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1. Introduction 
The aim of this report is to find and summarise 4 articles that discuss employability and briefly analyse my own employability skills.
The report is structured in the following format: the literature is broken into five sub sections. Sub-section 1 will address employability in Jobs.ac.uk. Sub section two will address employability in Skills You Need. Sub section three summarises employability in reed.co.uk. sub section four addresses employability in thebalancecareers.com. Lastly in sub-section 5, a brief analysis of my own employability skills is presented.

























2. Literature 
Guilbert et al. (2016) described the notion of employability as unclear and often not properly defined and sometimes not defined at all. Whilst Chhinzer and Russo (2018) argued that the lack of agreement on the definition of employability is made worse by the lack of empirical studies identifying or validating factors of employability. Although Gedye and Beaumont (2018) acknowledges that there is division within scholars when it comes to defining employability, cited the definition put forward Cole and Tibby (2013) who defined employability as ‘ being capable of getting and keeping fulfilling work’ as very useful.
Sub-section 1 – Jobs.ac.uk (2019) – Employability: What are Employers Looking For?
In this online article, the issues of employability i.e. what employers are looking for was discussed. The paper noted that within the recruitment sector, there are many ongoing discussions about employability due to the high competition for jobs. The paper made a key distinction between employability, subject knowledge and qualification and experience, in that one can have a great qualification and CV but still may struggle to secure a position being advertised. 
One reason the latter may be the case is because, a lot more emphasis is placed on qualifications especially within the academia rather than employability skills. Therefore, one must know specifically what employers are looking for in an employee and be able to show to the employers that one is an employable person, a team member who can contribute to the firm.
In Jobs.ac.uk (2019) the importance of employability was highlighted, drawing reference to a study conducted by The Institute of Directors (IOD) in 2007 were graduates were asked to rate the importance of employability against academic and or technical knowledge and skills associated with a degree. The result showed that ‘39% stated that employability skills are much more important’.
According to Jobs.ac.uk (2019), employability skills and capabilities are broadly classed into personal attributes, for example, a positive attitude, honesty and integrity, reliability; and skills for example, communication (written and oral), numeracy and computer literacy skills. These employability skills and capabilities can be demonstrated at the application stage and CV and during the job interview.
Jobs.ac.uk (2019) noted that although most job seekers can evidence and demonstrate employability, during the difficult and demanding application process, they tend to forget about these skills and focus mainly on qualifications. However, job seekers must seek every opportunity to demonstrate employability skills. One way of achieving this, is by being employed. 
Sub-section 2 – Doyle (2020) The Balance Careers – What are Employability Skills?
Doyle (2020) seeks to provide answers to what employability skills are and why they are important for job seekers to get hired and for succeeding at the job. Doyle (2020) argued that employability skills are the basic skills and attributes that are needed in nearly every job; adding that possessing these general skills makes a person desirable to a company as managers responsible for hiring employees are always looking for employees with these skills.
Furthermore, Doyle (2020) highlights that most of the skills employers seek from employees are soft or hard skills. Examples of the former include as one’s capacity to communicate, work effectively in a team, apply knowledge to solve problems and to fit in any work environment; they also include skills that enable a person to succeed in the workplace. Whilst the latter are those relating to technology.

Sub-section 3 – www.skillsyouneed.com – Employability Skills: The skills you need to get a job
This article suggests that that a career for life is no longer a viable option for many employees. Most employees will have to hold jobs with diverse employers across different sectors through their working lives; hence flexibility in working pattern, and the preparedness to change jobs and/or sectors for better opportunities is the key. Adding that for this to happen, one needs to understand that they possess transferable skills or employability skills.
In this article, employability skills are presented as those skills that go beyond one’s qualifications and experience. It is argued that although qualifications and experience are important (eligibility criteria), to be successful in most roles, employees must have skills they have developed over, some of which pertain to the role. However, a great majority of these skills are skills that can be used in any job or sector. Adding that these are what is referred to as employability skills, as the name suggests, makes one employable. However, Goodwin et al. (2018) argued that there is a gap between the skills employers are looking for and the skills job candidates have.
The article observes that, generally, employers are willing to teach employees some of the job specific skills required specific to the role. However, an employee must demonstrate that they already possess other soft skills before they are hired as they are much harder to teach. These are demonstrated in a CV, covering letter and during the interview.
According to this article, the most important employability skills are in the areas of getting along and working well with other people, examples include communication and interpersonal skills broken down into verbal and non-verbal communication and listening skill, emotional intelligence, teamwork, negotiation, persuasion and influencing skills, being reliable and dependable, willingness to learn new skills, conflict resolution and problem-solving and decision-making.
Sub-section 4 – Cheary (Nd) www.reed.co.uk – What are Transferable Skills?
Cheary (Nd) points out that transferable skills are a great means available to job seekers to show off to employers that they are a great fit for the role despite any previous experience or seemingly lack of experience. Adding that transferable skills are a key set of skills and abilities which are applicable to any job or industry. 
Cheary (Nd) argued that transferable skills are important not only because they are valuable than skills directly related to the job, but they also show that you’d be a good fit for the team, it can also show the capabilities the employee can bring to the role and how much they have learnt from previous roles or experiences. According to Cheary (Nd), this is critical especially where job seekers lacking the experience in the field they are seeking the job such as when they are changing careers or for entry-level positions; as it highlights why the job seeker is right for the role. This is supported by the study by Goodwin et al. (2018).
Examples of transferable skills highlighted by Cheary (Nd) include leadership, priorisation, delegation, listening, communication and research and analysis. Cheary (Nd) also suggested that in applying for a job, when unsure of which transferable skills to include in a CV, the applicant should check the job description, as employers clearly state the criteria they are seeking (which are mostly soft skills). The key therefore, is for the job seeker to pick the seemingly relevant words and think of ways to display similar attributes, expanding on each skill with a real-life example and results if possible, emphasizing how the skills could benefit the employer

Sub-section 5 – Analysis of my own employability skills
In this section of my own employability skills, I would like to analyse three core skills that I have:
Communication skills: Communication skills (written and oral) is a critical soft skill for me as I work within the health care setting. According to Goodwin et al (2018) has been listed in the top 10 employability skills for undergraduates as identified by employers. In my previous and current jobs, I have demonstrated an excellent communication skill, speaking clearly and straight to the point whilst always maintaining eye contact. I always write clearly for other people to be able to understand what I have written down.  For example, i always communicate (written and oral) have handovers, giving a brief summary of our residents’ general wellbeing during the day or overnight and report any changes that might have occurred during those times to the staff taking over; examples of such changes include changes in their medication or mobility, notes on information from other health professionals like a visit from the doctor or a social worker. These are critical information which should not be misunderstood or missed out, so i must write them down clearly for the reader to understand. 
Team Building, I have demonstrated my ability in my current and previous jobs and in am always working as part of a team in my place of work and in my current studies. In the latter, I am a member of a group assigned with a task to write about an insurance company. The group worked collaboratively assigning specific task to each member of the team; my specific task was to independently research on background information of the company such as: when the company was incorporated, ownership, services offered etc. which I undertake and presented a report to the team successfully.
Being an introvert in nature, working in a team was a great challenge for me initially because would prefer to work on my own rather than having to deal with other people especially team members who are always late in submitting their own piece of work, always give excuses for not doing their own part which then put pressure on other members to rush to meet deadlines. However, I realised the importance of teamwork and how that would contribute significantly to my current and future employability. Understanding differences in people as a strength rather than as a weakness. Therefore, I began to actively participate in learning outcomes linked to the development of my teamworking skills at work and in my study.
Organisational skill including time management – In both my work and study, I try to maintain high levels of organisation and time management because I have observed that I do not thrive very well when rushing to complete a task. This used to be the case because I never understood the concept of organisation and time management, I used to focus my time on the less important tasks. Therefore, I have learnt to do subtle things like putting tasks in order of preference and doing the important or priority tasks first and always ahead of time, consistently keeping my workspace tidy. 
Organisation and time management skills has proven to be critical in my line of work (Support worker) in residential/ nursing setting, supporting vulnerable adults to be independent as much as they could, and live a happy and healthy life. I work night shift so in the early hours of the morning we must help some of the residents with personal care and tidy up their bedrooms, to reduce the workload on the day staff who start at 8 am and get all residents to the dining room for breakfast at 9am. To this end, I will do the simple tasks of getting their clothing ready, make sure they have all their bathing stuffs like soap, towels tooth paste, creams etc ready at night before the service user goes to be, making sure everything is where it should be so that I do not waste time in the morning running around searching for stuffs.

Summary
In conclusion, employability (soft skills) are noted by all four articles as critical, especially as competition for jobs continue to be intense. Universities are therefore, helping students to prepare to get and keep a rewarding job by not only gaining academic qualifications, but to develop transferable skills that employers require and demonstrate these skills through a great CV and job interviews.
Within the industry I work, I observe that three critical employability skills required are communication (written and oral), teamwork and organisation and time management. Hence, I have spent time seeking ways to develop and demonstrate them at work and in my study.
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REFERENCING EXERCISE 1

Reference details for each in the Harvard style and putting them into ix publications of various formats
are described below. Try expressing the alphabetical order in a reference list.

1. Abook with the title: ‘Internal control and corporate governance’, with authors K. Adams, R.
Grose, D. Leeson, and H. Hamilton, published in Frenchs Forest, NSW by Pearson Education
Australia in 2003.

Adams, K., Grose, R., Leeson, D. and Hamilton, H. (2003) 'Internal control and corporate

‘governance' Frenchs Forest, NSW: Pearson Education.

2. Avideo recording of a television documentary called 'Embers of the sun’, produced in 1999
by the Australian Broadcasting Corporation in Sydney.

Australian Broadcasting Corporation (1999) 'Embers of the sun', Sydney.

3. An article called 'Integration and thematic teaching: integration to improve teaching and
learning’ by S. Lipson, S. Valencia, K. Wilkon and C. Peters, published in 1993 in the journal
"Language Arts’, volume 70, number 4, pages 252 to 263.

Lipson, 5., Valencia, S., Wilson, K. and Peters, C. (1993) 'Integration and thematic teaching;
integration to improve teaching and learning’, 'Language Arts' volume 70, number 4, pages
252-263.
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4. An article by J. R. Savery and T. M. Duffy, called 'Problem based learning: an instructional
model and its constructivist framework, published on pages 31 to 38 in the journal
"Educational Technology', volume 35, number 5, in 1995.
Savery, 1. R. and Duffy, T. M. (1995) "Problem based learning: an instructional model and its
constructivist framework’, ‘Educational Technology’ volume 35, number 5, pages 31 to 38.
5. An article by M. Scardamalia and C. Bereiter, called 'Schools as knowledge-building
organizations', published in 1999 in a book edited by D. Keating and C. Hertzman, called
“Today's children, tomorrow's society' in New York by Guilford as pages 274 to 289,
Scardamalia, M. and Bereiter, C. (1999) 'Schools as knowledge-building organizations', 274 to 289
in Keating, D. and Hertzman, C. "Today's children, tomorrow’s society’, New York: Guilford.
6. A book with the title: 'Occupational health and safety’, published in Sydney in 2004 by
McGraw-Hill, with authors M. Stewart and F. Heyes. This is the second edition.
Stewart, M. and Heyes, F. (2004) 'Occupational health and safety’ Sydney: McGraw-Hill.
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