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1. Introduction
  This assessment aims to analyze employability skills which are essential personal attributes and transferable skills that are regarded highly by employers as they are mandatory for effective, efficient and successful workplace performance. Different names such as soft skills, workplace attributes and enterprise skills have been used to refer to employability skills which can also be defined as the essential values, personal attributes and skills that enable a person to acquire and prosper at a job. It is prudent for a prospective employee to not only demonstrate the discipline-specific technical skills needed for the job but also a broad range of employability skills to potential employers as they provide the link between your academic qualification and the job. Although different disciplines require specific educational requirements and other competencies, in most cases the necessary soft skill seems universal. There are eight essential soft skills which will be analyzed in this assessment including; Communication, self-management, initiative and enterprise, teamwork, Learning, problem-solving, planning and organization and technology.  



2. Skills I possess and Why do I need them.
            Even though I have some employability skills; there are still some of the skills that I need to develop to be successful in both looking for job opportunities and maintaining the prospective work.  I am particularly very good in problem-solving skills as I have received complements on several occasions regarding my problem-solving skills that I put to use. Rao(2000),  defines problem-solving skills as the ability to apply your knowledge in breaking down a problem into its constituent causes to understand it better, its implications and the best solution .  Problem-solving skills are essential as people encounter problems everywhere and it is necessary that the issues are sought out in time so that they do not escalate to a higher level that might require the use of more resources. 
There are several methods to solve problems. However, I will only give three examples. One is to define the problem and factors that contribute to it and analyse the facts and test hypothesis. Two is to utilize creativity and innovation to provide practical solutions and the third one is putting contingency measures in place so that in case of the anticipated problem, you are not caught off-guard. According to Hepworth(2011), there are a few simple ways to improve your problem-solving skill when you are either feeling inadequate or if you want to improve on them such as researching, studying and even asking other people on appropriate ways to solve problems . Additionally, one can handle complaints at the workplace and also looking up on YouTube how to fix broken things. 
The next employability attribute that I possess is a willingness to learn as I am incredibly enthusiastic about finding out new experiences, ideas and knowledge and ever looking forward to enhancing new skills. It is also necessary to learn from one's past mistakes so that both the employer and employee benefit from it. Hepworth(2011), states that eagerness to learn is a fundamental soft skill since if one can consistently learn the new things in their workplace, they will continue being relevant and useful consequently avoiding redundancy and role duplication. 
Some of the techniques that have helped me in nurturing and maintaining my interest in learning new skills and knowledge are managing my learning, being open to new ideas and deliberately investing time and effort in understanding a unique talent. Acknowledging the technical and information gaps that I have and recognizing the need to learn to combat the challenge have significantly motivated me to keep up the willingness to learn. According to Rao(2010), using a wide range of mediums such as networking, courses, mentoring, information technology and peer support to learn have also shown to be fruitful as it eliminates monotony and boredom from the learning process.
I also happen to be techno-savvy, that is, possess the necessary skills needed to operate various technologically advanced equipment, gadgets and machinery with relative ease. In the current world that we are living in, technology has become very instrumental in day-to-day handling activities both at home and workplace and it is essential for one to have at least the technical know-how of working with the vital gadgets and equipment (Gallagher, 2016). They include photocopiers, cameras, smartphones as well as computer application in word processing, using spreadsheets, power point presentation and sending emails. Also in this category are video designing and editing, appropriate social media use, operating cash registers and learning programming languages.
I started using equipment at an early age in my life as my parents were very keen on technology and tremendously encouraged me to learn how to use a good number of them. Therefore, I would help parental support in developing an early interest in technology in their children by attending online classes, attending training and seminars, as well as asking for assistance from colleagues who are more knowledgeable about technology.  One can also write down a list of the current technology that applies in one’s daily life and enquire about the particular technology used in the field you intend to work in then learn about it.
The last point on the employability skills that I am right in is self-management which refers to the ability to take responsibility, execute your duties, being on top of one’s deadlines, and task delegation to ensure that things are done on time according to (Green,2017). In order to achieve a high level of self-management, one must have a personal vision, be able to monitor and evaluate their performance, take responsibility and be knowledgeable and confident in their vision and ideas. Good self-management also requires resilience, ethics and the ability to work under pressure and meet tight deadlines.
I started learning self-management by keeping my room tidy and developed a study schedule and followed it to the dot. In future, I hope to partner with a volunteer organization and also request new additional responsibilities at work to help perfect my self-management skills. Some of the significant impediments to self-management are laziness, lack of discipline and being visionless.

3. Skills I do not have and how to improve them.
On the other hand, I am facing a challenge in some employability skills the first one being communication, mainly due to the language barrier. The term communication may involve some methods in different jobs including non-verbal means like body language and gestures. However, the critical aspect is to be able to pass information in a clear and concise manner such that your audience can understand what you mean (Green,2017). It is important to note that listening and taking action on important instruction is a significant component of communication. Miscommunication can lead to substantial business interruptions, mega financial costs and even loss of life. Writing; speaking; listening to and understanding different audiences’ appropriately. Sharing information and establishing new relationships while knowing your customers can be achieved through effective communication.
I intend to use social media, blogging and writing assignments and reports as part of the curriculum to help me improve on my communication as they are some of the methods used in upgrading information exchange. Additionally, I plan to increase my involvement in the class oral presentations and look for part-time work in customer service even on the phone to enhance my communication skills. According to Gordon(2009) that the body language and gestures are critical on how the audience perceives the communicated message. I also intend to join the local sport club to talk to people more often so that I sharpen my communication skills.
The second skill that I come up short in is teamwork.  Teamwork refers to seamlessly getting along with colleagues, people from different fields, expertise and background to achieve a common goal (Hepworth, 2011). Collaboration is very vital in pursuing almost all organizational tasks as it takes employees from different departments to amalgamate their efforts and work to realize the organization’s goal or objective. Lack of teamwork may lead to different employees pulling in different directions hence failure to achieve the intended aim. I find it challenging because I am a loner and prefer to things on my own.
Effective teamwork contributes to productive working relationships and inclusivity through the engagement of individuals from diverse religion, age, race, gender or political affiliation (Rao, 2010). It is also essential to identify each team member’s strength, define roles in a team and utilize the teamwork skills in varied situations. I plan to improve my teamwork prowess through taking part in group assignments in school and offering to be a volunteer in the local community organization. Additionally, join at least a sporting team to assist on my teamwork ability.
Some renowned scholars and people in business have persistently indicated that time is money and even go to the extent of describing time as precious. Therefore, it is vital that one plans and organize himself prudently to be productive at work. At a personal level, I find planning, organizing and time management elusively tricky. To prepare and coordinate in a time efficient manner, one has to understand both the short-term and long-term programs and activities and establish what is important and urgent as well as critical but not necessary (Green, 2017).  Resources, just like time are limited so people can learn to manage them through delegation (assigning tasks to other individuals), planning for the use of resources and management of priorities and time prudently.
I have planned to develop a personal studying timetable and ensure I strictly adhere to it. I also want to take up a vital role in the organizing of a community event. Still, on time, I have started to pay keen attention on how I manage my time around part-time work, family commitments and study time. Likewise, on managing resources and planning, I want to save a significant amount of money to facilitate an interstate tour to act as a reward for the discipline for saving and planning as well as organizing the trip.
Initiative and enterprise refer to finding out what is supposed to be done and going the extra mile and doing it without being asked. It may also involve the conversion of new ideas into action and using them to solve problems differently but in a more efficient way and in the identification of new opportunities that are not visible to others (Gallagher, 2016). Creativity and adapting to new situations while initiating innovative solutions that offer a wide range of options for solving emerging challenges and achieving the organizational goals and objectives. Initiative and enterprise are critical, especially in finding new effective and efficient ways of doing things. 
Some books indicate that it is relatively difficult to develop these skills compared to the other employability skill, but all in all, they agree that it is possible to learn and be great in them (Gordon, 2009). Initiative and enterprise come as a relief to me since I have considerable challenges in this particular set of skills. I, however, intend to take up several measures to ensure I keep up to speed. Since charity begins at home, I will start by voluntarily doing things around the house then graduate to organizing a fundraiser to help the local homeless shelter with purchasing necessary items they require. 

4. Conclusion.
There is a wide range of employability skills that are indispensable to the potential employers and each has their strength and weaknesses in the set of skills. Therefore, each of us has a unique opportunity to make a difference in their field. It is essential to identify the set of skills that you are endowed with and those that you lack in early for necessary action. I think that having an open mind and eagerness to welcome new ideas is the most significant attribute that one can bring in an organization.                                                                                              
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