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                               1.   Introduction
Nowadays employers are looking for those employees that have a set of working skills and willing to take that extra step to get the job done.  The present pandemic has taken the world by surprise making the work market dwindle in opportunities, only those with the best employability skills will manage to weather through these uncertain times.
Employability skills (indeed, 2019) is defined as traits and skills that job candidates must have as well as higher education in order to access the job market. These skills are not necessarily occupational skills but play a major role in the workplace. People who have these skills have an edge on their peers; therefore making a great impact in their careers. 
Another definition of employability skills is transferable skills that will make you stand out from the rest of the persons seeking the same job.  Most employers look for transferable skills, some of them are: (indeed, 2020)
· Communication
· Leadership
· Adaptability
· Technology Literacy etc.
Finally, employers have high regard for those employees that have certain employability skills that are very hard to teach but to some people, these skills are ‘embedded’ in their DNA. In the following report, I will review four employability skills employers are looking for as well as my opinion and whether or not I possess such skills or should improve them to get that edge employers are looking for.










                       
                           2. Time Management

Time management skills are desired by most if not all employers, yet are one of the rarest skills to find among employees. (Dierdorff, E., 2020). Large scale surveys have shown this fact time and time again.
The big question is how do we become better time managers? The answer is not easy even though there are lots of ways to be a better time manager. There are many choices to pick from blogs, apps, and a vast array of ready to use tools to manage time better. Even though most of these tools are quite good, the reality is that they seldom work once you apply them to use. The reason being is that in order for these tools to work is having some sort of previous time management skills.  Simply put in an analogy, just because you buy a set of knives a chef uses, modern kitchenware, and fresh ingredients will not make you a five-star chef.  In other words, it requires that previous experience to make things work to go your way. (Dierdorff, E., 2020).
There is extensive research on time management skills. There are three skills that will help people to adjust to changes as well as changing environmental conditions, heeding these skills will make a major impact between succeeding or failing.
1) Awareness- Knowing and understanding that time is precious and limited.
2) Arrangement- Creating and drawing charts to organize your tasks, plans, schedules, etc.
3) Adaptation- Adjust to sudden changes and timekeeping of your activities to control how time is spent or wasted.
Here are a few samples on time management when jobs or tasks have to be done as soon as possible these are called developing adaptation skills, some of them are:
· “Habit stacking.” – Record all your habits and movements during the day. During dinner or a quiet time to jot down your progress. 
· Use short bursts of effort- When having big jobs, put all effort and energy in a 15-to 30 minute period of time. These intervals help you not delay things until the last minute.
· Experiment with time-tracker or checklist apps- Remember if you spend too much time using these apps, perhaps is a good idea to drop them or make changes. 
· Don’t be a “reminder miser.”- Do not underestimate a task, reminders should be clear and very detailed, describing every aspect of the job to be done. 
· Create contingency plans- Think always of the best and worst possibilities because things can take a twist either way. Be prepared.
· Seek to reduce time wasters.  Do not use social media sites during work, also have free time, and not be disturbed by anyone or anything.
My time management skills that I learned recently are: 
1) The Eisenhower method- which is a template
2) The weekly time-planner
These two methods will indeed improve my time management skills and show when I should focus and spend my time doing a specific job.  These two simple methods will not allow me to be a procrastinator if I follow proper procedures.

                      
                          3. Communication Skills
Communication is the act of sending and receiving information in such a way that a sender and a receiver are able to decode and process information (skillsyouneed, 2017). Even babies are given communication cues so that they can transmit what they feel to their mothers. 
Some examples of communication are:
· Vocal (voice)
· Written (books, magazines, etc.)
· Non-verbal (pitch of voice, gestures)
· Visual (logos, maps, signs, etc.)
According to (Doyle, A., 2016) you need to cause a good impression in a job interview and make sure you point out and make emphasis on those skills and demonstrate you possess them.  Here are 10 top communication skills employers are looking for:
1. Listening- One of the most important skills in communication which involves active listening, asking questions, and paraphrasing the other person so that the message is fully understood.  If you are a good listener, chances are you are also a good communicator.
2. Clarity and concision- Saying just the right amount of words to get your message across. Do not write long speeches via email or talk for long periods of time, otherwise the other person might get confused or just disconnect from the conversation.
3. Friendliness- It is a good idea to be friendly, to smile, or ask a personal question to break the ice with your work colleagues to have an open honest conversation, especially if it is a face-to-face conversation.
4. Non-verbal communication- The pitch of your voice, eye contact, hand, and face gestures will encourage others to speak to you.  Make sure you make eye contact with the other person.  Do not stare, doing so will make the other person feel very uneasy.
5. Open-mindedness- Having an open mind and listening is a good way to understand the other person’s point of view.  Even if you disagree with his/her ideas, using this principle you will have honest and beneficial conversations. 
6. Empathy- This involves active listening and having respect for the person’s opinions and feelings.
7. Respect- When you pay attention when someone speaks to you, when you make eye contact and using the person’s name are signs of respect.
8. Picking the right medium- Some forms of communication have to be done in person, such as salary changes, layoffs, etc. On the other hand, some of them could be done via email if the person is quite busy.
9. Feedback- It is good to provide to and receive feedback on a regular basis, this way clarifies any questions or discrepancies.
10. Confidence- Your words must carry some sort of truth in them, otherwise people will not believe in what you are saying.  If this is not accomplished your message or ideas will not be conveyed.
Some of my communication skills need to improve in other to have that edge when having an interview with my future employer.  I need to improve on my listening skills, sometimes I don’t pay enough attention or heed instructions. In addition, I need to better my clarity and concision because I tend to say more that is needed. Finally, I need to boost my feedback. Oftentimes, I do not give enough feedback when is requested nor I ask for any from my managers.  On the rest of the points I am well positioned, I just need to hone my skills to stand out from the rest.    
     
                                4. Teamwork
Teamwork is an essential part of any organisation (Indeed, 2020), regardless of the industry or work title.  Working well with clients, work colleagues and managers will create a healthy environment for you and the company, thus making your workplace more productive. Being a ‘team player’ creates a bond with people in your organisation and helps the work to be done in an efficient way, creating new opportunities for both your company and yourself.
Here are a few examples of effective team working:
· Responsibility- It is important to know that everyone needs to take any task seriously and finish the job at the expected standard and before the deadline.
· Honesty- In simple words telling the truth at all times.  Inform your team member if you are falling behind. Being transparent with all members about your progress in your assignment.
· Active listening- Listen to all members and their ideas, dig deeper if you need to clarify any points about their feedback.  You must develop trust among members of the group.
· Communication- It is important to share ideas, and make them as clear as possible. This is a must in team working.  Communication can be verbal and non-verbal.
· Awareness- It is important to create a comfort zone where everyone shares their ideas and participates in an equal manner.  You must be prepared for any changes in the dynamics of your team.
· Empathy- Communicate with other team members in a proper way to understand their motives and feelings.
· Collaboration- As you know everyone in your team has a certain set of skills and talent.  Using your common sense could be a plus for the team if you put this person to do a certain task according to his/her abilities. 
My teamwork skills I believe are quite good at this stage of my life. The only drawback that I see is that I have never worked in an environment with sheer pressure.  Being an active communicator and listener could be the difference between failing or succeeding.  Also, a good team leader has to spot everyone’s weaknesses and strengths and put each person where they can perform to the best of their abilities.
          
                        5. Problem-Solving
Problem-solving is considered a soft skill (personal skill). (Doyle, A., 2020). Is the ability to solve problems, this is one of the attitudes employers seek in their job candidates.
According to (skillsyouneed, 2020) there is no one-way solution to problem-solving.  Companies encounter problems on a daily basis, some are more complex than others, therefore requiring certain steps to get rid of or solve the issue(s).
There are a few stages to solve problems, some of them are:
· Problem identification- You have to make sure where and what is causing the problem.  You must find the root of the problem to solve it.
· Structuring the problem- You need to gather as much information as possible to understand the issue(s).
· Looking for possible solutions- Listen to everyone in the group and listen to all different points of view to start thinking about possible solutions.
· Making a decision- This is the stage where you have to be very sharp because solving one problem may lead to many others.
· Implementation- Taking action, make sure is the right choice.
· Monitoring/Seeking feedback- Monitoring and getting feedback is a good way to know if the decision was the appropriate one to solve the problem.

Problem-solving is a soft skill that I have because I like to get to the root of the problem and ‘nip it in the bud’.  Active listening is a plus to get all points of view into perspective and making the best choice for the company, although problem- solving is not an easy task to accomplish, once the right decision is made, it is very beneficial for both the team and the company.  As I mentioned before in this report, it is good to monitor the solution and make sure no other problems have arisen.


                             6. Conclusion
Companies nowadays are looking for people with soft skills (your strengths) and hard skills (skills taught in universities or academies).  Persons with these skills will have leverage when getting hired.  Companies crave persons with employability skills that were described in this report. For instance, time management is a skill that is very difficult to master but if you somehow manage to be an excellent time manager, companies will have you in great regard because you are a great asset to them.  Finally, companies want nothing but the best people to run their businesses.  If you could demonstrate that you not only possess employability skills but you can use them effectively in your workplace, chances are you will be hired and appreciated. 
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