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Academic and Employability

Employability is a combination of two words namely “Employ” and “Able” meaning “to give work (someone) and pay them for it” and “having the skill, power, proficiency and intelligence to perform a task” respectively.

This essay will address the top five skills employers usually look for and graduates should endure to acquire which would stand them in good stead to be employable. 

My employability is dependant on my knowledge, practical skills and attitude, how I use these assets and how I present them to employers will make all the difference. Employable skills include: communication and interpersonal skills.

These skills are usually transferable, adaptable; goal orientated, coordinated and generally includes the following:

1. Leadership 

2. Time Management 

3. Decision Making

4. Problem Solving 

5. Action Planning

Leadership:

Leadership can be described as the ability to lead or direct a group of people in any organisation towards a achieving a common goal. Usually by a leader who holds a position of responsibility.
A leader is someone who seeks, listens and responds to the opinion’s and ideas of others including the people that you interact with. 
As a leader, one must demonstrate and encourage people to develop passion in the areas of work or business.
Developing Leadership Skills 

As one would expect there are many theories and combinations of half theories surrounding what makes the human being tick, but it is widely accepted that learning is certainly a method of developing any skill. 

· Mentoring and coaching – this involves identifying a person or group of persons who currently have the skills you desire and learning by shadowing and studying.  
· Acquiring better knowledge of the subject matter or field of reference – books are still a great way of acquiring new knowledge, the internet now also provides more information in a much more devise way.
· Taking initiative, demonstrating proactive and a “can do” attitude – Looking for opportunities to manage project different groups, being solution driven. 

Different Styles of Leadership
It is important for a leader to develop different leadership styles depending on the type of team and the end goal at hand, but there are several main leadership styles with just a few listed below:
· Structural and Systematic – whereby the team knows what needs to be done, by which team member and to what predetermined standards. This style allows the leader to make quick decisions and suits a team already motivated but just needs little direction.
· Participative – this is where the leader makes the team know that he cares about them by putting them first and respecting them using patience and understanding which is foresters a feeling of ownership thereby resulting in a high productivity.

· Autocratic – Managers possess total authority and impose their will on employees with no one to challenge or critic the decisions nor input from others. Creative employees who thrive in group functions detest this leadership style.
· Transformational – this leadership style depends on high levels of communication from management to meet goals. Leaders motivate employees and enhance productivity and efficiency through communication and highly visible. 
· Laissez-faire – this is a leadership style, which lacks direct supervision of employees and fails to provide regular feedback to those under his supervision, which usually leads to poor production, loss of control and increased costs.
Characteristics of Good Leadership
Early identification of good and effective leadership has proven to amongst other things, minimise wasted cost, improve delivery of desired task within desired timescale, removal of bottlenecks. The following is a list of t
· Disciplined and developed people

· Focus on common goal

Time Management

Basic time management principles you should direct your effort efficiently towards good and sound decision by keeping my delay operations details and making time to perform things before the due gate.
Prioritise my daily schedule by identifying and implementing a solution in the appropriate time.

As an operational floor manager at Royal Mail, I was able to apply the following tools for effective time management:

· Diaries

· Action logs and work plans

· Lists

· Tidy Workplace

· Daily end of shift report

· Filing systems. 

My to-do-list is used for prioritisation and reviewing progress by tasks, meetings and routines, past and future activities, time set for each task and estimates if needed, reserve time for interruption using the 70/30 rule which says to plan with 70% of my daily timed task and use the 30% for contingencies.
· Set prioritise and monitoring results in form of identifying daily task and organising them in ranks, then crossing off completed tasks which indicates and sense of successful achievements. If plans are not achieved on the day, assess any bottleneck and re plan for the following day.

Setting Goals using the SMART method as described below

· S - 
Specific

· M - 
Measureable

· A -
Achievable

· R -
Realistic

· T -
Time – Related

Decision Making
Decision making is defined as the thought process of selecting of a logical choice from available options which is essentially rational and sound a primary function  of management. Decision making process is continuous and an indispensable component of managing any organisation or business activity.
Effective decision making usually follows a tried and proven path of the following step
· Create a constructive environment.

· Investigate the situation in details.
· Generate good options.
· Explore your options.
· Select the best solution.

· Evaluate your plan

· Communicate your decision, and take action

Problem Solving

A problem arises when there is a perceived gap between the existing state and a desired state, or a deviation from a norm, standard, or status quo. Although many problems turn out to have several solutions (the means to close the gap or correct the deviation), steps must taken to ensure that there is a real problem rather than simply dealing with the symptoms of a problem.

The problems we solve can be large, small, simple or complex, and here are seven-steps for an effective problem-solving process.

· Identify the issues.

· Understand everyone's interests.

· List the possible solutions (options)

· Evaluate the options.

· Select an option or options.

· Document the agreement(s).

· Agree on contingencies, monitoring, and evaluation.

Most people attend work to either solve a current or future problem in exchange for a payment either   

Action Planning:
An action plan is a documented list of steps which must be taken to achieve a specified goal.  The purpose of an action plan is to clarify what resources are required to reach the goal, formulate a timeline for when specific tasks need to be competed. 
As a manager at Royal Mail, I  am duty bond to uses a very reboast  action plan when deal with internal grievance. These action plan is document within the RM ACAS Conduct Code No 1 on Disciplinary and Grievance Procedure (March 2015)

This plan includes the following step

· Reporting of the issue

· Fact Finding and Investigation by an independent investigator

· Provisional time frame

· Issues to be explored / clarified

· Initial sources of interviewed & in what order/ logistics re interview arrangements.

· Is precautionary suspension or temporary redeployment appropriate. 

· Collection and authentication of relevant evidence.

· Consideration of facts and elimination of white noise evidence.
· Presentation before a

Conclusion Statement

Education is witnessing a major change from the past. 

Emphasis is laid greatly not only knowledge but also on skill and attitude, which would make employability more holistic. Education has always been the backbone of the development of any society. It is also a key factor in the development of a nation’s resource. In today’s changing scenario, education equips graduates to contribute to society through productive and effective careers as innovators, decision makers and leaders in global economy of the 21st century. 

This definitely proves to be a matter of great advantage. Universities explore possibilities of Industry - Institution interactions, thus enabling students to have an exposure to industries through internship. 
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