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[bookmark: _Toc39178387]Introduction: 
The improvement of professional life depends on the development of professional skills that are required to relevant sector. Every company want skilled employees who have good skills and knowledge according to company’s needs. Hence the development of career depends on the skill and knowledge employees have or can achieve. To illustrate the report in better way, selected organization is HSBC holding plc. which is one of the biggest UK based multinational company. The HSBC holding plc established in 1865 and its headquarters situated in London, UK (HSBC, 2020). In this report the necessary skills for effective working, readiness for employability, skill that need to further improvement and a proper action plan to improve the skills will be discussed.   
[bookmark: _Toc39178388]The skills and knowledge needed for working effectively in HSBC
Skill is the most important quality that need have for an employee who want to get good job and success in workplace regarding his goals and objectives. Every organization like HSBC want an employee who has good knowledge and skilled in relevant sector. In present day, the world market is fully competitive where every organization has to compete with many other organizations based on the quality and management of the market. For instant, in an organization in account sector needs an employees who has good knowledge and skill in accounting. In regard the company first prefer his academic skill such as choose student from accounting background and then test his practical work by various means (Hilton, 2008).  So like this every sector want specialist and good knowledgeable employees in their organization. Beside this there have some skills and knowledge that need to have for every employees to ensure better work in workplace, which are-
i. [image: C:\Users\Md Fahim\Desktop\download.jpg]Communication skill: communication is the way of interact with each other which has great impact on the workplace where every employee has to interact with other employees. There have various ways of communicate with others such as direct conversation, social media, and journal and so on. Every sector of the HSBC there have great impact of these type of communication, for instance, a manager need to manage his employees by communication, a employee need to get suggestion and instruction from his superior and colleague by interaction with each other, a marketing officer need to communicate with customer to ensure better sales of product and service. So every sector of the business operations and working palace communication skill is the key condition to get success (Hilton, 2008).  
ii. Leadership skill: leadership skill refers to the skill of lead the employees and bring out best effort from the employees of the organization. A leader or manager has to lead his group in order to achieve the goals and objective of the company like HSBC. In this regard they need to have the leadership skill to ensure effectiveness in workplace. 
iii. Technological skill: technological knowledge and skill are the basic need to for the employees who want to work in the technological sector such as accounting officer, IT officer and so on. In an organization there have various sector based on the technology so in that case there need to have the knowledge of the technology. Nowadays almost every organization like HSBC want specialist employees in the sector of technology. 
iv. Decision making skill: decision making is the key skill that need to have for an employee to ensure effective work in the workplace because an employee has to make decision based on situation, company demand, goals and objectives and so on. Sometime good decision making helps an employee to do his work very successfully. In the time of working in the organization en employee has to choose a situation among various options where success of the work depends on the good decision making. In this case, good decision making skill need to have for employees to ensure best outcome in the workplace (Varlejs and Walton, 2009). 
v. Internet skill computer operation knowledge: now the operation of almost all the organization operated based on internet and technology and there have huge impact of internet and computer on the operation of business. In this regard, to ensure the better work in the workplace an employees must need to have knowledge about the internet and computer operation. Now most of the company advertise their product on social media and website which is the best way of advertise the product. The account of the salary of employees, production of goods and services, sales and so on are kept in internet based application and server and express the annual account on the website (Zepeda, 2019). Internet makes the workplace easy and effective so there need have good internet skill for every employees.
vi. Planning skill: good planning is the key of the getting success in all the work especially in the business operation. A successful man has an effective planning because a good plan make work easier, plausible and effective to do. In this regard, in the managerial post and higher position of HSBC recruit employees, whom have good planning skills. 
vii. Creative and innovative in work and decision making: creativity is a skill which make an employee different from others and add quality to his knowledge. A creative employee can operate his work in better and good way which increase the quality of goods and services. There also need to have creativity in decision making to get advantage in competitive market. One the other hand, innovativeness in an employee’s help him to innovative new ideas and working plan which improve his working capability. 
viii. Commitment: commitment to organization, work and every sector of the workplace make an employee effective in his workplace. This ensure the timely work, action and long term service which increase the trust of others to employees also. A well committed employee is asset for organization like HSBC because committed employees are integrate about their work and responsibility. This type of employees are always ready to do the tasks provided by organization which also ensure better working environment (Lussier and Hendon, 2013). 
ix. Lifelong learning: lifelong learning refers to the knowledge which increase the self-confidence, increase the competitiveness and reflect on going knowledge. In the HSBC life-long learning plays a very vital impact which ensure effectiveness in workplace.
x. Self-confidence: self-confidence is very important for the employees which help him to make good decision, ensure comfort in working and do the work perfectly. A self-confident man is very effective in his workplace because in competitive market there need to tackle tough situation and can set to his commitment.
xi. Market knowledge: the market is the main point that need to focus by every company because based on the market demand company need to produce their goods and service. In competitive market the demand of customer changing and the sales and profit of company depend on customer satisfaction (Hilton, 2008). In this regard, employees need to concern about the customer demand and expectation and produce goods and services according to market demand.  Market is the ultimate goal for the goods and services so every organization like HSBC focus on the market knowledge of employees in order to ensure highest revenue earned from market. 
xii. [image: C:\Users\Md Fahim\Desktop\download (1).jpg]Research knowledge: research is the best way to know the market demand, customer satisfaction and future market demand. Based on research HSBC can provide goods and services which increase the demand of product and increase customer satisfaction. Now almost every big company conduct researches which help them to take good decision and make effective plan (Hilton, 2008). 
xiii. Motivation skill: motivation skill is a very effective skill which increase the working capability employees and help to increase their productivity. A good worker is a self-motivated which stimulate them to work in proper way. In HSBC they also motivate their employees so that employees do their task with great courage and this regard they provide both financial and mental factors of motivation. An organization can increase their outcome and achieve their goals and objectives by providing motivation to their employees. So, motivation is very helpful for the effectiveness in workplace (Dr. R. Hemanalini, 2011). 

[bookmark: _Toc39178389]Demonstrate readiness for employability and personal strengths.
The world is fully competitive now where every organization compete with each other where the development of the organization depends on the strength of employees. As I recruited in HSBC I have learned about my strengths which help me to ensure better employability, which are-
· Self-Learning: self-learning is one of the strengths of mine which help to know and learn about relevant sector which ensure betterment in workplace. Self-learning the way of learn anything according to own interest and own ways which is longer lasting and effective for better career (Зінченко, 2008). 
· Team Work: team work increases the productivity of an organization where everyone can get help from each other and fulfill the companies target in better way. In HSBC there also need to team work to provide better services to customer and fulfill the company’s goals and objectives. I am very good in team work and I have skilled to get best outcome from team work by ensuring good working and helping environment among team members.  
· Presentation Skill: I have good skill at presentation and I feel very comfortable to present new things and ideas to audience in better and easier ways. This skill help me explain my plan and idea to my superior and company’s goods and services to stakeholders (Ohlsson and Borg, 2010). 
· Self-confident: I am very confident at my work where I believe that I can do my work properly and not become nervous in the midway. I can learn from the mistakes and my self-confidence helps me to learn from mistakes. I have done various tough work based on my skills and self-confidence and can take any decision for it. HSBC is a big financial organization where I have to take many risky and tough decision where my self-confidence help me to take decision and fulfill the work properly. 
· Time Management: I am very concern about time management because I know the value of time. In a day, I have to do many tasks where time considered as a major issue and in this case I am very success in time management. I make a good working plan and fixed time on that and do the task in proper time (Zepeda, 2019). In HSBC they also focus on the time management and emphasize on the timely arrival office and do the work timely. 
· Working under pressure: HSBC is a very large financial organization which provide services to huge amount of customers. In regard I have to handle huge work which create huge pressure on me. Besides this, in many occasional time there increase the pressure of work such as at the end of years, religious festival and so on (Zepeda, 2019). Every pressure moment I can continue my work and I am committed to fulfill my work at timely and under any pressure. This skill increase my acceptance in my workplace and that increase my salary and ensure promotion.  
· Convince Power: in the workplace I have convince my client and customers to ensure better profit and outcome. On the other hand, I also have to convince my colleague, superior and worker to ensure better working environment and outcome. I convince power help me to implement my plan very effectively and fulfill my goals (Dr. R. Hemanalini, 2011). 
· Speaking Skill: as an employee of the HSBC I have to communicate with many customers and stakeholder I have to speak in better and well manner. In this case I am very good at speaking which help me to convince my client and customer. Speaking skill help me to interact with people so that I can make them happy to communicate with me which help me to fulfil my goals and objectives. 
· [image: Managerial Skill Profiler in Nashik by Brainmark Dermatoglyphics ...]Managerial Skill: managing skill is the one of the most important skill for the employees who want to get best outcome from workplace. In this regard I am very competent at managing where I am able manage everything in effective manner. In my workplace at HSBC I have manage my employees who work under me where I have to distribute work among them. I also effective in managing my work and responsibility which help me to do my work perfectly and in team work my managing skill increase the outcome of the HSBC (Fetzer and Tuzinski, 2010). 
[bookmark: _Toc39178390][bookmark: _Toc521450826]Areas for development from my weakness.
Along with some good qualities I also have some lacks in my qualities which have bad impact on my professional life. These lacking I face during the time of working and now I am trying to overcome these because these are factors of weakness of mine and that need to develop as soon as possible. 
· Soft skill development: soft skill is the inherent skill which sometime need to develop based on requirement in the workplace. An employee’s skill contains of some inherent skill such as self-motivation, anger, and emotion, confident and so on that make an employee effective in workplace (Ghose, Majid and Ernst, 2008). Having lacking in these skill make a man unworthy in work place as well. According to needs and expectation I need to develop below skills which are-
· Formalities: in corporate business operation there need to maintain proper formalities based on situation is very much important. As I work in HSBC which is one of the largest financial organization of UK where I have interact with various personalities such as customers, colleagues, superior staffs and junior staffs where maintaining formalities are compulsory. In this regard, I have lack in showing proper formalities that hamper my image in workplace. So to ensure further improve professional life I have decided to improve this skills (Gilad and Chussil, 2019). 
· Well manner: showing well manner to all sectors of population is very much importance. In this case, I need to develop my manners in order to achieve my goals and ensure better position in workplace. 
· Controlling emotion: I feel emotional in some time of my professional life which hamper my quality of work. More emotion make me nervous in working when I face emotional situation which need to develop as I want to improve my professional life in corporate sector (Hilton, 2008). 
· Professionalism: professionalism contains proper professional behavior which have to maintain during the working time and outside of working time during contacting with stakeholders. My behavior to stakeholder is not maintain proper professionalism as I feel. This create odd situation sometime in my professional life that is why I decided to develop my professionalism by improving my professional behavior (Hilton, 2008). 
· Social behavior and knowledge: I have bit nervousness in social behavior as I feel that I have less knowledge about social culture. There have various social culture in UK and the culture is vary areas to areas. I have to provide service and communicate with the people from various region and then I faced various shortage of cultural manner and knowledge. In this sector, I need to develop my knowledge about culture of various regions and develop my behavior based on knowledge. 
· Improve attitude: sometime especially in the difficult time I become hopeless which hamper my regular task. I become confuse about the perfection and timely action to complete the work based on the provided time. To achieve this skills I get some continuous tasks such as improve manner, formalities, and acquire knowledge about it. 
· Technological knowledge: technological knowledge is considered as the most important knowledge in relevant sector. In present world almost every organization dominate the market with their technological knowledge and innovation. But I have some shortage of proper of technological knowledge in some sector (Hilton, 2008). Hence I have to improve my technological knowledge by improving skill in below sectors-
· Internet browsing: internet make the work easier and perfect that before which is improving day by day. The features of internet is varying day by day and many new features adding every day. In this case, I need to make me proper updated with changing features of internet and know about that sector which I did not know before. To know this better way I have learning from various sources such as taking help from experts, colleagues and watching video (Lussier and Hendon, 2013). 
· Using computer: computer is one of key peripherals of modern technologies and key component of using internet. By using computer one can conduct proper accounting, keep proper data save, and communicate with stakeholder in proper ways. So I have some lacks in using computer properly and hence I have decided to develop my computer operation skills (Moran, 2012). 
· Improvement of marketing skill: marketing skills containing some basic skills which are related to the improvement of personal development such as such as research skill, good lessening and speaking skills, good knowledge about market materials such as market demand, advertisement in through various medium. In this case, I also need to develop my skill of using social media and electric media. As a vital employee of HSBC I have to develop my market related knowledge so that I can increase outcome of company and improve professional life as well (Ohlsson and Borg, 2010).
These are basic skills that I feel as weakness of mine in the workplace. I am taking some action of plan to overcome these weakness. These skills development are not possible to achieve at a single moment which need some short of time. 

[bookmark: _Toc39178391]Establish employment goals and develop a personal action plan.
Setting goal is precondition for achieving the goal and ensure highest outcome from the business operation. To achieve the goals and objectives of organization I have set some action of plans for me and my staffs which are-
Setting improvement goals: as an employee of HSBC I set some action of plans related to workplace based on my evaluation. The basic professional goals I have set for me as well as my staffs which need to improve are-
i. Improve professional behaviors such as increase cultural knowledge and improve social behavior,
ii. Provide proper training on using computer and browse internet properly,
iii. Improve knowledge in the field of market through providing proper training and arranging seminar on it,
iv. [image: C:\Users\Md Fahim\Desktop\download (2).jpg]Increase capacity of working within proper way by providing relevant training (Skill Development through Higher Education, 2017).
Fixed time period: time is the vital component that need to consider during the training season of skill development. In this regard, I have fixed time for various skill development courses based on their requirement which are shown in below-

	Task description 
	Time framework 

	Computer skill
	June 2020 to December 2020 

	Internet browsing skill
	June 2020 to October 2020

	Social behavior knowledge 
	July 2020 to January 2021

	Relevant sector technological skill 
	August 2020 to March 2021

	Training on research conduct and marketing 
	June 2020 to February 2021



Table: time framework for skill development goals
Besides these, I also take some measure to ensure better improvement of skills which are-
Find out the capacity of employees: the working capacity for all employees are not same where every employee has better skill in different sectors. Some are expert in internet browsing, some are in computer using and some are in marketing and so on. I identified their strength sector and employ them relevant sector that help to increase the overall outcome of the HSBC (Zepeda, 2019). 
Find out opportunity and threat: there have some opportunities and threats in every sectors. At the time of making action plan I consider these and plan to take initiative to proper utilization of opportunities and reduce threats. 
Improve new skill: the market is changing day by day and the demand of customer also changing which require new goods and services. In this case, I have made an action plan to develop new skill based on market demand and expectation which will help us to capture more customer and dominate in market (Varlejs and Walton, 2009). 
Initiate the plan: after making the proper plan based on considered condition taking help from higher authority I will initiate the action plan. In this regard, I have to arrange necessary components, trainer and budget. 
Ensure good working environment: after the imitating of action plan I will have to ensure better working environment where employees will help each other and perform their training in well manner. Here I also need to arrange better trainer who will teach employees in better ways (Zepeda, 2019). 
Assessment and feedback: after completing all the tasks based on planning I will have to assess the overall activities by taking various means such as consider their outcome, integrity, productivity and so on. The authority of HSBC will collect feedback from market and customers. If this work well then company will continue their work and if their shows any inefficiency then there need to find out weakness and take steps on that (Зінченко, 2008). 
Actually the making action to improve the overall activities of employee is very essential for the company but that need a time frame and cost. 
[bookmark: _Toc39178392]Conclusion: 
In an organization, there exist some sectors of work where every sector required specific skilled and knowledge. These basic skills are the compulsory for the employees and employers to bring out best outcome form the company and can get highest profit from business. In the workplace, these skilled help both employees and employer from heir won point of view. Here employer get highest benefit from business and achieve their goals and employees get better salary and ensure their security of job. So in this report the necessary skills for effective working, readiness for employability, skill that need to further improvement and a proper action plan to improve the skills. 
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