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Academic and Employability skills


Write a report of 2000 words in which you provide an analysis in relevant employability skills that you have or need to develop in the future to gain credibility in search of employment opportunities. You need to consider the perspective of an employer trying to recruit.

In this report, I will be researching the skills that are needed to become a successful councillor or therapist. Analysing these skills, I will attempt to see how this might be achievable and if I have the right stuff! What I can do to improve on my soft skills that I already possess, and what kind of skills that I can work on and that are transferrable.
I think that with any job, having the want and the passion to do It in the first place is the most important thing. If you love what you do, you will never have to work a day in your life again, so the saying goes. Like medicine, psychology can change quite rapidly and adapts all the time, so a love for study is certainly essential. To become a clinical phycologist, you must study three years at degree level and then at least another three years for a doctorate, and of course a love for helping people, feeling like such a compassionate person I can find it quite easy to empathise with people, especially because of certain struggles I have had in life myself. A good degree of ethical code and being trustworthy is needed not just because you should keep confidentiality, but you may also be of great help and influence in people’s lives, and that takes a certain degree of responsibility especially as people may be very vulnerable. It goes without saying that you should be quite emotionally stable yourself, as you may be dealing with clients that may be grieving or in a bad state of mind. I would imagine that interpersonal skills will come into play here, you may have a very wide range of clientele. Different values, cultures and ways of thinking. You defiantly must be tolerant and open minded as you could be trying to help violent criminals, or rapists and paedophiles. Patience is also key as you may take on more of a research role. It may take years to come to any firm conclusions. There are many different types of councillors, and different levels of qualification. I still have a long way to go, so I am using this year almost as an experiment on myself to see how I can handle running the home, studying and being a single mother. My sons are nearly grown and ready to make lives for themselves, so it is time that I found my own path. Whether that may be a change in career or a chance to further my work opportunities as a plumber and mechanical engineer. After almost ten years out of the workplace I need some confidence back and I think that this course is ideal as I can keep my options open to a certain extent. I have really enjoyed the first term. It is a brand-new experience learning in a university environment. I am taking one day at a time but enjoying the experience. I will decide what to next at the end of the next academic year. 
Interpersonal / soft skills are what you are made up of so, how you socialise with others, how approachable you are, these can all still be worked upon. My interpersonal skills quite good I believe, because I have always worked within hospitality, sales and customer technical services. I loved the construction industry but a civil servant working for a local council. I worked my way up from being a caretaker, looking after mainly communal areas and boiler rooms, seeing residents and talking with them every day to becoming a technical officer dealing with a large amount of properties in an area in central London. My interpersonal skills grew as I did within in the company as the years went on. I discovered I was a generally a very warm, personable, friendly employee who had genuine empathy. After having my second son who has autism and other health complications, I decided to stay at home and concentrate on caring for my family. Soft skills are very important for companies looking to take on new employees. (Maund, Schriek, Tinkler 2017) communication skills are at the top of the list but I would like to cover that further in the last report. with Courtesy and integrity (business and otherwise) a close second, with interpersonal skills, responsibility and flexibility, a close third. Positivity, team work and good work ethics fourth. Around 75% of what bosses will be looking for are soft skills, 25% for the actual skill required (hard skills) to do the job professionally. 



Problem solving and decision making 3.5

Problem solving and decision making is a skill I would like to look at briefly, as this is quite a critical skill for the workplace in general. Trying to identify the problem firstly, defining it and how long has it been a problem is usually a good place to start. Making a list of the whole work groups opinions is a good way of gauging where everyone stands on the problem, some people may see things from a different perspective. Make a list off all the option's and opinions and write the best ideas down. Writing these things down will help with discussions on the best ideas. Agreeing unanimously on the final decision. This is how we would come to decisions on budgets for certain community projects in the housing repairs department. We would also invite residents into the housing office to give their opinions and suggestions to improve the communal areas on the housing estates, and events for the local community. It is useful to collect opinions from the local people who are really affected by the problem in the first place. Being able to think critically is important. Starting with six main questions.

1. Who? - who said it? Was it someone famous? Or do you personally know them?
2. What? - what was said? Was it an opinion?
3. Where? - where did they say it happened? Where were the other witnesses? Was it in public?
4. When? - when was it said? Was it before, during or after an important event?
5. Why? - why was it said? Was it meant to make someone look bad?
6. How? - were they indifferent? Was it written or spoken?

Taking into consideration, all these questions can help you thoroughly investigate a situation or problem. Critical thinking is the inner wheel to decision making, planning, implementing and problem solving which encompasses innovation, creativity and strategic thinking.


Time management 

Dwight D Eisenhower was the 34th president of the united states and he is said to have invented the Eisenhower principle matrix. Later Dr Stephen Corey gave it the name the urgent/ important matrix in his 1994 business classic the seven habits of highly effective people. which is a way or prioritising tasks by importance and urgency.
 In the first quadrant (left) list the most important tasks that must be done by today / tomorrow at the latest. The second upper quadrant is called schedule tasks, these are still important but less urgent, these things should be put into your calendar. The third quadrant is for the things that could be delegated, Keep track of these by email or text etc. The fourth and last quadrant is for the things that you shouldn’t be doing yourself at all.
 By putting tasks into the four quadrants and addressing urgent items in the upper two quadrants, you can stay on top of things. As long as you don’t get too distracted by social media and gaming! Try limiting yourself to just eight items per quadrant. Finish the most important before adding any more to your lists and just stick to one matrix for both work and family life. You can't be accused of putting more into your work than your family!!
 I think that time management is my biggest failing, so I have genuinely taken this on board, and I have been using it for the past few weeks in order to give me enough time to complete four assignments, stick to new year fitness goals and run the house, looking after my sons. It feels so much better to write down things of importance, organising your mind as such. I had to slightly adapt plans as health issues and other issues have come into play, but that is the beauty of the Eisenhower matrix. As you keep on top of the things that are the most important, so when things come up unexpectedly in life, as they do! You can manage things better. Especially delegation as it also instils order for my sons as they realise how important they are and how responsible they can be in helping the wheels keep turning at home while I have the time and space to work.
I also tested my time management skills by assessing my own skills and asking myself questions on how I tend to handle things, giving myself scores out of five on how well I do things. For example, how well can I concentrate if I am multitasking? Honestly, I can't concentrate on more than two things at once. so I would score myself at two. How often do I get appointments mixed up or double book? That’s higher, I would score that a three. So, I have started to keep a diary now. I try to concentrate on things that I know I need to work on.

Communication and active listening 

We all communicate in different ways. Just like we all have different types of personality. According to the Myers – Briggs principle (Myers, Briggs, 2018) there are sixteen different personality types, with some people these different types can sink into each other. So ultimately there are
more than sixteen types. With communication, there are usually four different types.
 The dominance style (D) is direct, seeks immediate results and defiantly likes to win! (De Marco, Deanne 2018) they will take risks and work hard to get the results they want. They are confident leaders and like a fast-paced environment with a variety of new challenges to be most effective. Show these people the most simple and quickest way to be productive. It is important to define his or her role and authority as they may use intimidation to win an argument, or just mentally leave the conversation if they feel they can’t win. These people may show at extrovert in the Myers – Briggs personality test, which is the E in one of four letter types. 
The influence style (I) communicators like to move at a fast pace too. They are enthusiastic and like to express their thoughts and feelings and are very sociable and outgoing with their interactions with others. They are friendly, creative and can be persuasive. They can talk at length about different topics, a real talker, somewhat the same as the dominance style and would be managed in a similar way. They would also probably show as being extrovert (E) as the (D) style did in the personality test. 
The steadiness style (S) is very accepting of others, they like harmony and co – operation and are usually quite calming around others. They also like stability and being part of a team. They are not big risk takers and don’t take too well to change. They are patient, loyal and great listeners and are quite predictable. These people would probably score as being introvert (I) on the Myers – Briggs test. I believe I fit into this category. With this type of communicator, use a more step by step plan for development or a one to one on instructions and feedback. Try to give positive feedback along with constructive criticism, as they may become stubborn or un – communicative when not feeling appreciated. 

  The final style is the conscientious communicator (C) they are cautious and demand high quality. They like to follow the rule book, they have an analytical view on the world. To be effective managing this kind of communicator, use detail and accuracy. 
Finally, a brief analysis of active listening. Don’t try to mind read the speaker, you will inevitably filter out pieces of information that are given to you. It is vital that you don’t grab at straws, try to put yourself in their shoes. Wait until they are finished, ask questions afterwards. Surprisingly only 7% of what we say verbally, and 38% pitch tone and volume, and 55% is taken from body language. 

Conclusion

In conclusion, using the Eisenhower matrix and other time management exercises. This has been successful for me especially at home. I am delegating more responsibility to my sons. I have an opportunity to practise my soft skills while I continue the rest of this academic year. I have a wonderful class and some great lecturers.
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