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Executive Summary

The purpose of this report is to discuss academic and employability skills required within a workplace. The findings in the report identifies twelve important skills and how they may contribute to an effective workplace. Each skill is also recognised as a hard or soft skill and details of how they can be achieved is also explained within the context. In the main body the skills have been discussed and they have been outlined as to why they are important skills that is required. Also reasons as to why they are beneficial have been included. In the conclusion it explains why graduates cannot just get a job with a degree they also need experience and an explanation of what has changed has been addressed. 


Terms of reference

This report has been requested by lecturer Melanie Squire and is to be submitted by the 1st December 2019. The purpose of this report is to discuss and identify academic and employability skills required within a workplace. This report has been compiled by author Naeem Ahmed (1712832) and investigates why academic and employability skills are essential for employees.


















Procedure

The procedure adapted to produce this report has been mainly sources from websites, however, there has also been some use of books. 


























Introduction

Up until recent years, a graduate’s degree had been enough to get an individual employment, however, requirements have changed, and more skills are now required by employees to achieve job requirements. Employers want more diversity within job roles and only want to employ individuals who can perform in many different roles and perform in all given tasks to increase efficiency and productivity within the organisation.  

Employability skills are an essential requirement for employees to be able to get a job in the workplace. They are also vital because without them it can be difficult to perform roles within a job. Employability skills are always changing as companies have different expectations for job roles, there are new ways for employees to learn and expand their knowledge for example, the use of new technology. 

Throughout this report as well as technological skills, a range of employability skills has been analysed that most employers require from their employees.  The skills highlighted show a diverse range that can contribute to successfully being employed by organisations.  Having the ability to learn and adapt these skills in day to day activities and for the purpose of employment may make a better candidate. 

This report can help readers gain a clear understanding of relevant skills which may contribute to individual employment success. Readers can also benefit from the broad range of skills discussed as the report identifies why each skill is important within the employment sectors. 






Findings
Hard and soft skills
Time Management Skills 

According to Doyle (2019) time management is very important as it helps make a more productive team that performs well and motivates individuals. Setting goals for short term and long term would help make sure tasks are completed before deadlines. An employer would look for skills from an employee such as time management as it is an essential skill required to achieve organisational objectives.  These skills can be practised as hard skills within academic learning through designated tasks such as time restricted exams. Time management skills are important for example when someone is going for a management role they need to be good with following time scales and need to give a good example to others for example when a manager is turning up late to work then what they are doing is being an bad role model to the other workers. 

Leadership skills

Leadership skills involve self-awareness, self-management, social focus and relationship management. Be a source of energy, empathy, and trust always remember that positive leaders work each day to enhance team individuals through fantastic feedback, constructive feedback, and coaching. This is an essential skill within a workplace as an effective leader can help manage employees efficiently to reach the organisation goals to generate revenue.  Leadership skills can be either hard skills through relevant leadership courses that are widely available, however it can also be a soft skill through practise within a workplace.

Communication Skills

According to Skills You Need (2019) good communication skills are needed for everyday use in the workplace as employees need to be able to get along with everyone. Therefore, communication is an important role in a job, building a good relationship with colleagues would help because they would be able to help with skills that some colleagues may not know about. Also, they would be able to give team members information on what needs to be done if they ever need to take time off work. Being in a management role an individual would always need to be willing to learn as new skills and techniques are being introduced all the time. 

Communication can be in many different forms such as verbal where individuals talk and discuss with one another, non-verbal communication, an example of this can be facial gestures, written communication comes in forms of documentation and visual communication which can be videos. Communication being a soft skill can also be considered by employees as a hard skill as it can take place in written forms. Communication skills in a management Is vital for example in a management role in a superstore if the manager is not liaising with the staff then they wont know what it is they are suppose to be doing so nothing will be done right.

Reliability Skills

According to Gravelle (2014), reliability is very important because in management roles individuals are expected to be a role model towards their colleagues as they must show good reliable examples, like turning up to work on time and showing others respect. Reliable managers should try to support workers if they need help with something and be good with forward planning and setting job expectations. Furthermore, reliable employees also need to improve professional and technical knowledge by attending workshops and courses set by management to maintain effectiveness with the workplace, as managers may have the power to hire or fire employees or even promote them based on their dependability. Managers must have the skills to motivate their team members as it is vital for employers to have someone with efficient soft reliability skills. 

Computer Skills

According to Indeed (2019) computer skills are hard skills required in all jobs. While some positions in the field of technology such as software developers or IT specialists require extensive programming knowledge, most jobs simply require basic experience with computers. This could be having a range of basic IT skills, applying IT as a management tool, using IT to organise data, being willing to learn new IT skills, having the knowledge to apply technology and having the physical capacity to apply technology e.g. manual dexterity. Within todays workplaces, technology can be a vital requirement for employees as even in the basic job roles technological skill are implemented. For example, a superstore worker would need to understand how to use an electronic cashier to fulfil the job requirements.

Flexibility Skills

According to Mind Tools (2019) more types of employability skills are flexibility skills this is because most employers might want candidates who are willing to work until late sometimes and maybe even come in on weekends. As there might be extra work that needs to be completed working extra hours and being flexible can be very essential, as every employer wants to have employees who are able to adapt to the job requirements. Within a workplace some employees may be required to contribute to other job roles therefore employees would benefit by being willing to do more than what the individual job role expects. This skill is a soft skill and relates to the willingness employees have towards new and additional tasks.  
Problem Solving Skills

Target Jobs (2019) identified problem-solving means finding solutions when an individual is faced with difficulties or setbacks. It involves being able to use a logical process to figure things out examples of ways an employee can develop or improve. These soft skills include doing research assignments as part of their studies, dealing with complaints at the workplace, doing a study skills course that looks at problem-solving, talking to other people about how they solved the problems they faced. Organisations are always facing small or big problems which need solving therefore an employee with a problem-solving ability can contribute increasing productivity. 

Self-Management Skills

Business Phrases (2019) have found that self-management means being able to do a job without someone having to check up on all the time, staying on top of deadlines and delegating tasks to other people to make sure things get done on time. There are different examples of how someone can develop or improve themselves for example management skills by doing work experience placements, asking for new responsibilities at work, developing a study schedule and sticking to it and joining a volunteer organisation. 

Self-management is a soft kill that contributes to employee satisfaction and growth in a workplace. It allows having personal vision and goals, evaluating and monitoring own performance, having knowledge and confidence in own ideas and visions, articulating own ideas and visions and taking responsibility, all which can be a vital contribution for organisations.

Negotiation Skills

According to Shonk (2019) negotiation skills are important as negotiators have the skills to listen actively to the different situations at some stage in the debate. Active listening entails the potential to examine physique language as nicely as verbal communication. It is vital to hear to the other party to locate areas for compromise throughout the meeting. Instead of spending the bulk of the time in negotiation expounding the virtues of an individual’s viewpoint, the skilled negotiator will spend greater time listening to the different parties. 

Negotiators should have the potential to talk simply and efficiently to the different aspect at some stage in the negotiation. During a bargaining meeting, a good negotiator must have the skills to state the desired consequence as nicely as the reasoning. Individuals in a workplace with negotiation skills have the capability to search for a variety of options to problems. Instead of focusing on the closing intention for the negotiation, the individual with competencies can centre attention on solving the problem, which may additionally be a breakdown in communication, to benefit each side of the issue. 

Leaders with negotiation competencies can act decisively for the duration of a negotiation. It may additionally be imperative all through a bargaining arrangement to agree to a compromise rapidly to stop a stalemate. Effective negotiators have the interpersonal abilities to hold an appropriate working relationship with these concerned in the negotiation. Negotiators with patience and the capacity to persuade others without the use of manipulation can maintain a nice atmosphere within organisations in a difficult negotiation. This also is a soft skill that may be acquired through experiences.

Interpersonal Skills

Kerr (2019) states that great interpersonal aptitudes are soft skills that permits an individual to take an interest viably as part of a group, fulfil customers and client desires, arrange to make choices and unravel issues with other individuals, and for the most part work viably with other representatives. Well-honed interpersonal aptitudes permit individuals to relate and construct compatibility within an organisation with colleagues and clients. This can contribute to effective team working in a workplace to achieve business goals. 

Dependable Skills

Employee Pedia (2019) has found being dependable moreover implies being reliable. For instance, this might mean not leaving work when things still require completing. Dependability and reliability are both parts of self-regulation and self-management, which in turn is an imperative portion of passionate insights. Self-regulation implies merely to have the self-discipline to do things that one just may not need to do, but which they know are necessary. 

Dependable employees can contribute to organisations by being efficient, showing consistency through work and complete tasks applying business strategies and policies. This is a key soft skill that most employers want when employing individuals. 

Planning and Organising Skills

Kokemuller (2019) discusses that planning and organising contribute to long and short-term strategic planning. It can help manage time and priorities, setting timelines by coordinating tasks for individuals and for others. Planning can help employees within organisations to be resourceful and to take initiative while making decisions. It can also help adapting resource allocations to cope with contingencies and by establishing clear project goals and deliverables. It allows allocating people and other resources to tasks and makes planning resources like time management. It helps participate in continuous improvement and planning processes by developing a vision and a proactive plan to accompany it. 

Individuals can also predict, weigh up risks, evaluate alternatives and apply evaluation criteria all which can contribute to effective working environment. Employees can collect, analyse and organise information by understanding basic business systems and their relationships. Ultimately this skill is an important soft skill that employees must learn and acquire to successfully to be well organised in an organisation.















Conclusion 

Things in workplaces have changed increasingly, ‘graduate attributes’ are extra important than the diploma subject studied. For most employers, the real diploma that students graduate with is no longer as necessary as the competencies and attributes that the graduates have acquired. Recruiters look for a one-of-a-kind range of abilities such as confidence, oral verbal exchange skills, teamwork skills, self-management, problem-solving and currently popular, leadership skills.

It is very essential that UK graduates prepare themselves for the future and that is not simply with a degree they have received but additionally with a combination of competencies they have acquired and work ride that they have gained and are capable to show off to possible employers. 

In the last three to four years, it is undeniable that there is a balance between work experience and educational qualifications. This is due to the fact employers and plausible graduates have exceptional views on what is wanted to be employable. Whilst five years in the past employers would employ graduates based totally on their educational qualifications, in the previous few years the story has changed. They appear for a variety of matters such as commitment, dependability, willingness to analyse and different attributes that characterise nice matters about them.

Overall, graduates would need to have an enthusiasm for ongoing learning skills and will have to be willing to learn in any setting like on and off the job requirements. Although graduates may have an area they specialise within, being open to new ideas and techniques can be beneficial for long term employment. In order to achieve this, graduates would need to be prepared to invest time and effort in learning new skills after the completion of their degrees. Acknowledging the need to learn employability skills is essential in order to accommodate employment requirements. Successful implementation of employability skills and managing own learning requirements can help contribute within the community of a workplace. 
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