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[bookmark: _Toc502162052]Analyzing own employability skills 
Throughout the entire academic career, it has been identified that the presence of different employability skill is important in order to achieve the personal goals and achievements. Through the course my academic career, I have analyzed the need for the development of different sets of employability skills to be present for the development of a successful career. There have been various scopes where I have understood the different sets of skills which are present and the other skills that is important to be achieved. During the course of attaining by degree of education, I have went through various training and internships which has showed the different levels of employability skills and the importance of acquiring and improving those skills. Some of these skills have been identified as the written communication skills, negotiating and persuading skills, verbal communication skills, and group working skills, investigating and analyzing skills, leadership skills and planning skills. Among the mentioned skills I have noticed that I have achieved a few of them like the written communication skills, verbal communication skills, group-working skills and analyzing skills. These were possible due to the feedback that I have been obtained from the different training programs that has been conducted during the academic time. It is effective to understand that the skills that I have missing are to be achieved with the help of different workshop and work life experience. The use of these employability skills will be helpful in achieving the organizational goals in future. It will also help me in developing my career. 
[bookmark: _Toc502162053]Introduction
Employability skills refer to general skills, which are needed for getting the most jobs, however, they can also help the employees for staying in the job and work their way to the top. These days all the organizations expect an employee for having, not only the good qualifications but also a range of skills that they can do (Tymon, 2013). Employability skills are important for enhancing the business performance and getting a productive outcome. Applications of employability skills are communication, technology, problem solving, learning, planning, teamwork, self-management, initiative, and enterprise. For example, Tesco has achieved the advantages of employability skills by recruiting a skilled candidate; they now have achieved the potential of one and contributed successfully to the enterprise strategic directions. 
[bookmark: _Toc502162054]Focusing on five core skills that a recruiter finds in a candidate for making them employee
According to Andrews and Russell (2012), every company focuses on hiring the right ones amongst all, picking the best from their company’s demand, requirement and perspective; however, there are few importance of employer brand as well for attracting the candidates. Thus, for hiring the right including best candidate amongst all good, better and more than better candidates, it is important for the recruiters to evaluate the core employability skills within each of the called-for-interview candidates. Here are the five core skills that are often demanded by the recruiter to hire the employees in terms on contributing in success and growth of the company:
· Communication skills: Communication is so important in business that businesses want including need people having good communication skills. The recruiters have ranked four communication skills such as speaking, listening, writing along with interpersonal communicating in the top criteria to select the employees. Need of business fir employees having good communication skills is all too often not fulfilled, by improving the communication ability, they can improve their chances for success (Jackson, 2014). Communication is important in every organization, communication helps in increasing results and productivity, reducing the stress and managing the things well. It further helps to understand the need of today’s world. The employee having good communication skills can have the ability of enhancing the relations with the higher authorities, managements and their fellows. The communication skills if carried by the employee can save the time for both the employee and for the organization, they share their ideas and opinions and they are appreciated from the other end. Moreover, if employees having effective communication skills, at the same time, they do have anxious nature for learning new things; this is the most effective nature of an employee that helps them to get success in their life. In addition, when the selected candidates having communication skills, that means they will have better understanding about how to get their messages across the working environment (Rosenberg et al., 2012). Examples of good communication skills are sing language, body language, touch, sound, gesture, eye contact, posture, speaking, texting and facial expression. For an instance, employees need to have clear speaking language not swearing or touting while other employees talking. Moreover, employees have a good listening power, they always listen for showing their care and they are interested, contacting eye to eye means that the employees show that they are interested while taking part in the on-going matter. Furthermore, an employee needs to have polite nature by showing their open gesture towards the current subject of matter (Benson et al. 2014). 
· Organizational skills (time management): In accordance with Lerman (2013), effective time management refers to spending time on important not just on urgent matters, distinguishing clearly between urgency and importance need to be clearly understood by the employee involving in managing their precious time. Furthermore, a good and effective time manager has the ability to focus only on the results not on the methods, even they must not feel guilty while saying no; these are the signs of an effective time manager. In addition, the importance of time management needs to be clearly defined to the selected candidate as managing time helps the employee for reducing the stress, there must be a sense of achievement, it further increases their energy, and productivity as well. Moreover, when the candidate having control over their time management can achieve their goal easily and follow the essential skills of life. For evaluating the time management skills in a candidate, where the recruiter needs to follow the “Time Management Matrix” (Refer to appendix 1). The employees can use dairies; action logs work plans, lists, filling system, organized paperwork or tidy workshop. 
According to Omar et al. (2012), the facts based on time management, it has been found that 9 out of 10 people daydreams in the meetings, 80% of the employees do not want to go for working on Monday morning, the average person uses 13 various methods for controlling and managing their time.  In addition to the skills of managing time can produce expected results in a timely manner that can further determine the success of the employee’s effort. Time-management is an extremely important self-management skill, which makes an employee being more productive. There is a great variety of time management techniques, which show the employee for developing this skill for the self-management. In addition, the candidates cum employees need to have clear idea about crises, important deadlines, emergencies, pressing the important meetings and last minute preparations (Speight et al. 2013). The employee if not distinguished between urgent and important, can be considered as they are having symptoms of poor management. 
· Problem Solving: de Guzman and Choi (2013) have stated that problem solving follows a particular frame composed of steps, starting from identifying the issue, defining the obstacle, examining the available options, acting on the agreed course of action. For having an effective problem solver, every company seeks five key skills in the selected candidates, those are identifying the core issues quickly, generating the testable hypothesis, gathering and analyzing the facts efficiently, constructing creative and practical solutions and syndicating mobilize and support. There is a model, which helps to understand the skills of problem solving and useful for problem solving method, for example, an employee does not have patience and persistence abilities and does not the way through which they can follow a structured method, then that employee could not be termed as an effective problem solver (Rasul et al. 2012). In addition to the problem solving, an employee needs to keep the track of the steps that are involved while solving specific types of issues, they need to let their senior understanding how they approach problems as well as understand how they comprehend along with describe the procedures of problem solving. 
Moreover, problem-solving methods are useful in the subjects that involve numerical analysis or mathematical processing. For evaluating the skills based on problem solving, the recruiter needs to analyze the thinking skills of the candidate, their thinking must be creative, problem solving and critical thinking as well. Creative thinking means thinking based on imagine, design, create, change and invent. According to Blaxell and Moore (2012), problem-solving thinking based on improving, designing, refining, finding, inventing criteria to, combining and inventing new thing and ideas. While recruiting the candidate, a recruiter needs to adopt the model based on problem solving in case of judging the problem solving skills of the employee, this model is a systematic approach for solving the problems developed by recognition, which there is an issue along with defining it, followed by gathering information and analyzing the information.  
· Teamwork: According to Deeley (2014), working within a team requires various skill to cope up, to contribute in the success story, to give a productive outcome and for being an effective member of a successful and productive team. There are seven essential skills that can decide whether that employee is enough efficient for working as team member or not, such skills are good listening power, participating, persuading, questioning, helping, sharing and respecting the other’s decision. Listening power in an employee means they will be piggy backing or building on ideas of each other, for example, an employee is very good at interacting, discussing and posing questions to all the team members, then the employee will have one essential skill of teamwork, such as questioning. Furthermore, an employee needs to have abilities of exchanging, defending and rethinking the ideas, they will be encouraging along with supporting the efforts and ideas of others, and they will be offering assistance to each other. It is important for treating other employees with respect and for supporting their ideas, it is crucial for helping their coworkers that is the general theme of teamwork. In addition, an employee must share their ideas, opinions, knowledge and information with their team for creating an environment of teamwork and all the members of a team need to be encouraged for participating in the team. Ju et al. (2012) has commented that for working effectively in a team, it is important that the team members acquire communication skills and use effective communication channels amongst each other. According to Poon (2012), teamwork capabilities can refer as the abilities for interacting professionally with other team members within the workplace in order to engage effectively in teamwork. In addition, the employee must have patient as their plus point in terms of working in a team, who have clear and logical objectives, at the same time, having enthusiasm will enhance the teamwork capabilities. 
· Leadership ability: According to Finch et al. (2013), everyone has the potential for developing their personal leadership abilities since the leadership ability is a process. The best way for learning is to play the role on various situations, where an individual can experience leadership in action. It is crucial to the development of employee in becoming an effective leader that they study, analyze themselves, develop, learn and follow a plan. There are four types of leadership, one is charismatic leadership, transactional leadership, visionary leadership and transformational leadership, amongst all, every organization needs to have a transactional leadership, where the leaders need to guide or motivated their team members or followers in the direction of their established goals via clarifying the role including the task requirements. On the other hand, Jackson (2012) has stated that visionary leadership is often demanded by the organization because this type of leadership has the ability for creating and articulating a realistic, attractive, credible, vision for the future of their organization. For evaluating an employee’s personalities based on leadership qualities, if the organization considers the Charismatic leadership theory, then the employees having the followers, who make contributions	 of an extra-ordinary or heroic leadership abilities while they observe certain behaviors. People working for the charismatic leaders, are required to be motivated for exerting work effort, moreover, because they like and respect their leaders, they like to express greater satisfaction. The traits of a good leader that are often seek by an organization are whether the employee having driving characters, desire for leading, integrity, have enough confidence. In addition, an effective leader must have intelligence along with knowledge based on job relevant. In order to pick a suitable candidate, an employer needs to think from their company’s perspective; they need to focus on leadership trait of an employee because leadership is the playing card for leading in the world of competition, as they all need a confident leader (Dhiman, 2012). 
[bookmark: _Toc502162055]Conclusion
After analyzing the employability skills, it has been found that the employees must have effective employability skills in order to be joined in their favorable company. From the company’s perspective, they need to frame their employability skills based on their requirements, demands and current scenario going on in the working environment of the organization. Framing of employability skills is important because not all the employees can have all the employability skills, that is, at a time, a person cannot be having leadership qualities, effective communication skills, creative thinking, solving the problems accurately and perfectly. It is important for all the organization that they need to find at least five core skills of employability at the time of recruitment. 
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Figure 1: Time management matrix
(Source: Tymon, 2013)
Appendix 2
	
	Short-Term Time Frame 

	Mid-Term Time Frame 

	Long-Term Time Frame 


	Section 1 - My Goals 

	Understanding the goals to be achieved.
	Attaining half of the goals like the different employability skills.
	Learning all the employability skills 

	Section 2 - Skills and Knowledge to be 
Learned 
	Analyzing skills 
	Verbal communication and analyzing skills 
	Like communication both verbal and written, analyzing skills and group work skills.

	Section 3 - Next Steps 

	Developing strategies to implement the skills
	Developing strategies to implement the skills
	Developing strategies to implement the skills

	Section 4 - Resources 

	Online websites, articles, books and training programs 
	Online websites, articles, books and training programs
	Online websites, articles, books and training programs

	Section 5 - Time Schedule 

	1 month
	2 months 
	4 months 

	Section 6 - Completion 

	Date: 27/1/2018
Date: 27/1/2018
Date: 27/1/2018
	Date: 27/2/2018
Date: 27/2/2018
Date: 27/2/2018
	Date: 27/5/2018
Date: 27/5/2018
Date: 27/5/2018



Table 1: PDP
(Source: Created by author)
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