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For almost every human being, to have a career is not an option today. It’s a mandatory thing to live. People get to know many employees and employers throughout their life while working in different sectors. We all need to have some common set of skills that we will need in any type of job. Employers mostly look for some skills that go beyond qualifications and experiences. They thrive to identify employees with right skills that will suit the right position, who will meet with the organization’s goals.  (Employability Skills: Skills You Need for a Job)
There are two types of employability skills. These are: 
1. Soft skills
2. Hard skills 
There is a low chance for getting selected for any job by employers, who have less soft skills. Employers pay more attention to soft skills than hard skills. (Employability Skills: Skills You Need for a Job)
1.1 Soft Skills: While applying for a job, people mainly focus on the hard skills that they need to have to perform its roles and responsibilities. But besides these, there are many more skills that are common but more important than hard skills. Those are called soft skills. Soft skills can be clearly defined and measured. With the help of soft skills, employees can easily interact and work in their organization. (Here is a Look at the Most Important Soft Skills That Employers Seek)
· Communication: For every work, one needs to communicate with a lot of people. This is the basic requirement for any job. From applying for a job to search promotions, communication is must. Employees should have the ability to communicate both verbally and written with a good vocabulary, by eye contacting with others. (Employability Skills: Skills You Need for a Job)
· Team work: There are a lot of people to operate an organization. Employees often need to work in a team. Then, only communication is not enough. Employees need to work effectively through the collaboration with team members. (Here is a Look at the Most Important Soft Skills That Employers Seek)
· Adaptability: In life, everything cannot go smoothly or according to one’s wish. Sometimes the opposite happens and employees should take that negativity and try to find the solution of it that suits the best. (Here is a Look at the Most Important Soft Skills That Employers Seek)
· Problem solving: There can be arise many problems while operating an organization or working in it. To solve those, employers need employees who can solve problems by their own. An employee should try to solve problems first and then if they failed, they can handover to the management. (Here is a Look at the Most Important Soft Skills That Employers Seek)
· Critical thinking: The ability to solve problems and which solution would be the best is critical thinking. Employees need to gather information about the problem, evaluate that information from various angles, and then choose the best solution for it. This is really not an easy task to perform for any employee. (Employability Skills: Skills You Need for a Job)
· Conflict resolution: While working in an organization, where many employees work together, arising conflicts is very normal. Employees need to solve those problems by their own. 
· Leadership: Every employers search for this skill in every candidate. Leaders are confident and can motivate others to work their best in achieving organization’s goals. (Employability Skills: Skills You Need for a Job)

1.2 Hard Skills: Skills that can be learned are hard skills. Hard skills are those skills that are necessary for performing a particular job. Those skills are related with and required for the job position. 
· Computer skills: Working through computer is not a big deal now a day for any job. Almost every job requires computer operating skill. MS Word, MS Excel, PowerPoint, Windows and many more are the basic things to get the work done. (Hard Skills List & Examples | Difference From Soft Skills)
· Data analysis: For many job, analyzing some data is very common. It is no longer important for finance related jobs. Now, it’s also important for any start up business too.  (Hard Skills List & Examples | Difference From Soft Skills)
· Planning: Many job positions require planning skill to have. Marketing, management, engineering and many more job posts need planning for every step.  (Hard Skills List & Examples | Difference From Soft Skills)
· Web creation: Many organizations needs website specialist of their own. Relatively every organization has its own site whether it is little or huge. For building and keep up it managers require website specialist.
2.0 My Skills
I am a student and I also have some qualifications. I think these qualifications will help me to get my dream job. These are: 
· Diligent
· Prompt
· Quick learner
· Sincere
· Truthful
· Superior listener 

2.1 Soft Skills that I have-
· Team work: From my school days, in every group of mine, I always tried to improve my own and as well as my team members performance. I motivate and push them to give their best. Every team work was very good and I would love to keep this record in my near future too. 
· Adaptability: Life is a very uncertain thing. When and where we need to face something that we don’t to face, no one knows. From childhood till now, I prepare myself to adopt things easily. I know it’s not easy but life is neither. Whatever I need to do to survive, I do that by pushing myself. And now it has become one of my skills. 
· Problem solving: From my school days till now, I like to solve problems of y own and other too. In school, when any problem occurs in my team, I solve this problem and try to maintain pace. Now, in my workplace where I’m working as a health carer, I have to take care of my patients whether they are facing any problems or not. 
· Leadership: A good leader is someone who has a good influence over his/her members. In every team a school that I had, I was the leader every time. I divided everyone’s work, motivated them to work their best and solved problems whenever it rose. 

2.2 Soft skills that I need to improve-
· Communication: I always used to talk less and work more. I talk with others if it’s necessary, except my friends. I want to the supervisor in my health care centre. In this job position, I will have to communicate with everyone, all the time. So, I need to improve this skill as soon as possible. Otherwise, it might get difficult for me to achieve my dream job. 
· Critical observation: Watching issues before it happens and discovering its answer is extremely troublesome. If I can have this skill, as a supervisor, I can be very successful in my future career. I can solve many problems by my own ability then. And it will also facilitate my organization too.

2.3 Hard skills that I have-
· Computer skills: I can work using computer. During the whole period in my school, I used computer to finish my assignments and projects. I can also prepare PPTs for presenting my report in front of other students and my faculty. Sometimes, in workplace I have to work with computer too. This basic hard skill will surely push me towards my target.
· Planning: From family gathering or giving those surprises, report development and making PPT, my daily work at my workplace, I do it all by planning. I am very good at this. For solving any problem, I use my planning skill. It helps me to get my day to day work done in a proper planned way that I always want. 

2.4 Hard skills that I need to improve-
· Data analysis: For being a supervisor, I need to know this skill. I did some courses in which I had to deal with some data and analyse it. But I am not that much professional in it yet. For minimizing problem in my career, I need to develop this skill. 
· Web design: Web designing is really cool. I don’t know in future what job I will end up doing. If I need to design website then it will be very big problem then. So, for safety, I need to learn how to design websites. 

3.0 Practical Experience
In some company, they take some volunteer from different school. One day a company came to our school for the volunteer. And I was one of them. They offer volunteer position for the high school student at the UNC medical centre. And this program offers student an excellent opportunity to discover new interests, meet so many new people and help them to be a leader when they are volunteering.  I was assigned to do so many works. Some of them are- 
1. As a leader of the program from my school, I had to divide the student in five groups and their duty was- giving medicine to the patient timely. 
2. We also check the blood pressure of the patient, as we were trained before they recruit us as a volunteer.  
And I also as a part time worker in a company where I had to check the health of the employee. And my duty was- 
1. Maintaining the schedule of the task for the employee so that they don’t have to face working pressure. 
2. I also controlled the environment in the workplace.  
(Center)

4.0 Personal Attributes & Abilities
There are some attributes and abilities that a candidate should have. Every company always look for hard skills and soft skills in an employee. Because there are some people who have good degree but they are very hard to work with. But I have both of the skills. Some of them are given below: 
· Teamwork: I have accomplished so many jobs by working in a team. So I know how to work within a team and how to guide a team. 
· Motivation: Motivation is one of my major soft skills. I can understand people when they feel demotivated and when they give up on any job. But during my professional life I have always motivated my co-workers and fellow members. 
· Physical Attributes: I always maintain a well dressed up for any kind of meeting. It can be a normal meeting or a job meeting or an interview. My height, gesture and taking style always impress others. 
· Intelligence: During my carrier, I have faced so many people. From my experiences I can observe people’s mental condition from their body language. 
· Working ethics: I always reached to my workplace 10 minutes early. And always met the deadline for any kind of assignment. 
(Top 10 qualities and responses to look for when interviewing a potential job candidate)

5.0 Achievements from Life, Work and Education
I have learnt so many things from my life. I think there is no one can give you good lesson better than life. In my life, I have struggled in so many ways. As my financial condition was not good I had to work hard for the scholarship, which makes me a hard working person. 
In my professional life, I have achieved best employee of the year. In my last position as an office manager I have also achieved best behavior award too. Because I always talk to the other employee in a good way and also maintained a good relationship through my communication skills. 
In education, I have achieved best volunteer prize as a health career. I did good result in school and I am doing well in university too, that is why my university gave a scholarship. This is one of the biggest achievements in my education life. (What Does Achievement Mean on a Job Application?)

6.0 Personal Development Plan
A personal development plan will be exceptionally imperative to a hopeful or a representative will attain his/her dream work. For creating it, one must experience a portion steps. Now, I am setting off on getting ready my development plan.
6.1 Section 1: My goals
After completing my under graduation, I want to see myself as a supervisor in my health care organization.
6.2 Section 2: Skills and knowledge
For being a supervisor in my work place, I must build up some hard and soft skills. I have to assemble competence on Communication, managing official stuffs, critical observation, data analysis, knowledge over IT, multitasking, control conflicts, motivating employees and staffs, and self-confidence.

6.3 Section 3: Next steps
After the completion of 1st year, I want to see myself as a senior health carer. In that meticulous position, I can develop all my skills that I will need to perform as a supervisor. I can assess my accomplishment when my supervisor will commend me and give extra benefits for my outstanding output. 
6.4 Section 4: Resources
Gather every last one of encounters Furthermore certificates inside nearing 4-5 A long time.
6.5 Section 5: Time schedule
I will make the switch on gathering experiences from February 2018 to 2021. All around the entire college life, I’ll accumulate my experiences Furthermore get ready myself for both that exams Also interviews.
7.0 Conclusion
There is an extremely aggressive world around us. For landing a position one must have skills that related to his/her employability. There are some regular abilities that each employer tries to discover in all applicants. One must set themselves up from the earliest starting point so they can coordinate with the necessities. Both scholarly information and genuine encounters are essential. By concentrating on both soft and hard aptitudes, one can get his/her fantasy work.

8.0 References
[bookmark: _Toc456901523][bookmark: _Toc456901523]
1. Business Skills & Software. 2018. Hard Skills List & Examples | Difference From Soft Skills. [ONLINE] Available at: http://www.businessphrases.net/hard-skills-list/
2. (c) Copyright skillsyouneed.com 2011-2017. 2018. Employability Skills: Skills You Need for a Job. [ONLINE] Available at: https://www.skillsyouneed.com/general/employability-skills.html
3. Certificate in Higher Education: Skills for the Workplace Student Yearbook | SAGE India. 2018. Certificate in Higher Education: Skills for the Workplace Student Yearbook | SAGE India. [ONLINE] Available at: https://in.sagepub.com/en-in/sas/certificate-in-higher-education-skills-for-the-workplace-student-yearbook/book260960
4. High School Volunteers | UNC Medical Center, Hospitals – Chapel Hill, NC . 2018. High School Volunteers | UNC Medical Center, Hospitals – Chapel Hill, NC . [ONLINE] Available at: https://www.uncmedicalcenter.org/uncmc/support/volunteer-services/high-school-volunteers/
5. OpenLearn. 2018. Skills for study - OpenLearn - Open University. [ONLINE] Available at: http://www.open.edu/openlearn/skills-for-study
6. The Balance. 2018. The Most Important Soft Skills Employers Seek. [ONLINE] Available at: https://www.thebalance.com/top-soft-skills-2063721
7. The Business Student's Guide to Study and Employability | SAGE India. 2018. The Business Student's Guide to Study and Employability | SAGE India. [ONLINE] Available at: https://in.sagepub.com/en-in/sas/the-business-students-guide-to-study-and-employability/book241260
8. UniversalClass.com. 2018. Top 10 qualities and responses to look for when interviewing a potential job candidate | UniversalClass. [ONLINE] Available at: https://www.universalclass.com/articles/business/top-10-qualities-and-responses-to-look-for-when-interviewing-a-potential-job-candidate.htm
9. What Does Achievement Mean on a Job Application? | Chron.com. 2018. What Does Achievement Mean on a Job Application? | Chron.com. [ONLINE] Available at: http://work.chron.com/achievement-mean-job-application-4784.html



image1.jpeg
PRIFYSGOL CYMRU ———
S Y Drindod Dewi Sant
UNIVERSITY OF WALES

Trinity Saint David





