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Introduction
The purpose of this report is to analyse and evaluate the importance of Employability skills in a work place. Employability skills are those important unique skills required to obtain and perform a brilliant and successful job in a work place. These skills enable workers, employers and groups work well together in making vital decisions, problem solving, in leadership and communication, fundamentally becoming strong ambassadors for the organisation. Recruiters are regularly searching for candidates not only with qualifications and experience but also with soft skills. For employers, finding suitable employees requires finding candidates with suitable skills and traits to fill, promote and play a role in the organisation's success. These are some of the relevant employability skills needed to develop and gain credibility in search of employment opportunities in future.




Critical Thinking Skills
Critical thinking is the ability to think clearly and rationally, understanding the logical connection between ideas. It is having the skill to understand the information you are presented with and capable of communicating a clarified meaning of that information to others. Critical thinking skills are founded on underlying sets of thinking skills such as:
· Focusing and paying attention in order to identify the significance of every details in a statement.
· Having the ability to see patterns in similarities and differences, order and sequence, presence and absence.
· Arranging, sorting and labelling items into groups of categories for easy access. 
· Be able to use imagination and combine ideas and information in new ways to make connections between ideas that seem unrelated. 
· Spot a crisis and be able to find out why it has occurred, and create a suitable solution. 
· Being able to paraphrase information and add clarity and perspective to the information, so that everyone sharing it is able to understand it well.

These skills are not only valuable for critical thinking in academic and professional life, but also essential for selecting job applicants for interviews. The ability to solve problems and make decisions can be a huge asset to employer and these are therefore desirable skills to develop. Decision making and problem solving require gathering reliable information, evaluating the information for a variety of solutions and selecting the most appropriate option based on the criteria and situation. Although the ability to solve problems and make appropriate decisions are critical in any job, Employees with these skills are especially helpful in customer service positions. Customer service is one of the important roles in a work place, it is the customer satisfaction and good service that will bring people back to a company, recommendation and also write good reviews about the company’s service.  
Critical thinking skills also helps to efficiently plan and organise which means that employees are more likely to get the job done correctly the first time. These skills are beneficial to employers as they save time and money. Planning future Projects in an organisation also require the recording of information which can be referred to once the company is ready to start new projects. Critical thinkers are more likely to come up with new different ways of doing things that contribute value to the work environment, making systems and procedures more efficient.   
Leadership Skills
Leadership is the ability to influence others towards the achievement of a goal.  People with leadership skills are seen as strong self-confidence, great at decision making and problem-solving skills. Leadership skills are great for working in a team or in a group which is beneficial for the employer in any organisation as they aim to win. Employers should be able to demonstrate leadership skills by respecting employees’ thoughts, opinions and new ideas – this will gain them respect back from the employees, good working environment and success at work. 
Developing leadership skills is an ongoing process which can be taught and acquired along the way “Leadership and learning are indispensable to each other” (John F. Kennedy).  
In leadership there are significant numbers of skills which are important in life, such as good communication, critical thinking, decision making but, most importantly the ability to demonstrate trust, honesty and competence to others is a key essential employability skill. For example;
· Encourage and convince others to make positive use of rules or values. 
· Demonstrate their position clearly and state expectations, goals and targets. 
· Listen and have empathy, be less judgmental and understanding. 
· Create possible ways to resolve conflict and make reasonable compromises.
· Take an interest in what others say and why they think and act as they do.
· Lead others cooperatively sharing ideas, information, guidance and be approachable.  
· Encourage team members to resolve differences professionally, respectfully and peacefully for the benefit of the team. 
· Be able to work well with people from different ethnic, social, and educational backgrounds.
In leadership it is best to recognise and manage own feelings using combination of emotions and reasons to make decisions and to take the right path of action. This will help in standing strong as a leader when there are many different options and be confident on pursuing the right one. At the same time, it is helpful to understand and know what to do for motivation, in order to stay motivated and focused during those most difficult times of making big decisions. 
Another area of leadership that needs developing is the ability of delegating work. Delegation is the assignment of any responsibility or authority to another person to carry out specific activities, it is one of the essential concepts of management leadership. However, the person who delegated the work continues to be accountable for the outcome of the delegated work. Delegate effectively to the right person allows employer or leader time to do more things of higher value. 
The main objective is to get the work done effectively and on time, making sure employees know that their efforts are recognized and appreciated.  
Personal qualities of a good leadership must include Self - Management, Responsibility, Self-Esteem;
Self-Management: Be able to assess your knowledge and skills accurately to set specific, realistic personal goals and monitor progress toward your goal.
Responsibility: Strive to achieve objectives regardless of whether an assignment is upsetting and tough, do quality work, show elevated expectation of participation, genuineness, vitality, and confidence. Persuading your group additionally has different components separated from the work that you appoint, and making a situation in which individuals can self-motivate turns out to be more essential as you move into more senior positions.
Self-Esteem: Understand that beliefs can affect how a person feels and acts, listen and identify illogical beliefs you may have and understand how to change these negative beliefs when they occur. In leadership it is essential to be able to manage what is going on in own work and lives, and also those around them. This is essential for good delegation and management of work within a group. 
Excellent leadership is the flexibility and ability to adapt to changing circumstances. Leadership skills are highly required by employers as they involve dealing with people in such a way as to motivate, encourage also build respect. Good Leadership skill is also to be able to make great decisions in support of their policy delivery, and solve problems. With a positive attitude, problems can become opportunities and learning experiences, and a leader can gain much information from a problem addressed. 
The latest QS recruitment survey lists the four most important skills sought by executive level recruiters as interpersonal skills, communication skills, critical thinking and leadership ability. Developing one’s leadership skills can therefore not only help them to find a senior position, but may also help to gain promotion with current employer. Critical thinking, in particular, has in recent years become an area associated with leadership. Every aspiring employee needs to have ‘Critical thinking skills’ on their CV, and it is probably the area that most concerns new employees. 
Communication Skills
Communication is the act of passing information from one to another effectively and efficiently. This can be done through verbal, written and non-verbal. Managers with excellent verbal, none verbal and written communication skills help smooth the sharing of information among people in a company for its commercial benefit. Communication is a very important life skill in work place, it promotes respect between managers and employees, trust, welcoming diversity and employees’ motivation. 
Communication skill in work place is an act of delivering information for the purpose of creating an understanding between one another and within organisation. It is a very vital skill for effective team work, information sharing and gathering, exchange of facts, ideas and opinions in all organisation.
Employers look for people who can communicate very well both verbally and written, it is a key skill that involves confidence in speaking and writing well. Whether it is a job application or promotion with your current employer, good communication skills are essential. 
[bookmark: _GoBack]The ability to communicate both verbally and in writing with extensive diversity of people, maintain good eye contact, face to face, phone, demonstrate a varied vocabulary and modified clear language to the audience are all essential skills that employers look out for. 
Being able to communicate well both verbal and written is the best way of getting messages across with very little possibility of misunderstanding at work place between employers, employees and other organisations. This could be formal or informal depending on company rules, regulations and policies. In work places its best to be professional and formal.
Written Communication: Be able to write and share information accurately in letters and reports with correct grammar, right spelling, proper punctuation, also computer knowledge. 
Verbal Communication: Communicating ideas well and clear, paying attention to the words and feelings being expressed, choice of words, tone of voice being used and appropriate gesture.
Non - Verbal Communication: This is a primarily way that we communicate first, personal presentation, audience awareness, body language like facial expression, posture and gesture. 
In the same way, active listening skills include hearing as well as picking up and understanding information. Listening is an essential necessity prompting less blames and a superior comprehension of the requirements of manager and representative.
In a case study, the views of lecturers and students were investigated and common themes and perspectives identified. The main findings show that although students and lecturers share similar viewpoints on the importance of employability skills, the purpose of employability focused teaching is not easily communicated to students. In addition, students believe that a more systematic approach to identifying and demonstrating employability skills would be beneficial to them during their transition from education to work. Embedding the acquisition of employability skills into higher education courses has emerged as a response to industry demands for work-ready graduates. The forces of internationalisation and globalisation mean that employers all over the world are looking for graduates with additional soft skills abilities and achievements (Peterson, R. 2017)
 

Conclusion
It can be argued that one needs to have excellent employability skills, in critical thinking, leadership and communication skills and many more soft skills in order to build their way to the top of the business world. These Employability skills discussed in this report can be developed and improved by reading more materials, class presentation, research materials, writing reports, essays and group discussion. 
Although applicants may be qualified and have hard skills needed to do and manage a job, employers are less inclined to hire them with no unique and important  employability skills. Employability skills are increasingly becoming an important requirement when assessing prospective employees. Therefore, developing employability skills in critical thinking, leadership and communication skills and other soft skills is a core necessity for future employability opportunities.
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