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[bookmark: _Toc500321110]Executive Summary
The aim of this report is to understand the employability skills that a job seeker needs and the skills that recruiters prioritize while searching for new employees for a job position.  This report focuses on the skills that I have gathered while working as a Sales Promotion Officer and the achievement’s that I have accomplished in my life so far. This report also focuses on the skills that I need to learn in the future to get to perfect job for myself and also a self-development plan where I will improve my current skills and try to gain other necessary skills that are essential for every employee to get their dream job.  The self-development plan includes the goals that I want to accomplish and the actions that I will take to learn new skills and the timeline accomplishing my desired goal and learning through the process as the same time. If a person does not have any skill or knowledge then he or she can set up a personal development plan to become more skilful and knowledgeable which create credibility in search of employment opportunities.
















[bookmark: _Toc456901515][bookmark: _Toc500321111]1. Introduction
This report will be focused on the employability skills a job candidate must have or needs to be developed to gain credibility in terms of employment opportunities. Graduates will soon reach towards to job seeking stage where they will constantly look for job opportunities and apply for a suitable position. During the report many important skills that the job seekers need to havewill be discussed.Some of them are skills a candidate must have, skills they must need, practical experiences from doing a real job, personal attributes, achievement from life work and education, theoretical and practical knowledge

[bookmark: _Toc500321112]2. Methodology
It is the method that were adopted to complete the whole report and do necessary research that was required. I used both primary and secondary research methods to complete this report.
[bookmark: _Toc500321113]2.1 Primary Data
The primary data is also known as the first-hand data which will be collected by having short conversation with people who works at a good position in an organization and also by the help of my friends and family who has the experience of working an any organization.
[bookmark: _Toc500321114]2.2 Secondary Data
It is collected from the secondary sources also known as the second-hand data such as websites, articles, journals, books etc. it helped me to gather some idea and knowledge about the employability skills that an individual need to have to excel at job interviews and work performance in the organization. 
[bookmark: _Toc456901517]


[bookmark: _Toc500321115]3. Analysis of employability skills
Employability skills are very important to have for any job seeking candidate. It can be acquired through academic learning and from practical experiences of working in an organization. Recruiters also look for talented individuals to hire for the betterment of the organization(Vicgovau, 2017). Some of the skills that are required are explained below.
[bookmark: _Toc500321116]3.1 Skills that I have
During my undergraduate life, I have gathered some experience by working in part time jobs which are very essential for any job seeker. Employers trying recruit will always choose individuals that are very skilled and knowledgeable. I have experience of product promotion and sales as I have worked as a sales promotion officer in my previous job.
[bookmark: _Toc500321117]3.2 Communication Skills
As I worked as a sales promoter, I had to communication all the time with customers and maintain a good relationship with them. Without proper communication it is not possible to become successful the in the field of sales and promotion. The work that I have done helped me to practice my communication skills in the professional level. I got the opportunity to improve it as I had to deal with various types of customers who were from different age group and background. 
[bookmark: _Toc500321118]3.3 Negotiation Skills
Meeting new customers everyday means more negotiation on daily conversation I had with the customers. The more conversation I had, the more I had to negotiate and re-negotiate with the customers to sell the products. As a result, I became a pro in this negotiation skills which is very beneficial for my future career growth in the field of sales promotion.
[bookmark: _Toc500321119]3.4 Education
Education has provided me with all the theoretical capabilities that I need which can be easily implemented in the professional working life. Being an undergrad student, I gained knowledge about marketing, finance, human resources, entrepreneurship and many more which are very essential for any student who will soon graduate and compete for getting their desired job. 
[bookmark: _Toc500321120]3.5 Achievement in life
As I worked as a sales promotion officer, my achievement is related to that field. I have achieved the highest sales for my organization for 2 consecutive months. I was awarded as the best sales promotion officer for those months as my supervisor was really happy with my work. 

[bookmark: _Toc500321121]4. Skills that I need to develop
When employers are recruiting candidates, they are looking for candidates with some specific skills that are needed to become the right fit for the job position. Some of the skills that needs to be developed are explained below.
[bookmark: _Toc500321122]4.1 Team Work
It is very important and needs to be developed. I have worked as a sales person but not in a team. Recruiters look for team players instead of a loner who likes working alone. Teamwork helps to divide small tasks between them and as a result specialization occurs due to division of labour(Targetjobscouk, Wed,). This leads to more efficient and effective working environment for the organization.
[bookmark: _Toc500321123]4.2 Problem Solving Skills
Problems are the common part of any work role. Most of the time the problem is taken towards to supervisor and wait for them to solve it. An employee should have the ability to solve problems without taking it to the higher authority.  Needs to have logical and analytical abilities to tackle the problems as some problems need to be solved immediately instead of waiting for the supervisor’s response(Thebalancecom, 2017). 
[bookmark: _Toc500321124]4.3 Leadership Skills
Leaders are the main reason for a company’s success. A graduate might not become a leader after joining a job as it needs a lot of time and experience. But they should show some leadership skills by leading and motivating other colleagues that they are working with(Targetjobscouk, Fri,). As a result, the employee will be seen as a future leader because of his or her potential leadership capabilities and that is all that the recruiters will look for during the recruitment.  
[bookmark: _Toc500321125]4.4 Time Management
Time management skills plays a vital part in any organization. The employee should be able to create a balance between everyday work and personal life. The employee should manage assignments effectively by prioritizing the most important tasks first and focusing on the lest important tasks later.  The employee should also meet deadlines given by the organization(Thebalancecom, 2017).
[bookmark: _Toc500321126]4.5 Technological skills
Technological skills or computer skills are essential for an employee to have while working for an organization. Almost all jobs require this kind of skill whether it is for record keeping, spreadsheets or presentation(Opportunityjobnetworkcom, 2017). If a job candidate doesn’t have such skills, he or she should develop it as soon as possible to become more competent.
[bookmark: _Toc500321127]4.6Self Confidence
Confidence is the key to success at any job. Presenting yourself with confidence in front of others is really important. Self confidence gives the employees internal strengths which helps them to face any challenges with confidence and reach towards their desired goal(Thebalancecom, 2017). 
[bookmark: _Toc500321128]4.7Strong Research Skills
Strong research skills are very important for doing any job. Recruiters will look for job seekers with strong ability to do self-research to solve complicated problems or to find information about competitors or the industry(Thebalancecom, 2017). 
[bookmark: _Toc500321129]4.8Ability to work under pressure
An employee who becomes nervous or confused during pressure work situation is not the kind of individuals that are required in any organization. Therefore, job seeker should have the ability to work under pressure and can gain this ability from academic level or by participating in challenging competition where work pressure always stays high until the job ends(Targetjobscouk, Fri,).

[bookmark: _Toc500321130]5. Abilities that I need
[bookmark: _Toc500321131]5.1Cognitive Abilities
· Cognitive Flexibility(Chroncom, 2017)
· Creativity(Chroncom, 2017)
· Logical Reasoning(Chroncom, 2017)
· Problem Sensitivity(Chroncom, 2017)
· Mathematical Reasoning(Chroncom, 2017)
· Visualization(Chroncom, 2017)
[bookmark: _Toc500321132]5.2Physical Abilities
· Physical Strength- If an employee lacks physical strength then he or she won’t be able to perform a given task regularly and might need to leave the job because of low performance. Therefore. basic physical strength and fitness is highly important for most of the jobs

[bookmark: _Toc500321133]7. Personal Development Plan
It consists of a plan for an individual’s self-learning and the action that they will take to gather those knowledge that an individual’s plans to gain(Mindofwinnercom, 2017). It helps to develop the present skills as well as the future skills that needs to be developed. 
[bookmark: _Toc500321134]7.1My Goals
To become the Marketing executive of a reputed organization. I worked as a sales promotion officer but I want to be a brand executive where I will be managing the brands and involve in new product development. 
[bookmark: _Toc500321135]7.2Skills and knowledge to be learned
As I will be managing different brand and involve in new product development, the following skills are required:
· [bookmark: _Hlk500177309]Good teamwork skills(Targetjobscouk, Fri,)
· Communication skills and networking ability(Targetjobscouk, Fri,)
· Adaptability(Targetjobscouk, Fri,)
· Strong attention to detail(Targetjobscouk, Fri,)
· Good organisation and planning skills(Targetjobscouk, Fri,)
· Creativity and writing skills(Targetjobscouk, Fri,)
· Commercial awareness(Targetjobscouk, Fri,)
· Numerical skills(Targetjobscouk, Fri,)
[bookmark: _Toc500321136]7.3Actions that I need to take
I need to work harder in my current job position and try to learn new skills everyday instead of implementing skills that I already have acquired. I will work harder to gather new achievement’s which will ultimately improve my skills and at the same time I will be able to impress my boss better.  
[bookmark: _Toc500321137]7.4Resources that I need
I would require free time to learn new things everyday apart from my work duties. I would also new money to try something new and improve my skills.
[bookmark: _Toc500321138]7.4Time Schedule
I will start from tomorrow and continue this personal development plan for the next 6 months. Hope that I will be able to improve my skills and at the same time please my boss with my achievement’s and get promoted to my desired job position which is Marketing Executive.
[bookmark: _Toc500321139]8. Conclusion
[bookmark: _Toc500320962][bookmark: _Toc500321140][bookmark: _Toc456901523]Recruitment is an important factor for any organization. The recruiters try their best to find an employee who is highly skilled and can adopt towards any situation. As a result, competition is rising and many competent job seekers are now available searching for their dream job. As a university graduate an individual should prepare him or her for the professional working life. Therefore, various skills are required which can be gathered from job experience, knowledge and academic studies. If a person lacks basic job skills, he or she should acquire it with personal development plan to gain credibility in search of employment opportunities.
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