are known to everyone. But to distinguish the employee, the best option is to judge hard skills. How an employee can write words in a minute, his/her numeric capability etc. are the most important factor. Hard skills are a structured set of skills. HR Executive should know about the organizational extranet and intranet, each and very software, should have prior knowledge about accessing with a proper decision making. Some software for analyzing data are Microsoft Office Excel, IBM SPSS etc. To work in the HR, he/she should have a brief idea about those tools. When organization is going to recruit new employees, he/she must need to filter all the CV’s and manage all the data for the interview session in the Human Resource Division or in the top management. SEO (Search Engine Optimization) is the most important skills for an HR employee. It has become a great impact as organizations are now recruiting people electronically. With the benefit of SEO, it will become an easy job for companies to recruit the best one. One having hard skills set will get more priority to the organizations. As an HR Executive, hard skills are very much important.
[bookmark: _Toc500803117]Types of Hard Skills: 
Computer programming, web designing, SEO and many other aspects that are actually known as technical knowledge is known as hard skills. These skills are based on the job description of the company. One should have some hard skills set for HR Executive for a smooth job satisfaction and performance. 
[bookmark: _Toc500803118]Practical Experience:
[bookmark: _GoBack]Practical experience is a major skill for any Human Resource related job. With the recruitment process and all other HR operations, employees must have practical knowledge of job satisfaction, job performance, emotional engagement, employee behavior and more. It’s common for the recruiter to ask whether an employee has previous experience. If he/she has a previous job experience they have priority over other candidates. Theoretical knowledge is needed but practical is must. The ability to work under pressure and be experienced, are the main skills that will be needed for gaining the practical knowledge. Experience can be two types. Personal and official. Among them personal experience is very basic. It can be gathered by various sources. But to achieve a competitive advantage in the job sector, one should have official experience. This experience will give him/her one step ahead against the other candidates. So, gathering experience with a better job performance is important.
[bookmark: _Toc500803119]Personal Attributes: 
Developing oneself for a position is a great challenge. Personality attributes are one of the most important factor which is reflect one’s personal ability, gesture, posture etc. Communication skills, honestly of the employee, technical knowledge, determination, persistence etc. are the very basic factors of personal attributes. It includes the attitude and behavior of an employee. Attitude is what he/she wants to do, and behavior is what he/she does. To maintain the balance between two factors are key thing for one employee. As an HR Executive, being a motivated employee, have the courage to work under pressure, eagerly grave the technical knowledge is the much-needed attributes for and employee. If he/she can work under the huge pressure, it will be an easier job for the employee. Motivation depends on various external and internal factors. Motivation is what that effects the overall job performance. According to Guay, motivation is a behavior that reflects on the personality of an individual (Guay, 2010). Traditionally, education is the main factor of education which is wrong. Motivation can be anything for both a recruiter and job seeker. Turner defines motivation a broad way and said that motivation is a cognitive behavior that suites the employee depending on the hard and soft skills (Turner, 2002). After all the definitions motivation is the common attributes that are highly recommended for the employee. Managers are sometimes find the best choice for the ethnic sense of employees which totally depends on personality attributes. One employee may have a strong physical and academic qualifications, but he/she can’t have a good personal attribute of he/she can’t practice. Technically in every sector of job aspects, attributes are very much important. It helps the company to choose the right and best. Personality attributes can’t be changed whether skills can be changed. Employees can easily acquire the technical experience and knowledge but can’t change the attributes. Communication skills are important for the organizations. Client relationship, satisfaction etc. are the key point for organization. So, being an HR Executive, personal attributes play a vital role for the candidates.  
[bookmark: _Toc500803120]My Own Skills:
Skills are different from person to person. So, the skills I have is given below-
1. Communication Skill (Soft skill).
2. Leadership Skill (Soft skill).
3. Microsoft Office (Hard skill).
4. IBM SPSS (Hard skill).
5. Oracle Programming for Bachelors (Hard skill).
[bookmark: _Toc500803121]Personal Development Plan:
Personal Development Plan is essential for an employee. He/She should make a goal, objectives for the specific job description. 
[bookmark: _Toc500803122]Deciding Goals:
Long-Term Goals: What you are going to achieve as an HR Executive in the company? 
Short-Term Goals: 
1. Which area should he/she has to develop?
2. Which areas needed to be improved?
3. What skills are needed for the company as well as you for the betterment of your career?
Employers are looking for-
1. Problem solver
2. Quick decision maker
3. Global thinker
4. Communication skills
5. Leadership ability 
6. Motivation
7. Confidence
[bookmark: _Toc500803123]Position Analysis:
After analyzing the skill set, one should need to analyze the current position of him/her. 
What are your strengths and what are your weaknesses? How you see yourself after 10 years in the company?
[bookmark: _Toc500803124]Making Methods: 
After analyzing the position, he/she can make a plan. The plans are-
1. Make a clear idea about what he/she need to do.
2. Make a clear time of doing the right thing.
3. Be simple and specific about the task.
4. Review all.
[bookmark: _Toc500803125]My Personality Development Plan:
As discussed from the skills of my own, I need to develop my skills based on my career. If I want to be a marketing executive in a reputed company, I can expand my knowledge about sales, branding, and advertising. For working in a creative media, Microsoft PowerPoint is a useful skill to have to make various presentations on client’s demand in the company. Communication is key in this factor. These are also important in my studies. My academic writing can be improved. Time-management skills are improved while studying because I must for example, follow deadlines and plan how to manage my workload. This can then be transferred to the workplace and help me be more organized.
[bookmark: _Toc500803127]Conclusion: 
Employment is a very competitive phenomenon in the job market. To compete with it, one should have strong educational background. It is mandatory for both the company and the candidate. With addition to that recruiters are looking for energetic, skilled candidates. As a result, one should have experience, soft skills, hard skills and personal attributes to compete with other candidates to make him/her exceptional. By exploring the weaknesses and strengths one should easily gain a better advantage in the job market. 
[bookmark: _Toc500803128]References: 
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