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Introduction:
                                       In this essay, it is discussed that what is a skill and what are the vital skills that a person need to secure a job and become successful. It is argued that what are hard and soft skills and why soft skills are essential. As a person cannot get success only based on general skills, but he needs academic skills too. Thus I have discussed what the academic skills are. Also, then I have discussed with example my skills, which has helped me to succeed To be successful both in my studies and workplace. In the last paragraphs, it and the conclusion is followed at the end.
Skill:
                Oxford dictionary has defined skill   as “the ability to do something well.”[footnoteRef:1] Thus If someone is a good photographer or some one is a good football player then that is a skill. Skills are the expertise that is needed in order to do a job or task. Job skills allow you to do a particular job and life skills help you through everyday tasks. There are many different types of skills that can help you succeed at all aspects of your life whether it's school, work, or even a sport or hobby. However some skills are more advantageous for employment than others, and we have explained them in the following paragraph. [1:  'Skill Noun - Definition, Pictures, Pronunciation And Usage Notes | Oxford Advanced Learner's Dictionary At Oxfordlearnersdictionaries.Com' (Oxfordlearnersdictionaries.com, 2019) <https://www.oxfordlearnersdictionaries.com/definition/english/skill> accessed 22 August 2019.] 


Employability skills:
                                                        As stated above some skills are more in demand for a job, these are the skills which if a person poses, will have a greater chance to secure a job. 
Peter Knight & Mantz  Yorke has defined it as "A set of achievements, understandings and personal attributes that make individuals more likely to gain employment and to be successful in their chosen occupations".[footnoteRef:2]  [2:  Peter Knight and Mantz Yorke, Learning, Curriculum And Employability In Higher Education (RoutledgeFalmer 2004).] 

Following are some of the main employability skills.
Communication and interpersonal skills:
                                                                    The ability to explain what you mean in a clear and concise way through written and spoken means. To listen and relate to other people, and to act upon key information / instructions.
Problem solving skills:
[bookmark: _GoBack]                                        The ability to understand a problem by breaking it down into smaller parts, and identifying the key issues, implications and identifying solutions. To apply your knowledge from many different areas to solving a task.
Using your initiative and being self-motivated:
Having new ideas of your own which can be made into a reality. Showing a strong personal drive and not waiting to be told to do things.
Working under pressure and to deadlines:
                                                            Handling stress that comes with deadlines and ensuring that you meet them.
Organisational skills:
                                    Being organised and methodical. Able to plan work to meet deadlines and targets. Monitoring progress of work to ensure you are on track to meeting a deadline.
Team working: 
                         Working well with other people from different disciplines, backgrounds, and expertise to accomplish a task or goal.
Ability to learn and adapt:
                                                To be enthusiastic about your work, and to identify ways to learn from your mistakes for the benefit of both you and your employer.
Numeracy:
                   The ability to use data and mathematics to support evidence or demonstrate a point.
Valuing diversity and difference:
                                                           Knowing the value of diversity and what it can bring. Understanding and being considerate of the different needs of different individuals.
Negotiation skills:
                            To take on board other people’s feelings and express your own requirements in an unemotional clear fashion to achieve a win-win outcome. [footnoteRef:3] [3:  (Exeter.ac.uk, 2019) <https://www.exeter.ac.uk/ambassadors/HESTEM/resources/General/STEMNET%20Employability%20skills%20guide.pdf> accessed 22 August 2019. Your Bibliography: (Exeter.ac.uk, 2019] 


Soft skill v hard skill:
                                                                 Soft skills are the traits that make you a good employee, such as etiquette, communication and listening, getting along with other people. By contrast Hard skills are teachable and measurable abilities, math or ability to use computer programs.[footnoteRef:4] [4:  'The 7 Soft Skills You Need To Be Successful | Omnia' (Omnia, 2019) <https://www.omniagroup.com/the-7-soft-skills-you-need-to-be-successful/> accessed 22 August 2019.] 

Soft or transferable skills:


1. Leadership Skill.
                          Companies want employees who can supervise and direct other workers. They want employees who can cultivate relationships up, down, and across the organizational chain; assess, motivate, encourage, and discipline workers; build teams, resolve conflicts, and help to create the desired culture. And prepare and develop a team which can lead in his absence.

2.  Teamwork.  

                     Most employees are part of a team, department. and even those who are not on an official team need to collaborate with other employees. You may prefer to work alone, but it’s important to demonstrate that you understand and appreciate the value of joining forces and working in partnership with others to accomplish the company’s goals. 

You'll need to prove that you're a team player but also have the ability to manage and delegate to others and take on responsibility. It's about building positive working relationships that help everyone to achieve goals and business objectives.

3. Communication Skills.  
                                      Successful communication involves five components. Verbal communication refers to your ability to speak clearly and concisely. Nonverbal communication includes the capacity to project positive body language and facial expressions. Aural communication is the ability to listen to and actually hear what others are saying. Written communication refers to your skilfulness in composing text messages, reports, and other types of documents. And visual communication involves your ability to relay information using pictures and other visual aids.

4. Problem Solving Skills.  
                                      Many people shirk from problems because they don’t understand that companies hire employees to solve problems. Glitches, bumps in the road, and stumbling blocks are a part of the job. The ability to use your knowledge to find answers to pressing problems and formulate workable solutions will demonstrate that you can handle – and excel in – your job. 

5. Work Ethic.
                 While you may have a manager, companies don’t like to spend time micromanaging employees. They expect you to be responsible and do the job that you’re getting paid to do, which includes being punctual when you arrive at work, meeting deadlines, and making sure that your work is error free. And going the extra mile shows that you’re committed to performing your work with excellence. 

6. Flexibility and Adaptability.
                                            In the 21st century, companies need to change at the speed of light to remain competitive. So they want workers who can also shift gears or change direction as needed. Also, while the economy may be recovering, many companies are not fully staffed, so they want employees who can wear more than one hat and serve in more than one role.

7. Interpersonal Skills. 
                                This is a broad category of “people skills” and includes the ability to build and maintain relationships, develop rapport, and use diplomacy. It also includes the ability to give and receive constructive criticism, be tolerant and respectful regarding the opinions of others, and empathize with them.

8. Time management.
                                This is about showing that you can prioritise, work efficiently and productively, and manage your time well. It's also good to be able to show employers how you decide what is important to focus on and get done, and how you go about meeting deadlines

Academic skills:
                                               Academic skills are as important as any other skill for success and development. Study skills are the skills you need to enable you to study and learn efficiently – they are an important set of transferable life skills.[footnoteRef:5] [5:  'Study Skills | Skillsyouneed' (Skillsyouneed.com, 2019) <https://www.skillsyouneed.com/learn/study-skills.html> accessed 22 August 2019.] 

Writing effective notes: 
                                       students find it difficult to both listen and make notes at the same time when they are watching a video or lecture but note taking is an essential skill for your students to learn before they go on to further education.
Effective Reading When studying:
                                                         It is likely that you will need to read a lot of information – and you will wish to use this time effectively as possible by developing your reading skills. Discover ways that you can engage with your reading, form links, understand opinions and put ideas and research into perspective. In short, develop your reading skill.
Academic Referencing: 
                                         Learning how to reference correctly is vital if you are a student. This page not only covers why you should reference, and what may happen if you don’t, but also includes some detailed guidelines on how to reference different types of materials.

My skills:
                            Following are the skills which I believe that I pose and they are the key to my work success. 
Communication:
                              I have the good ability to explain a clear and concise way through written and spoken means. I presented my research on the Sony Corporation and modern technology as a report and PowerPoint presentation to the rest of my class. As mentioned above I am working in a corporate security firm, and we have to communicate on radios all the time to pass the message, thus it is very necessary to precisely and accurately pass the information to the other persons.

Time management/ Punctuality:
                                                   I am organised and methodical. Thus I am able to plan work to meet deadlines and targets. I handed my module slide presentations coursework 2 days before the deadline as I had planned my time well and finished it to the best of my ability. This helped to properly research the coursework and I had enough time to proof reed the mistakes.
I am part my work place union and have been organising welcome and farewell parties for the new and old colleagues, thus I remember the dates and book restaurant in advance this it save me from last minute plaining, and we organize a well celebrated party.
Team working:
                  We humans have a nature that we cannot survive alone, we always need someone to speak to and we find it easy and relaxing to share our concerns and plainings with other likeminded people.
That’s why in university we have a group project, where I worked with a team of people with different designated roles. The first job we did was to identify how each of us will have a valuable input to the task in hand. Thus at the end our assignment was completed very well and everyone contributed accordingly.
As mentioned above I am a part of workers union and we arrange meetings every week. Where everyone is assigned their work. We often do activities as teams and I really enjoy it.

Conclusion:
                                 In a constantly changing environment, having life skills is an essential part of being able to meet the challenges of everyday life. The dramatic changes in global economies over the past five years have been matched with the transformation in technology and these are all impacting on education, the workplace and our home life. To cope with the increasing pace and change of modern life, students need new life skills such as the ability to deal with stress and frustration. Today’s students will have many new jobs over the course of their lives, with associated pressures and the need for flexibility.
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