
Skills for the Workplace
Module Assignment Submission 

Student Name:	Charles Uzor
Student Number:	1809185
Module No:	BMSK 4001
Module Title:	Academic and Employability Skills
Lecturer:	Miss Thea Jaffe


Statement of Confirmation of Authenticity
By the act of making this submission, the student declares that this is the work of the student named above. The work has not, in whole or in part, been knowingly presented elsewhere for assessment, or where assessment has been built on a previous assessment, this has been identified. Where materials have been used from other sources it has been properly acknowledged. If this statement is untrue, the student acknowledges that an assessment offence has been committed.
Attention is drawn to the plagiarism and unfair practice policies of both the University and of ILM.

Table of Contents
Introduction:	3
Section 1 Definitions of the Term Employability and Skills:	4
Employability:	4
Skill:	4
Section 2 Communication:	6
Communication Skill:	6
Section 3 Self-Management or Organisational Skill:	7
Organisational Skill:	7
Section 4: Team Working:	8
Team Working Skill:	8
Conclusion:	9
References	10





[bookmark: _Toc456901515][bookmark: _Toc532285542]Introduction:

The purpose of this document is to give an analysis of applicable skills that I have or that are pertinent for me to develop in order to be considered credible Prospect for a Job vacancy. 
In doing this, the document will attempt to define the term employability and skills from the perspective of an employer, identify skills considered relevant in today’s job market, and will show which employability skills I have and the skills I may need to improve on.  
Some key employability skills as identified by the confederation of British Industries (CBI) as important for any employer to consider when recruiting in today’s job market are communication and literacy skills, self-management and organisational skills, team working skills and IT skills (Andrews Georgina, 2012).
Other skills such as critical thinking, problem solving, decision making, and interpersonal skills are captured within these skills and are categorised as soft Skills according to (Seth Deepa, 2013) in his article “Does soft skills matter?” Implications to educators based on recruiters’ perspectives. Soft skills have been shown to have direct impact on organisations growth and output.
For the purpose of this document, I will be analysing communication skills, self-management or organisational skills, and team working skills as the skills I believe to be most relevant for me to have or develop in my pursuit of employment in a managerial role.






[bookmark: _Toc532285543]Section 1 Definitions of the Term Employability and Skills:

[bookmark: _Toc532285544]Employability:

Employability is defined as a set of enterprise skills, understandings and qualities an individual needs to have to be more likely be considered suitable for employment, and necessary for them to be successful in the employment, for the benefits of their employer and wider economy (Yorke, 2004)
In this definition employability is related to the ability of an individual to carry out a function of an employment successfully on an ongoing basis, drawing on a collection of skill sets developed at different stages of the individual’s life that can be adapted in different situations.

A further definition by the confederation of British Industries (CBI) defines employability as “ a set of attribute skills and knowledge that all labour markets participants should possess to ensure that they have the capability of being effective in the work place, for the benefits of themselves, their employers and the wider economy” (Mishra, 2014).
CBI in their definition stresses that it is equally as important for employers to have and understand the set of skills required for the successful operation of their business when recruiting, as it is for job seekers to have similar set of skill attributes.

[bookmark: _Toc532285545]Skill: 
Oxford Dictionary definition describes skill as “the ability to do something well”. A skill is the know how or initiative an individual applies in other to complete a given task or objective. Oliver and Turton (1982) describes skills as those personality qualities that provide an individual the ability to perform a task without the need of supervision (Oliver J, 1982).
Skills can further be broken down into two types, known as soft skills and hard Skills.  Hard skills are the type of skills usually taught to someone, example is singing, foreign language, dancing, sports. While soft skills are the interpersonal skills of an individual. Examples of soft skills are communication skill, team working skills, emotional intelligence, leadership qualities and time management skills (Seth Deepa, 2013). 
Soft skills are always related to productivity and are widely considered most important attribute for an individual to have in work place.  Although hard are skills needed to perform tasks, employers are encouraged to assess individual based on soft skills attributes at the point of recruitment (Mishra, 2014)
[bookmark: _Toc456901517]Employability skills therefore can be said to be a combination of soft and hard transferable skills individuals need to acquire during the cause of their personal, academic and professional life.  More detailed examples of employability skills are: communication written and oral; critical thinking, problem solving, decision making; IT skills; Team working; Leadership; Time and self-management (Morgan, 2017)
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[bookmark: _Toc532285547]Communication Skill.
Communication is considered the most important attribute to the successful operation or completion of any process. As individuals we are in constant communication either with our peers or machines. Communications occurs when a message is sent and received via a medium. Communication can be Oral (verbal) or written (non-verbal) and is the most used skill in every work of life.  For one to be considered to have good communication skills, they must be able to be effective when communicating with others, using either forms of communication. Effective communication occurs when a message is sent, decoded accurately, acted upon and feedback given. 
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). The ability to speak clearly and fluently, write clearly with carefully chosen words at the right places to ensure the desired impact is achieved. 
A good communicator must consider the intended recipients and destination of the intended message and determine the most appropriate medium of delivery in other to achieve effective communication.  Examples of some key communication tools in a work place are emails, telephone, faxes, letters. Good communication skills require that the most appropriate medium to achieve the desired outcome be used when communicating in work place.
Some of the other attributes of good communication skills are, good listening skills, sensitivity to other people’s views and opinions, ability to give and receive feedback. 
Communication is pivotal to the success of any organisation, it shapes how organisation interact with their employee and customers and can directly impact productivity. It is an important skill to have or to develop as it can determine how effective an employee can be in carrying out their daily task. Someone employed in a sales roles must have good communication skill to be successful, he or she will be expected to effectively communicate to customers at different levels, they must be able to adapt their communication style and approach to suit the intended recipient keeping in mind the primary objective of completing a sale.
I believe I have this skill and have used this skill in my previous employment role as manager of a sale team, delivering team meetings and communication with customers. I believe there is always room for further improvement as the emphasis on better communication continues to evolve.



[bookmark: _Toc532285548]Section 3 Self-Management or Organisational Skill:

[bookmark: _Toc532285549]Organisational Skill:
A person with a good organisational skills, makes good use of the time available to them when completing a task. To be organised involves detailed plaining of activities undertaken by an individual in their personal and work life. Organisational or self-management skills is an important skill to have or consider when recruiting or looking for employment.  Someone can be considered to have this skill if they apply attributes such as time management, planning and prioritising to their daily work and personal lives.
Time Management: 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). Good use of time means that one can operate independently within a time structure with little or no supervision when carrying out a task. It is a desirable skill to have as an employer or employee and considered a soft skills attribute and one that create trust and dependability in a work place.
Some key characteristics of good organisational skills are ability to plan, prioritise, set specific, measurable, achievable, realistic and time-related goals and objectives, and at the same time able to reflect on past objectives, achievements and shortfalls, and implement adopted strategies for improvements.
Planning and prioritising are some of the order attributes that compliment good organisational skills, the ability to place daily goals and objectives in order of priority where the use of time is most effective, demonstrates good organisational skills. Example of tools commonly used for self-management are diaries, things to do books; calendars; note books; alarm notification clock logs; and appointment logs.
I believe I already have and use this skill in planning my daily activity. I regularly consult my diary and things to do book, updating activities in line with priority, and able to measure my daily productivity. 
Organisation skill is a key skill for me in my pursuit of my academic qualification and will also be an important skill to note in my curriculum vitae when applying for employment opportunities.



[bookmark: _Toc532285550]Section 4: Team Working:

[bookmark: _Toc532285551]Team Working Skill: 
A team can be defined as “a number of individuals working as one to achieve a particular goal to which they are all mutually committed” (Morgan, 2017).
Team work can further said to be a small number of individuals with complementary skills and common purpose, working together in a common approach to achieve a specific goal or objective, while sharing mutually agreed accountability.
Team work is a skill high on the list for employers to look for when recruiting.  It comprises the use of key interpersonal skills necessary to communicate effectively within a group. The ability to work on a team in today’s work force is very desirable to employer because of the associated growth it brings to organisations through effective collaborations of its employees (Mishra, 2014).
Working on a team or as part of an extended team can be challenging, it requires for all team members to have a collective number of soft skills sets in order to be effective. Skills such as communication, both verbal and nonverbal, interpersonal skills, being sensitive to other views and opinions, problem solving, being able to remain calm and manage a conflict effectively, and critical thinking, being able to analyse opinions and views critically to form the correct views, are some of the basic skill expected for someone with a good team working skills. 
In a recent employment as a sales manager, managing a group of sales representatives, I was able to effectively manage the team using the collective set of soft skills which allowed me to adapt to the different personalities in my team when communicating with them. I was able to use my interpersonal skills in my team to understand and encourage the amiable personalities within my team when they experienced challenges with their work and better managed the expressive team members towards having more professional approach when dealing with other team members and customers. 
Team work skill is a skill that will mostly guarantee employment for any individual that can effectively demonstrate this to an employer. It is a skill I have and one I would like to improve on.  Developing team work skills will require me to increase shared activities and partake and reflect on areas of the of the activity where I struggled to apply the relevant skills set and set qualified objectives on how to improve on them.


[bookmark: _Toc532285552]Conclusion:

Employability skills are very important in all aspects of any business operation, whether it is a hard or taught skills or soft acquired skill, every graduate looking for employment and employer looking for employees must have these skills and maintain a steady way to continually improve them, to remain relevant in today’s market place.
Employability skills will remain in constant demand in all business environments and if properly developed will help a graduate throughout their professional career life. Amongst others, communication skills, interpersonal skills and effectively working in a team are some of the must have skills employers are looking for when recruiting.
In my bid to land a managerial role following completion of my academic studies, I must strive to improve on all areas of these skills to improve my opportunities to be successful in any future employment.
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