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The purpose of the document of is to analyse the various employability skills required to be successful in a work place. This document will explore different types of employment skills and attempt to define these skills whilst trying to show how these skills can be used in a work place. I will use this document to show whether I have the identified skills and what I can do to develop them.
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Employability is described as having the required skill sets necessary to perform a job role or necessary for them to be successful in an employment, for the benefits of their employer and wider economy (Yorke, 2004)
Employability is related to the ability of an individual to complete a task of an employment successfully on an ongoing basis, using a group of skill sets acquired during different stages of the individual’s life.

[bookmark: _Toc534619009]Skill: 
Skills can be defined as “the ability to do something well”. A skill is the initiative an individual applies to complete a given task or objective.
Skills can further be described as soft or hard Skills. Hard skills can be taught to someone, example is singing, sports. Soft skills however are the interpersonal skills of an individual. Examples of soft skills are communication, leadership qualities and time management skills (Seth Deepa, 2013). 
Employability skills therefore can be said to be a merging of different shareable skills individuals need to develop during in their personal and professional life. further examples of employability skills are: written communication; IT skills, time management, critical thinking, Team working; Leadership; Time and self-management (Morgan, 2017)
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Critical thinking is a key employability skill required by employers in today’s market place. This skill is demonstrated when an individual displays sound judgement when communicating their idea, taking into consideration all aspects or opinions concerning the topic of discussion, before reaching a conclusion.
According to Peter Morgan, a person demonstrating critical thinking can identify gap, errors, assumptions and weaknesses in another people’s work. A critical thinker should be able to provide a strong argument for an opinion for taking a course of action and provide detailed account of a given situation or event (Morgan, 2017)
A person with critical thinking skills must be able to self-assess, they must be able to reflect or review the way they approach situations or reach decisions. They must be able to consider whether in fact the situation they are faced with is true to fact, an assumption or fiction. They must be able to demonstrate a strong personal character in other to effectively use this skill.
Critical thinking is key skill to have especially when working as a member of a team, as the skill will assist one to apply lateral thinking when communicating to other team members.
In a recent work experience, I was faced with a situation where I was unsure on how to carry out a work function, I was expected to use my judgement as I was responsible for completing the role. I reviewed the whole work process, identifying the work-related functions in other to gain understanding of the outcome. This allowed me to over achieve on results as I had a much better understanding of all areas of the work function.
Critical thinking is a skill I have, and one I also need to improve on. I can improve on this skill by making a conscious effort to apply in my daily work and personal communication.
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Communication is important to the successful completion of any process. People are always communicating either with partners or Colleagues. Communications happens when information is sent and received. Communication can be spoken or written, and is an important skill used in a work place. Effective communication happens when an information is dispatched, interpreted accurately, implemented and reviewed. 
Mishra Krishna (2014) in her article “employability skills that recruiters demand” defined communication as the ability or skill through which an individual can transfer their thoughts idea and information (Robert Katz, 2010). 
A person with good communication skills should take into account the person or persons and destination of the message to determine the best way or form of delivery in other to be effective with that communication.  Some of the tools used when communicating in a work place are emails, telephone, letters. Good communication skills require that the most appropriate means to achieve the required outcome be used when communicating.
Furthermore, a person with good communication skill must also have good listening skills in other to be effective when communicating. They must pay attention to other people’s opinions and suggestions before reaching conclusion.
Communication is important to the success of any organisation, It is an important skill for everyone in an organisation to have or develop. It is a skill that can improve work place productivity and efficiency. Employers particularly look out for individuals with good communication skills when recruiting, as people with this skill are considered more trainable or coachable in most roles. 
A person working as a care manager must have good communication skill, they are expected to be effective when communicating with staff members and other service users at different levels, they must be able to adapt their communication style to suit the intended recipient.
Communication is a skill I believe I have and would like to improve on. I use this skill all this time but find that I can be more effective with my communication.  I will continue to work on developing this skill by including areas such as good listing to my communication. 
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Organisational skill is a key skill to have or consider when looking for employment.  A person with good organisational skills must have good time management, planning and prioritising in their personal lives.
Time management is the process of structuring use of our time to a point we are able to organise and control our activities with minimum stress (Morgan, 2017).  The ability for one to work independently in a structured manner demonstrates a good time management skill.  Time management skill is a good skill to have and is a skill linked or used to measure work place efficiency.
Key attributes of good organisational skills are good planning, effective prioritising, and setting good goals and objectives. The ability to set daily goals in order of priority where the use of time is most effective, indicates good organisational skills. Some of tools used for personal organisation are diaries, to do books, calendars, alarm clock.
I believe I have and use this skill in planning my daily activity. I start my day by writing down all I need to do in the day, I highlight the most important and aim to complete those first, crossing off other activities as I complete the. 
Organisation skill is a key skill for me to develop more on while studying and will also be an important skill for me to have when looking for employment.
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Employment skills are crucial in all areas of an organisation, everyone looking for employment opportunity should possess a set of employability skills and must always improve on these skill sets in other to remain relevant in today’s market place.
Employability skills will always be in demand, people with good employability skills have better chances of gaining employment after college education. Individual must continually look to improve on their employability skills to increase their chances when it comes to looking for employment.
Communication skills and personal organisation are two skills I believe to be crucial for me to be successful with a career in social care. 
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