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Executive Summary

The purpose of this report is to discuss the benefits of possessing employability skills to both employers and employees. This report will analyse the importance of each of these skills and evaluate how they are essential in the work place. 
This report will discuss some of the necessary skills that employers look for, and what skills the researcher have developed throughout the process, the skills already obtained and what skills can be developed in the future.
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Terms of Reference
The report was requested by Marie Pitson on 30th January 2018. The purpose of this report is to discuss employability skills that are required by an employer. The report was compiled by Mukta Uddin and contains an introduction, findings and an analysis of the researcher’s skillsets. The date of submission is March 2nd, 2018.





















Procedure
The resources used to carry out this report were specific books related to the content. The researcher extracted relevant information from books such as Stella Cottrell’s “Skills for Success” (2008).  They did this by finding relevant titles in the book such as “employability skills” and “soft skills”. 
Other resources used were website articles, where it talks about specific skills required in the workplace. An example is Ali Salman’s article “The benefits of Leadership in Business”. The researcher discussed a few points in detail.
Ebooks were also used and google search, to find general points on the types of skills. 





















Introduction

The workplace today has changed from industrial to an information place. In the past, only hard skills were necessary for employment (Robles, 2012). There are Technical Skills necessary that are required for a specific job and can be taught. For example, to become a nurse, nursing skills would be required. To become a plumber, plumbing skills would be required (Skills Employers Want! Hard & Soft Skills, 2018).
In today’s day and age, hard skills are not enough to keep a permanent job (Robles, 2012). Many jobs now focus on soft skills, such as interpersonal skills, flexibility and communication. Soft skills are more general skills and are not specific to one type of job. Soft skills can be transferred to any job in the workplace (Skills Employers Want! Hard & Soft Skills, 2018). 
There have been some studies on the importance on soft skills in the workplace. In one study, it showed that 75% of long-term job success depends on people skills and only 25% is dependent on hard skills. Another study showed that hard skills only make up 15% of a person’s success, and 85% of success is because of soft skills. Employers are always looking to recruit people that are mature and can adapt. They see soft skills as number one importance for success in the workplace (Robles, 2012).















Findings
3.1. a) Employability Skills
Employability skills are the core skills required that employers usually look for. The main areas of employability skills are:
Traditional intellectual skills
“Inter- personal” skills

Traditional Intellectual Skills
These in reading, writing and mathematics are important as most workplace require writing documents, reading and locating information and solving problems. Basic mathematic skills are used for many things, such as calculating expenses and completing transactions (Carnevale and Smith, 2013). It is also useful to have the ability to apply theory and knowledge to practise and think logically. Moreover, employees must be able to critically evaluate evidence by sourcing out its credibility and reliability. 
Inter- personal skills
These skills are centred around personal attributes and qualities that an employer may look for. These attributes include self- reliance, adaptability, flexibility and creativity. These help to manage oneself attitude and emotions among the work place. As a worker, it is expected that they have an individual responsibility and show commitment to their job. Work contexts rarely stay the same so employees must be adaptable to a change in circumstances and need to be ready to develop new skills. 

3.1. b) Soft Skills
It is evident that specialist skills and basic knowledge are required for employers. However, “soft skills” are a necessity that employers look for in future employees because it gives an insight of how a worker would approach certain situations at work. 
The three most wanted skills include:
Leadership
Team work
Communication 

The benefits of Leadership
Having leadership skills plays a major role when working effectively in the work place. It reveals to the employer that the employee is a competent and a reliable worker who thinks rationally under any given situation they may face. Furthermore, possessing leadership can improve the productivity of the workforce as leaders usually take control of tasks to ensure that all roles are active and ensure that work is being done. It also portrays a worker as charismatic as they influence and encourage others to utilise their skills to their maximum potential, which also increases the confidence in co- workers. 
The benefits of Team Work
Like leadership, teamwork is another essential skill in the workforce. This is because workers engage with one another on a day to day basis to complete their tasks. Having team working skills makes it easier to interact with one another and builds trust with their team. This trust allows workers to work harmoniously together and respect each other.  In addition, working well in team combines complementary strengths, where workers can share their skills with one another. This frequently leads to team work success. Another benefit of team work is that it helps to build a conflict resolution skill as workers may come from different backgrounds, but conflict is sometimes inevitable. Workers are forced to resolve their issues for the sake of the team. 


The benefits of Communication

Workplace communication is very important to companies because it allows companies to be productive and operate effectively. Workers spend most days doing some communication (Carnevale and Smith, 2013). Communication can be in oral or written form. Oral form involves emails, text messages and letters. Oral communication is talking to a colleague or a client or a student. The employee should talk in a friendly manner that can be easily understood. Listening is also important. Having strong communication skills helps to establish rapport, allowing workers to be empathetic towards one another. It also helps to express the employee’s views and ideas clearly and accurately. It can also help dealing with difficult people and situations with conflict. Furthermore, it allows workers to negotiate strongly. 


3.2. Analysis of the researcher’s skill sets
The researcher currently works as a bilingual Teaching Assistant at Severn Road Primary school. The researcher has developed a variety of skills including time management, communicating with students and colleagues, team work and leadership.
Throughout this process, they have developed the ability to manage time effectively, by balancing research of findings, the type up and personal reflection. They have done this by dividing their time spent on it into sections to make it clear as how each task should be approached. 
The researcher has also developed stronger communicative skills such as dealing with younger people on a day to day basis. They also must be communicating with parents of children in school. During this process, their communication skills have improved. 
The researcher has also improved their writing skills and has developed a skill in critically choosing sources that are relevant to the point they are making.

























Conclusion 

Overall, this report highlights the importance of employability skills. From the findings, it makes it clear that soft skills are a necessity for employers. These foundation skills allow to work well with others, creates empathy and develops trust with one another among the workforce. The researcher has many of these soft skills such as communication and has developed skills such as time management and written skills. 
The researcher has very strong management skills. This has been shown as they can control situations rationally. The researcher works with children ages 3 to 11, so it is most effective among them. The researcher is also empathetic and has a positive attitude. 
Another skill the researcher is strong in is adaptability. They are willing to adapt to changes easily and can develop skills and can learn quickly. This is because of the determination the researcher has. 
The researcher also has good teaching skills. They have effective disciplinary skills which is linked to management and being able to control a situation. Furthermore, they have a good relationship with parents by keeping them informed of any issues or discipline. They are accessible to parents via call and email. 
The researcher has skills that are vital in the workplace. However, there are some gaps in their skills that need to be worked on. The researcher needs to work on improving their computer literacy skills, especially in Microsoft Excel. The researcher must also improve their decision-making skills and traditional skills such as mathematics.
The researcher needs to also improve on their problem-solving skills, by getting help, analysing the problem and develop a clear understanding of the problem. 
To improve their decision- making, the researcher will become more dependent which will influence a clearer choice as to what they must do. Furthermore, the researcher will investigate the problem in detail and think of alternative ways of how to approach it. 
Another improvement the researcher will make is their traditional skills, such as mathematics. To improve these skills, the researcher will take practise courses to train themselves in their mental maths and frequently practise. Also, they will learn the key concepts of maths so that they can develop a better understanding of the problem.
The researcher is not strong in computer literacy, so to improve this they will do online courses that focus on one task, which gives guidance on how to approach it.
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