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1.0 Introduction:
According to (Yorke. 2004) Employability skills are a set of achievements, skills, understandings and personal attributes that make graduates more likely to gain employment and be successful in their chosen occupations, which benefits themselves, the workforce, the community and the economy. some of the many skills that employers are looking for are communication, teamwork, problem solving, initiative and enterprise, planning and organizing, learning skills and self-management; These general skills are essential as they higher the chances of you getting a job, stay in the job and do your job efficiently. Not only will it help you in the work field but also in everyday life. 


2.0 Employability Skills I Have:
· Teamworking Skills
· Good Communication Skills
· Self-Management 
· Problem solving
· Organizational skills


2.1 Teamwork
One employability skill I have is being able to work in a group smoothly and efficiently. This skill is important because when working in a group I have noticed that you'll need to be able to work confidently and be able to contribute your ideas effectively. Working in teams has helped me as it has taught me how to not be selfish and share responsibility when needed. 
Working in teams, and giving peer feedback is essential and important as I was given constructive criticism which will help me to reflect and learn from it. This will help me in search of employment in the future because I now know how to take criticism which I can learn from to improve myself and be successful. 
Team work does not only help me to work efficiently in a group but has helped to develop other skills that are important such as being able to compromise and ignore my own ego, encourage and inspire other team members to perform better and also has helped with my communication and interpersonal skills such as negotiation and being able to influence and advise people, also taught me to be more assertive.


2.2 Communication Skills:
 Communication skills does not just involve expressing your ideas clearly and confidently through speaking but also being able to express yourself clearly through writing. Successful communicating skills is very important as you will need it to secure yourself a position when searching for a job this is because you will need to make a good first impression. When recruiting an employee, written communication is taken into consideration as it demonstrates your writing styles. Moreover, when employers read application forms and covering letters they are not looking at what you have to say about yourself, your skills or experiences but How you say it. 
From experience when writing a covering letter, I make sure that that I go over my work in order to try and spot any spelling or grammatical errors; in relation to this I also try and ensure that my points are presented clearly in order for the audience to be able to understand what I am saying. This is important as the employer may not be able to see the type of person you are through your writing skills. For example, if you send an application without reading it thoroughly they might think you do not care or is someone that is not serious. As a result, this may will hinder you from securing a job interview. 

2.3 Self-Management Skills
One employability skill that will help me in my search for employment is self-management. Self-management skills are the ability to feel more productive when doing daily routine regardless of the working environment. It is an essential to skill to have or to develop as you are able to communicate with co-workers, make the right decisions and plan your working time. There are many skills that I have that contribute to self-management. One of them is being stress resistant. This will help in getting a job because I am able to deal with stress effectively and not let it affect my work. As a result of this, it will help me avoid mistakes that people usually make when being stressed out.
 Being Stress-resistant is very important because it will block your ability to make rational decisions. If I wasn't able to resist stress in a stressful situation then I would make rational decisions which will cause me not to cope with the simplest tasks at the work place causing the productivity to down. This is the opposite of what an employer is looking for when recruiting someone as they are looking for someone that can increase productivity and work under stress. 
In the early 1920's professor (Stephen R. Covey) created the time management matrix which suggests that the actions we take are split into four quadrants, important, not important, urgent and not urgent, the matrix was designed for people to prioritize their activities, I believe this strategie will help me develop my time management skills as I will be able to see what tasks matter most and also prioritize tasks by making them important and urgent.

2.4 Assertiveness:
Assertiveness is important as when working in a group you may have to give orders and instruct people on what to do without making them feel threatened or put down; the term assertiveness is to be able to communicate in a clear and direct manor. developing assertive skills is very important and essential as it will prevent potential conflict and make it easier to complete tasks. As a result of this it would increase the productivity; being assertive is very important as it allows you to build boundaries in your relationships in the workplace, increases self-confidence within one allowing yourself to have a say in things as well as others, In the work field I have days where I am independent but some days I have to work with other people, so I need to be able to get along with and understand everyone's ideas as they will have different skills that may benefit me. 
Assertive behavior helps to:
· Avoid letting others manipulate your ideas 
· Listen better to what others are saying
· To stand up for your yourself 
· Achieve Win-Win situations where both sides are happy.

3.0 Skills that need developing:
· Creative thinking
· Ability to learn and adapt
· Numeracy





3.1 Creative thinking:
Critical thinking skills is a skill that I also need to improve on in order for me to gain employment, "Creative thinkers are innovative and inventive and are more likely to devise new ways of doing things that add value to the work environment, making systems and procedures more efficient"; critical thinking also It involves being able to solve problems and make decisions something I need to work on. Critical thinking is important because it allow you to be more organized, save money and time for the business. In order, to improve my critical thinking, I need to know my biases and try to look past them; I also need to learn to ask questions and gather information, Once I learn to that I will be able to evaluate the facts of the situation all available data. Moreover, collaborating and getting feedback from others especially from people with different backgrounds to your own. 
Critical thinking skills is important skill to have as employers look for it when looking hiring someone because critical thinkers are able to bring creative solutions and ideas to the table, allowing you as an employee to stand out from the rest. As a result of this it allows businesses to grow and innovate; This means to create new ideas or products for businesses which will help them to remain competitive. 

3.2 The ability to learn and Adapt:
Having the ability to learn and adapt is one employability skill that I have to develop in the future when searching for employment. This skill is important and relevant to have as learning will help me and other people to understand new things and be able to pick up on them quickly. It is essential for me to develop my learning skills because in order to stay ahead of competition and be successful within the workplace I need to keep an open mind, always open to new information and develop various ways of effectively learning. 
Learning skills is something I need to work on as when recruiting, employers are interested in those who are able to take on new tasks and those who are able to adapt and adjust when things change in the workplace. This is because some jobs involve change which maybe frequent. Therefore, employers are looking for those who are keen to develop themselves, learn, adapt, someone who is flexible, patient and respond to change well. 
I can improve my learning skills by doing a short course or online course, start a new hobby, doing some research into learning skills and learner types or joining a sporting or volunteering group. this will then help me build my adaptation and learning skills but will also help me to work under pressure. In addition, this will then allow me to get into the job that I desire at an advantage because if I am constantly developing my knowledge then I will have information that some people might not have allowing me to stand out from the rest. 

3.3 Numeracy:
Numeracy skills are a very important set of skills that are considered by employers when they are looking to recruit, from the last time I studied math's at GSCE I can strongly remember my weaknesses in the area which is important because I now know what areas need improving in order for me to develop my numerical skills; Numeracy is not just about basic number skills. It involves understanding and working with numerical and graphical information, drawing conclusions, explaining findings, making deductions and detecting suspect deductions by others.

4.0 Findings:
[image: ]
This table above shows a selection of common jobs that would be suitable for someone who fits the description and has the skills needed for that specific job, for example I know that I have the ability to persuade or to negotiate effectively and I know that my speaking skills are good, so based on the table an estate agent would be the ideal job for me to jump into, although this table only gives a small list of some of the most common jobs it gives you a brief idea of what jobs you should be going for in order to be most productive, based on the skills you have.

5.0 Conclusion:
To conclude, now that I have identified the employability skills that I feel strong in I can use this at my advantage when searching for employment, as I am now aware of the areas of improvement and the areas I will thrive in. In addition, I am aware of the skills that I am also weak at. This means I able to work on what I need to improve on. As a result, it means that when getting a job and I am prepared and able to improve myself in all the areas that I am weak in allowing me to become one of the strongest candidates in the workforce.




6.0 Reference List:

1. Yorke, M, 2018. Employability in higher education: what it is – what it is not. Employability series one, [Online]. 10, 8. Available at: http://www.employability.ed.ac.uk/documents/Staff/HEA-Employability_in_HE(Is,IsNot).pdf [Accessed 1 January 2018].

2. skillsyouneed.com 2011-2017. Employability Skills: Skills You Need for a Job. [ONLINE] Available at: https://www.skillsyouneed.com/general/employability-skills.html [Accessed 01 January 2018].

3. Which jobs will suit my skills? 2018. Which jobs will suit my skills? [ONLINE] Available at: https://www.kent.ac.uk/careers/sk/skillsjobs.htm. [Accessed 01 January 2018].

4. MsGilbert1947. (2018). What Stephen R. Covey Taught Me About Time Management. [Online Video]. 30 January 2012. Available from: https://www.youtube.com/watch?time_continue=70&v=ODyG5lKbH08. [Accessed: 1 January 2018].








	
	
	





image.png
[ Emplc x (@ Docu x ([ Writir x { [3 Skils X (O Goog' X )/ K& Whict x \(Ke Nume x ( Ke 404- x (O 5Thir x | N Creat x ' N bisse: x (ki Hare x e x
<« C | @ https;//www.kentac.uk/careers/sk/skillsiobs.htm H
FINa the SKIliS neeaea ror .
graduate jobs
Which jobs suit my skills? - — > N H - _
ISpeakinglWriting/Analysing” """ & caging(Persuadingl  Co- |y, cracylcomputing
Skills map lOrganising| Negotiatingloperating|
[ s
LD e ISCITmEs |writing aoumalat | TSRS | Seften et pubtatingcdter | ke, e s | oo | ERS
: Editor_ Bolics
skills inventory y G |t | ey museums oficer, | ket Bublc Sector | Acountant. Tox | T Consulmnt
{Analysing ) Besearch | Goientst Lbrorian | Monager | MarketRessrcher | Goooppn | Inspecton ==
Progress file Dospt | SR =] e
=
How to develop i personnel, Event = Sl NHS Manaoes ) oogtics, Banker,
saists anager | Gficer, | Agent Advertsing | Haveing s
employability skills Planning o, S iie ominier Reini | “Account Hancler | Manager —
ey
Analyse your personal Persuading | o otal [
sei= & Recrutment’ | UBC | Simteg | manscer | yaeting | o, . ooty | mankdanscer | “Eaie
P Consultant s fetal Sever S ==
Competency-based Negotiating
uestions Cooy Social
B ICo- sl | oy, | Somputer s Tining | pasche ok turse, | Bl Computer
Practice aptitud: - Murse, Sosech | gy | ConsultantIT Admi Manager. e ‘Cominunity = Helodask
ptitude tests perating | temsist | S [omiect Manseer| - Accountant
eauiatory
The skills game Scientific/ | | st scentific [ o Production | Medical Sgles, GBI SNt 0peratonsl | proorammen
SPECIFIC SKILLS [Fechnical | Soo™et | Gtk | Rt | et NS0 clolelll | Gin | NED | adEmis
Teamworking A
[ F—— [ —
- acio Station | Journslist, | advertising — e [ — D
(TR (Creative tant | Compurter | account saneer| A2 o _
presentations
International e | T || e
Action planning lLanguages | ioterarster | Transiator | Zanier Burer gl e [ I R =
Scientist ——
Decision making TV/Radic Fire Service,
Practical | Sismoun | SRR | pgnee | amedromes [Bmstin|  mmme | SEREERS Netuor Enginesr
P orker | Station |  Enaincer Mansger Agent e [Comater Encince:
Time management
‘Commercial awareness
Spoken communication "A degree can only reflect your mastery of an academic discipline and cannot shed light on your personal skills and qualities.
1t's the person underneath that counts.” .

\ritten Communication






[List Title]


 


If you’re ready to write, just select a line of text and start typing to 


replace it with your own.


 


·


 


Need a heading? On the Home tab, in the Styles gallery, click the 


heading


 


style you want.


 


·


 


This style is called List Bullet.


 




[List Title]   If you’re ready to write, just select a line of text and start typing to  replace it with your own.      Need a heading? On the Home tab, in the Styles gallery, click the  heading   style you want.      This style is called List Bullet.  

