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[bookmark: _GoBack]Summary

Throughout this report I will outline general employability skills in order to asses my own personal employability. This will enable me to acknowledge which skills I have: and how to further develop my skills in order to broaden my career options. This report is will also describe the different group of skills needed to become employable and what employability skills I need in order to obtain and sustain a job. 




























Introduction 

This report will show all relevant employability skills I have as well as those I acquire to obtain. In addition, this report will also show evidence to data received I will analyse this data and show how this may affect employability.
 An employer is a person or company that provides work and pays the employee for work performed. An Employees is an individual who is employed by a person or a company to perform work, under a paid employment contract. (GOV.UK, 2018) By understanding both roles it is easier to identify skills needed from both parties.


























What are skills? 

Skills show employers you have the abilities required to succeed in that specific job role. (Indeed.com, 2019) Some jobs don’t require the employee to have any hard skills as training is provided. These jobs usually require the employee to have soft skills such as a positive attitude. 
An individual needs' to possess personal attributes, which are personal qualities and characteristics, in order to obtain a desired job. 
Throughout research a re-occurring employment skill is communication. In my experience communication is a paramount skill no matter how small or big the task may be.   The skill of communication is vital to effectively expand and further develop personal and business goals. The most important attributes are listed as confidence, proactivity and communication. (Reed.co.uk)
 Kinnick & Parton 2005 cited in (Maund, 2017) states that “communication skills are foundational for individual team and organisational success.  kalliath and laiken, 2006 cited in (Maund, 2017) says “oral communication and interpersonal skills are often cited as the most important criteria in evaluating job candidates”. The ability to generate, sustain and develop relationships in the workplace, are key for the overall happiness of both employee and employer as well as business developments. In fact, along with oral communication, interpersonal skills are often cited as the most important criteria in evaluating job candidates. (Maund, 2017)

Overall, I agree that communication is a key skill in employment. Through my own personal work experience my high standard of communication has enabled me to be both happy and successful in my jobs. Communication has been one of my main focuses as it can be easy to make a mistake due to mis-communication. By mis-interpreting or not understanding what is being said, it could lead to breakdown in company relationships and large company errors. My work experience has shown me how easy errors can be made and so I make it my duty to communicate effectively. 
Communication comes under the umbrella of “soft skills” and are deemed one of the most valuable attributes when considering an employee Robles, M.M cited in (Maund, 2017). Employers are looking for employees who have soft skills and hard skills. “Hard skills are the technical expertise and knowledge needed for a job. Soft skills are interpersonal qualities, also known as people skills, and personal attributes that one possesses” (Maund, 2017).

Different type of skills 

Employability skills can be divided into two main skill groups “soft skills and hard skills” Robles, M.M cited in (Maund, 2017).
 Through employment different types of skills are required to accomplish work tasks. At times a combination of skills will be needed to effectively and productively carry out work duties. Both personal and interpersonal skills are needed for employment opportunities. Personal skills or attributes may vary from being personable, hygienic, having leadership skills. (Trough, 2017).
 Personal attributes along with one’s ability to communicate and build relationships with others are commonly known as soft skills (Maund, 2017). In contrast hard skills are complete understanding of practical and logical skills, hard skills can be achieved through education and experience gained in a particular field (Maund, 2017).

Another important work skill is the ability to develop team relationships. This allows for both personal and company growth (Trough, 2017). Trough further explains the importance of having a strong team network, to create solutions which advance businesses; instead of keeping their progress stagnant (Trough, 2017). In my experience I would agree that team relationships are paramount to a productive working environment. 


Below is data gathered from Robles, M.M cited in (Maund, 2017) shows and agrees with the findings that soft skills are valued higher by employers, this is presented by Watts & Watts, 2008, as cited in John, 2009).













85%

             Robles, M.M. cited in (Maund, 2017)  

By gathering and analysing data presented by Robles, M.M., they’ve reported that there are different types of skills that are compiled to create the full spectrum of employability. Soft skills are considered a commodity to employers, however hard skills can be just as important, particularly when applying for specialised jobs. Soft skills may be more difficult to assess without prior execution, however hard skills need to be assessed and proven before and during employment. As an employee I have seen the benefit of having both soft and hard skills. 












What makes an employee more employable?

Before applying for a job, you must first be aware of the sector you’re going into. Prior knowledge is advantageous. prior research gives you better understanding of the role being applied for (Morgan, 2017). “Creating your personal brand” can be an important way to stand out amongst the crowd. This can bring you one step closer to obtaining employment. Morgan, 2017). All prior education and employment experience will lead to employment. 
When applying for a job creating a curriculum vitae is a short and effective way of displaying your relevant skills (Morgan, 2017). The relevance of your CV in accordance to the job your applying for is very important. By neglecting to show relevance in your C.V to the chosen job your applying for could result in your application being overlooked due to non- suitability. Your CV is not a simple list of everything you’ve done in the past it needs a cover letter to show the employer an idea of who you are and why your suitable for the job (Morgan, 2017). 
Many people begin working life thinking they have no skills at all. By asking close friends, family members, tutors about the skills they have, a person can build a better understanding and is able to pick out suitable skills relating to the position they’re applying for (Morgan, 2017).
It is beneficial for a person to apply for jobs in which they fit majority of the criteria. Having little or no experience should not hinder a person from applying for a job, but instead encourage them to look for job that relate more to the skills they have (Morgan, 2017). I agree with this as when I am applying for jobs, I make sure I have most of the credentials to apply.














What skills and attributes I have, that make a good employee, and how do I further develop myself?

Through my work experience I have gain transferable skills. Transferable skills such as; good communication have carried me from one job to another with much ease and success. In my early days of working, I worked mostly in the retail sector. This allowed me to develop my communication skills. Oral communication is important in relation to speaking to customers, colleagues and other members of staff. Tone used is important, it sets the mood for conversation. The analysis of body language is also a transferable skill which I gained during the early stages of my work experience. Body language can show big indicators of someone being irritated, not interested or amused by what a person is saying. An example being when I worked in retail attempting to complete a refund for a costumer. At the time the company I worked for had an exchange only policy. The customer approached me in an aggressive manner and used a raised tone. I replied using a soft yet stern tone explaining our refund policy and how I was unable to offer a refund but was happy to assist in any which way. My deflection of the situation was down to me recognising the angry customers body language, appropriately responding to her tone of voice and offering help. By using skills developed from previous work experience, I was successful in my work duties to deliver outstanding customer service and was also able to satisfy the customer. By recognising the soft skills gathered in the beginning of my work experience, I can now go on to effectively use them in any current job positions.














Personal skills’ analysis and review 

Samantha hard skills 
· Entry Level to health and social care 
· Access to health and social care level 3
· Level 3 maths qualification
· Level 3 English level 3

Samantha’s soft skills
· Good communication
· Great leadership skills
· Good punctuality
· Excellent attendance record
· Great team player
· Good work availability
· Bubbly character
· Friendly and polite to all
· Good at problem solving 
· Kind 
· Respectful
· Hard working
· Adaptable in working environments 
· Clean and presentable
· Integral
· Target driven

From this short analysis of my own personal employment skills, you can see I have acquired more soft skills than hard skills. I will improve the skills I have in order to heighten my prospects of obtaining my desired job.  My hard skills are aimed to grow with the completion of my degree and once I’ve starting my own business. The growth of my skills will continue as I further educate and apply myself for my chosen working job. How I further develop my skills will be through personal character analysis, obtaining relevant qualifications and successful job applications. Despite the amount of hard skills, I may have, I’ve been able obtain both non- specialised and specialised jobs during my work experience. From customer service assistant, retail clerk to health care assistant with the NHS, both my soft and hard skills have been transferable and used in conjunction with each other through-out my working life.   


 




























Data analysis and discussion

Nickson, 2007 cited in (Maund, 2017)

The “classic trio” is a indication of what employers use for the primrary recuruiting stage. Nickson, 2007 cited in (Maund, 2017) explains the most useful mothods and there highest 

recruitment rates. The data collected on this graph is from 78 applications. The importance of analisisng the “classic trio” is useful in understanding how your employability skills and experinces assists in becoming more suitable for a specific job role.

 
Nickson, 2007 cited in (Maund, 2017)

This graph shows how Nickson, 2007 cited in (Maund, 2017) has identified the three most useful methods for recruiting new employees, based on his findings. He has been able to zone in on employer’s employment preferences. This could be due to the fact that soft skills such as communication are more identifiable when a potential employee is brought in for interview.
















Conclusion

In this report I have gone into detail about what I have found, the hard skills and soft skills an employee needs in order to obtain a chosen job. I have reported how a person can increase their employability opportunities. A personal analysis of my own work experience and up to date skills was documented in order to show how successful I currently am in the working world. The report of employee skills I can improve on show my ability and passion to develop in my career. I have explained through my finding what employers are looking for when recruiting new employees and how they prioritise their recruitment process i.e. interviews being the most sort out way employers prefer to decipher through candidates. The reason for reporting what employers are looking for in new recruitment candidates and which skills appeal more to them; gives a brief overview on where I lie in the current employment market. It also shows how employable I am in accordance to the skills I possess and gives an idea as to how I can better my chances of getting a job through educational advances. 
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"Classic Trio"- Employers application process when selecting suitable candidates

Classic Trio	60/ 78
71/ 78
60/78

CV	Interview	Reference	60	71	60	



An outline of the most useful methods for recruiting new employees

Column1	
Cv	Interview	Reference (respectively)	Column2	
Cv	Interview	Reference (respectively)	0.4	0.48	0.22	Column3	
Cv	Interview	Reference (respectively)	

How soft skills offer more employabilty than hard skills in the 21st century

Skills	Hard Skills	Soft Skills	1.5	8.5	
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