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Introduction
The purpose of this report is to analyse relevant employability skills that I have and those that I need to develop in the future to gain credibility for employment opportunities. ‘’Employability skills are skills that make someone employable, for example, reliability and honesty’’ (Gravells, A, 2010, p 19). Employability skills are also transferable skills that are needed by an individual to make them employable. Employability skills are also life skills that are appropriate for employment, social and personal fields.
I will be focusing on two skills which I already have – Team working, Punctuality/ Organisation and one which I will need to improve on – Assertiveness/ Oral Communication. This is because I am currently working in the retail industry (Tesco) and I would like to move up the ladder and become a team leader or manager in the near future and to have and understand these skills are important and vital. Employability skills play a huge role in shaping growth and development and to be the manager of a store is a huge responsibility and therefore I need to be confident in myself and improve on skills which I am lacking to make sure that I am able to run both my team and the store successfully.  

Skill 1 - Teamwork
‘’Team-working is the ability to work with others in groups or teams’’ (Employability Skills, 2011-1019). Working in a group/ team can speed up the progress of work.   
Team work is important this is because you cannot run the store single handed. And so it is important that you are working alongside a strong team who want to accomplish the same set goals as you in order to meet your target. 
This is a skill which I poses as I enjoy working in a team and as I am a friendly individual I am also able to get along with different people. From working in my current workplace I have noticed that the team is most effective when it is diverse and contains people with a wide range of skills for example when the team contains a mix colleagues who have knowledge about different things and can get on with given tasks (stock count, price changes, delivery/shelfing). I am also a strong team member as I effectively take part in discussions and am able to lift team morale by helping and praising my team members. This is important interpersonal skill to have as a manager you need to be able to praise your staff in order to lift team spirit and meet the goals of the company.
Skill 2 - Punctual/ Organised
To be punctual is to do something at the agreed or proper time and to be organised is to be able to arrange in a structured systematic way.
I am punctual and good at team keeping, for example I allow myself to have time to have enough time to get ready, maintain my home and get to work. I am also organised and like to keep things in order. 
Punctuality is a must at work as it shows that you are professional. Whether you are a manager or an employee being punctual shows that you are reliable and are able to deliver on time. Being punctual shows that I respect my time as well as the time of others, having this skill also reflects that I am a committed individual, who has respect for my employers.
It is essential to have these skills because as a manager you need to be on time and be organised to ensure that everything is running efficiently. If you are not able to do this it will cause a lot of problems with both employees and customers as you will not be meeting their needs.
Skill 3 – Assertiveness/ Oral Communication
Assertiveness is to express your thoughts, feelings and beliefs. According to Skills for the Workplace (Maund, A, 2017, p 55) ‘’ Assertiveness is the ability to express oneself directly and honestly without disrespecting or dishonouring another person’’.  To be assertiveness is also to be able to communicate ideas without being patronizing or coming across as a bully. 
This is an important skill which I will need to have if I were to become a manager as I would have to deal with many different people and not just my employees. It is vital that I have this skill because as a manager I will need to be actively engaged in decision making and discussions as so I need to be confident in expressing myself and be able to word the message I am trying to get across appropriately.  
Assertiveness is one skill which I need to improve on because if I become a team leader or manager I will need to communicate with all members of the team, carry out team meetings and discussions. This means that I will actively need to give instructions and therefore I need to ensure that I am clear in communicating my message so that there is no confusion and the shift is running smoothly. I will also need to make sure that I am clear in what I am communicating because not only will I be communicating with my colleges I will also be dealing with a lot of easy and difficult customers. In the case of dealing with a difficult customer I will need to make sure that I do not come across aggressive. Verbal communication includes both our words and our verbal fillers (e.g. uhh, um, like). Verbal communication is also created through language and to be effective in verbal communication you must be able to interpret the message of others accurately ‘’Effective communication involves accurate interpretations of others’ verbal messages as meaning is cocreated’’ (Maund, A, 2017, p. 67).

Personal SWOT Analysis 
After identifying the skills which I will need to progress to become a part of the management team I have made a SWOT analysis which is based of self-assessment and my experience currently as a customer assistant.
(S)trengths - I have good team work and organizing skills. I am able to build on ideas with other member of the team. When allocated to take the lead within a team I am able to clearly identify and allocate tasks to my group members while being fair so that everyone enjoys the task and the shift runs smoothly.
I am also good at time management and am able to identify which tasks are important and need to be done first. I would usually write up a list of things to do and carry out the tasks according to their importance while managing my time effectively.
(W)eakness – My communication skills are weak as I am not able to express myself at all times and tend to get shy sometimes. It is important to have good communication skills as I will me dealing with people face-to-face on a daily basis. 
Problem solving is another weakness that I have. When facing problems sometimes I am not able to see all sides and also tend to worry and panic a little which causes delay in coming up with a solution.
(O)ppertunities – I already know how to carry out some important tasks such as till checks/ counts and price changes (increases and decreases). This can also be seen as a strength as I already have knowledge of a few managerial tasks.
I have the opportunity of getting in house training by team/ shift leaders who will be able to teach me what I do not know yet for example stock count, promotion changes. 
(T)hreats – As a mother of two children under the age of 5, it may be difficult to take part in progression training if I am not able to find reliable and trustworthy child care for my children.
Another threat will be that there may be other candidates who are more knowledgeable and have more experience than me.

Personal Action Plan
The Eisenhower method is used to organise duties and tasks to help figure out priorities.  
[image: ]
Using the above method would help me develop my skills further as I will be able to evaluate what is important and what is not. It will also help me prioritise what is important and urgent and need to dealt by me personally and delegate what is unimportant and urgent. This will help to reduce stress and procrastination and allow me to be more productive and focus on how and what needs to be done to develop my skills in order to me to become a successful team leader/ manager.
Another method which will help me meet my target is to set SMART goals. 
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(S)pecific – I will need to be clear in what it is I want to achieve and have set deadlines. 
(M)easurable – To make sure that the goal which I have set myself is trackable. 
(A)Achievable/ Attainable – Although my goal may be challenging I need to make sure that it is possible for me to accomplish it. 
(R)ealistic/ Relevant – I will need to be realistic and honest with myself about the knowledge that I have, what I need to improve on and if I am capable of it.
(T)ime Related/ Sensitive – It is important that I set deadlines to meet my goals as this will help me achieve one goal at a time and will stop me from procrastinating and allow me to be stress free and concentrate on what is most important.
A goal which I have set myself is to be more assertive and so I will set goals for assertive behaviour. I will need to practice both verbal and non-verbal assertive characteristics. An example of verbal assertive characteristic would be to practice speaking in a relaxed and clear voice and not hesitate while speaking, an example of non-verbal assertive characteristic would be to make eye contact, receptive listening and to have clear expressive emotions. Using this method would help me as my goals will be specific and so I will be clear in what it is that I need to do and when it needs to be done by, it will also be realistic which means I have set goals which I am capable of achieving. 

Conclusion
In this report we have seen that these employability skills are important because they are the key skills needed in the retail sector. Working on improving my skills will help me develop my leadership style as it has a big influence in effective managerial activities, the style of leadership can change the environment at work and help achieve organisational goals. 
Individuals who have a degree will have a good starting point as their degree helps them open doors in finding a job. However a degree is not always enough and employees may expect more from a graduate employee as they will expect the individual to benefit the company. 
Having summed up my three employability skills which are needed for me to progress in my field of work I have made a personal SWOT analysis based on self-assessment and the employability skills which are essential for the role of team leader/ manager.  
Having done the SWOT analysis I have also done a personal action plan for myself. I have decided to stick to my action plan as it would help me improve on the employability skills which I am lacking and help me climb up the competitive employment ladder and get the job I want. 
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