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I am going to write this report based on my understandings of employability skills and how they contribute to successfully acquiring a job position.
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I am going to write this report based on my understandings of employability skills and how they contribute to successfully acquiring a job position. I will be talking about my understanding of all four article about employability skills and transferable skills. These skills include communication skills, problem solving, negotiation, leadership, planning and the skill to work under difficulties, attention to detail, determination and encouragement, commercial awareness, a willingness to learn, being reliable and dependable, emotional intelligence. I will also talk about how the authors also wrote about the advantages that come from these skills and how they help in any kind of job.                                                            
[bookmark: _Toc47214842][bookmark: _Toc48942538]Employability Skills – The Skills You Need tto Get Aa Job
We should be ready to swap our job and/or move to other companies in case we consider there are best possibility in another place. Therefore, we must figure out that we all need a class of transferable skills or employability skills.

What Are Employability Skills?
The most employers looking for skills that along with our qualification and, they are searching for work experience. Our education and understanding it might be help us to find a job, however, most of them are soft skills. 
Soft skills are essential in every sector and these soft skills called employability skills. Soft skills are skill which is portable, and it is not easy to learn. Soft skills unquantifiable attributes that cannot be prove, however, must be demonstrated through. 
The best significant employability skills are such as making together, being faithful and be ready. Also 
working well with other people, Communication, skills emotional intelligence, team working, Compromise, encouragement and influencing skills, Disagreement resolve and mediation.

SPRINGPOD. (2011-2020). skillsyouneed.co.uk 2011-2020

1. Problem -solving and decision-making
The abilities required to function successfully with others to determine, outline and figure out issues, involving making determinations about top sequence of case. Obvious sometimes it could be happening that we make decision on our own, however, it would be an additional good to involve other. It would not necessary all the time and in every career, but we will need some of them in our job and many of them we will require every day.

2.  Being Reliable and Dependable.
It is doing what we say we will do, and people know that they can trust us if they ask us to do something.
It seems easy; however, it needs huge kind of abilities, mainly personal instead of interpersonal. Above all, doing what we will do means well planned and have a good management of the time usefully. It is essential that we understand exactly how long things will hold, and we must finish the work on time. Also, it is necessary that we realize what to do at priority, so by that if any forgotten, it is less significant.

3. Being reliable also means being trustworthy or conscientious.
We need to understand to do not leave the work very frequently when we still some of task and it necessary to finish it. Truthful and honesty are equally elements of self-regulation or self-management, these are important sometimes we may not want to do the task; however, we understand that all works important. Being reliable does not mean that we do all the work by our own and take all pressure. We can ask for support and we continue monitor the date of our task so we would finish it on time without any pressure.

4.  A Willingness to Learn
Willingness to learn always be open to gain new skills also find out new abilities and develop our understanding and recognize our skills. Frequently this is called as a personal improvement, however, that duration is also utilized for lots of official procedure. Set a target, efforts or action and observation. It does not matter that we can use these for what kind of process, and we can use these skills for both official, unofficial.
Conclusi
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[bookmark: _Toc48942540]Studying
One of the good ways to improve our employability skill with volunteer work and we can gain lots soft skills which every sector desires those skills. If anyone wants to gain excellent job in the future while they can do a job as volunteering and volunteer is a job that we find anywhere.

Clean up your time online presence
One of the easiest ways to improve our employability skills is to use the social media, However, there is a chance that organization finding out for employees. Most of the companies using the social media for workers or employees, right way. It is very significant for us to have proficient and social media appearance.

Join a club find or society
The college student or university’s student if they want to participate a club or some social work in this case, they will help them both personal life and to our level of employability skills. 
 
Focus on your study
One of the important considerations is to enhance our employability is concentrate on our academics although we one at school or university.

Rebecca Hart  blog.springpad.co.uk
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The newly graduations students need have employability skills like soft skill which transferable those skills that sector desire to find the right applicants for their sector.

1 Commercial Awareness, 
If a newly graduation student has a acknowledge about the commercial awareness like they have information about the organization where they apply for a job and an example understanding their business.

2 Communication, 
It covers verbal, written documents and listening communication. A good communication is the key skill in career because we will present ourselves also represent our organization to other.

3 Teamwork,
We need to prove that we could and have ability to work in team in the teamwork it requires that we perform in the better way and we need to ignore our ego and it essential to understand each other.

4 Negotiation and persuasion, 
How we can ably gain our plan successfully, however, we need to make attention for and understand where another person is coming from. Also, we need think always positive about our plan this is the important key of employability skills.

5 Pproblem solving, 
A good employability skill is to be solving the problem from different angles. Study it properly and approach from different ways. We need to show them that we have the talent of problem solving and issues by very knowledgeable way.

6 Leadership, 
We need to show the organization that we can lead the groups and we can make a setting for time limit for our work.

7 Organization(planning), 
That is all about planning and showing a good employability skill. Also, we need to have a great administration that we can manage our work at first successfully and profitably. 

8 Determination and encouragement, 
Companies desire the employees that they adjustable and stay clam in the difficult time and we need to indicate them that I am of that kind of person. 

9 Talent to work under difficulty (pressure), 
Remaining quiet and peaceful in a very difficult time and not becoming too overload or tension. Every job has stressful situation our job is to cope with this kind of situation. 

10 Confident, 
In the workplace we must find adjust of being assurance in ourselves and however conceited, we must belief in our teammates and the organization where we work for.

Targetjobs.co.uk



[bookmark: _Toc48942542]Five Clerical Skills Employers Really Wwant

The clerical skills are very important element for anyone working in an office or any other career which requires clerical skills. Clerical skills can be both soft and hard skills, that they are usually self-developed skills whereas a few require a degree of guidance office skills. Indeed, clerical skills are required for career practically in all retail. It is very important and essential skills. There are many clerical jobs and as an example. Like office manager, and many more.

Organizational-based clerical skill
Being organizational ability is parts of almost every clerical job. Employees must handle their own timetable on very perfect ways, their own boss as well.

Communication skill, 
This is very important skill to communicate well because it would helpful an office that can work well. There are two kind of communication verbal and written skills.

Tech-based clerical skills, 
We have some knowledge of certain software skill will always precious for companies. Moreover, it essential for us to learn some Microsoft office program as an example word, excel.

Problem solving clerical Skills, 
As employees it essential to prepare for every situation unluckily always things do not go as we scheme. Consequently, logical idea and issue solution is arranging for every organization. We must have these skills to solve the issue on very good manner.

Attention To detail, 
Clerical jobs are to focus into facts and figures. Most of clerical jobs occurred with loads of paperwork and it essential to make sure that we observe it properly and correctly. It is necessary to read and check all the misspelling including all the paperwork ourselves and our teammate as well.

Why Are Clerical Skills Important? 
These abilities are providing us very good opportunities to function very fast and successfully. Most of the job’s kind of basic works and all is that we use those skills every day. Most of the clerical skills are convenient, this implies that we apply for kind of job. One of the good things about the clerical skills is that even if we do not have any understanding about the job still those will help us. 


Michael Cheary . (2020)    reed.co.uk 2020
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My own employability skills that I have learnt from different jobs and places during my lifetime.
I was a teacher in primary school as I taught children and I got much experience from that job and if I 
get job in the future I will utilize those abilities and I am going to focus those skills into it. I had another job as I worked in UN and my job was that and actually we worked as team and we wrote a book and that book was about Afghan women’s life and aim that book was to introerduce the Afghan women’s life to the Western country. I have learnt loads of employability skills from that job such as teamwork, work under the pressure and computer skills and I will use these skills for my future career. Also, I have two years’ experience as I worked in primary school in London and I worked as volunteer for two years during that time I got and understood many clerical skills which I can put into consideration for my new job. In the meantime, I have learnt, and I will learn a lot of skills such as communication skill, computing skills during this course, so I will use these abilities in the future for my duty.
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In conclusion, from my understanding of all four articles, they are all about employability skills and transferable skills. Skills such as communication skills, problem solving, negotiation, leadership, planning and the skills to work under difficulties, attention to detail, determination and encouragement, commercial awareness, a willingness to learn, being reliable and dependable, emotional intelligence. The authors also wrote about the advantages that come from these skills and how they help in any kind of job.                                                                             
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