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[bookmark: __RefHeading__41857_511235856][bookmark: __RefHeading__25668_1764065833]INTRODUCTION
	To bring the success in the organization it is very important to have Employbility skills. It is very important for the growth of the employee and the organization too. The present report will provide the deep analysis of the Employbility skills which helps in the development of the employers and employees. This analysis includes the various Employbility skills like writing, time management, communication and problem solving with their importance in an organization. 
TASK 1 
[bookmark: __RefHeading__41859_511235856]An analysis of relevant Employbility skills that you have, or need to develop in the future to gain credibility in search of employment opportunities
	Employbility skills can be understood as the transferable skills required by a person to create them employable. Having sound technical understanding and the knowledge of the understanding, employers often outline a set of skills that they need from a worker (Benson, Morgan and Filippaios, 2014). These are those skills which every employers needs in his employee to enhance the working as well as the profitability of the organization. 
	Every employee has his own assets like, knowledge, skills, attitudes which are known has his assets. Employbility depends on your cognition, skills and attitudes, how you use those assets, and how you present them to employers. It is a group of important abilities that includes the growth of knowledge base, level of expertness, which is essential and required for the success in the modern workplace. These skills are considered as a necessary qualification for different job profile and hence became important for an individuals' success. 
	According to Peter Knight & Mantz Yorke,' employability skill is a set of achievements, personal attributes, that is important to gain the possession in employment and to be successful in chosen occupation.' 
	These are known as transferable skills because they took birth in one place and keeps on transferring in different areas with different situations. The environment is full of competition to retain in the tough market every employee need to develop these skills. For remain competitive , you will have to show to employers that you have a broader range of Employbility discipline skills which they require in the organization (Suleman, 2016). These skills provide the link between your academic studies and  graduate employment.
[bookmark: _GoBack]Few of them are discussed under-
· Working 
· Time Management 
· Communication And 
· Problem Solving 
Working 
Working Skills Includes The Various Management Skills Like 
· Creating And Keeping A Deadline 
· Delegation
· Goal Setting And Meeting Goals 
· Decision Making 
· Making Schedules. 
	Therefore, in an organization these are some working skills which is necessary to adopt for the enhancement of personal as well as organization goals (Jackson, 2014). While working in an organization I have successfully adopted this working skills. 
Creating and keeping a deadline 
	Employees working in an organization must create and keep the deadline of their work in order to accomplish the task in time (El Mansour and Dean, 2016). To make deadline by yourself makes the employee to work with in time or the given assign period. In my organization I make the deadline for the work which is assigned to me apart from the official deadline. It allows me to submit my work in time and also enhances my working. 
Delegation 
	Delegation is the work of authority or responsibility to the person (normally from a manager to a subordinate) for a specific event or an activity. The employee who is delegated for any sort of activity is accountable for that particular even or activity. Whenever I delegated by some responsibility I furnish my work honestly with full dedication so that organization can reach its targets. 
	According to Dr. Kanthi Wijesinghe, Senior Lecturer, National Institute of Education, ' delegation is defines as when a manger passes some of his responsibilities to his subordinates. 
Process of delegation 
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Goal Setting And Meeting Goals
	Every employ in the organization should set the goal in order to accomplish them. Before starting any activity it is very important to set the goal. Setting of goals provides the direction of work which leads the effective working (Gledson and Dawson, 2017). As soon as my manager assign me any task I firstly set my goals keeping organizational goals in mind which provides me the clear vision of my task. 	
Decision making 
	Every task before invention needs decision making. Decision making is an activity which is done by every employee. The productivity of an organization is also depends on the decision making. Whenever I have to take any decision regarding my assigned task I took help and suggestion from my superiors so that I can make the effective decision making. 
Making Schedule 
	Making of schedule is very important because it provides the systematic and organized way of working. Therefore, systematic and organized way of working makes the work easy (Deeley, 2014). When I have been given any task I make the schedule which helps me to work systematically.  
Benefits of working 
Following are the benefits of the  working 
· It fosters the creativity and learnings 
· It builds the strength and provide confidence for efficient working 
· It promotes the wider sense of ownership. 
Time management 
	Time management is procedure of planning, organizing all the activities which are assigned to you. It is a process of planning and exercising conscious control of time spent on particular activity, in order to increase the efficiency, effectiveness or productivity (Collet, Hine and du Plessis, 2015). It is a performance act of different demands of study, personal interests employment, social life, family, and commitments with the finiteness of time.
	I manage the time by dividing the time for each activity and creating deadlines  so that I can complete my task with in the time limit.
Process of time management
[image: ]Illustration 2: time management
(Source : Collet, Hine and du Plessis, 2015)


Benefits of the time management 
· Managing the time directly reduces the stress level. 
· It boosts the morale of an employee and provides the confidence.
·  Time management involves the better planning  and the best forecasting. 


Communication 
	The sending and receiving of information from one person to another is known as communication. It includes exchange of various ideas, feelings and news that has a meaning to it.  Effective communication means being a good listener by understanding and gaining information  that is being conveyed by the speaker, who also needs to be good at conveying the message (Ju,  Pacha, Moore and Zhang, 2014). It ensures effective and efficient transfer of messages among everyone. This comes under employability skills because organisations require people who are good at communicating and every employer looks out for candidates with this skill. 
	An individual has to be good at communication because it is the basis of functioning in a company. Employees need to communicate with each other in order to work together and create plans, while properly coordinating together. This helps in excelling in business, build good and long lasting relations as well as create trust among everyone (Scott and et.al., 2017). It clarifies the contribution that each employee has to make in order to achieve company's goals and educate them so that they are able to participate in decision making. Employees are able to build their confidence and self esteem. Overall, it creates a healthy environment in which everyone communicates and works effectively. 
	 If my communication skills is not good, there would be a lack of understanding and creation of ambiguity between myself and employees which would slow down my work performance. It is important to be good at this skill, so that I can have strong decision making and problem solving abilities as well as increase my overall productivity. It makes workflow much clearer and easier to understand which creates successful responses from other employees and management. It encourages interaction with team members and colleagues because I am able to express an opinion or idea and persuade others with proper reasoning, that can help benefit the organisation. 
Problem Solving
	Problem solving refers to a process of working out various details of an issue that arises in order to reach to a solution. It is the ability to solve problems effectively and efficiently without much hindrances. Issues have to be identified and defined while determining various alternative solutions and evaluating them, selecting the best alternative and implementing it (Clokie and Fourie,  2016). Feedback is required as well, so that it can be analysed whether or not the solution was effective. Problems are unpleasant situations that occur daily in an organisation and it is important for employees to posses good problem solving skills. 
· Employees with effective problem solving skills are able to do analysis of problems, identify their severity and examine impacts of alternative solutions. Certain techniques help them solve challenges in a systematic manner which helps both organisation and employees overcome tough problems. It increases their confidence and solve problems whenever they arise, without much worry and struggle (Matsouka and Mihail, 2016). It helps them in developing creative and practical solutions which makes them feel independent and gives them an opportunity to take initiative in the future. This helps in maintaining healthy relationships between employees and management as they take each other's opinions and ideas while solving problems.  
· I do not have good problem solving skills which can cause a pile of problems that I will have to solve, and frustration will arise. My productivity and capacity to work will decrease, which will lead to unaccomplished targets of company. I tend to get afraid and uncomfortable or find someone else to blame the problem on and ask them to fix it. With application of right skills and methods, I can solve problems through utilization of available resources in a constructive manner and analyse it through a professional view point. I can take help of training games, brainstorming activities and other various techniques.  
Improvement of employability skills
· Employability skills are integral for individuals that are looking for jobs (Trought, 2017). I, being a graduate do not posses all the above skills and need to improve on them. 
	· Skills to be improved
	· Current proficiency
	· Strategy to improve skill

	· Working skills
	· My working skills are not good as I have little experience of work and improvement is needed in that area.
	· With proper training programs that provide lessons on adapting to new job skills and gaining practical knowledge, I can develop my capabilities to perform better as an employee. I can volunteer in fields which interest me and learn about them by reading various  books.

	· Time management skills
	· My time management skills are good as I am able to manage and complete given tasks efficiently and effectively. I organise my work, split them into different sections and set a deadline of each one that has to be completed. This makes me less stressful and build high levels of concentration.
· I, however, am unable to balance my outside life even after  having free time to myself after work. I keep making plans for next day's tasks, which leaves no time for leisure activities. 
	· This can be improved by setting plans once a week so I don't have to plan them everyday. 

	· Communication skills
	· I have moderate communication skills due to lack of confidence and self esteem. I generally shy away from sharing my opinions and ideas.
· I have a good command over language and am able to clearly understand, interpret as well as convey information to everyone
	· I would like to work upon my communication skills by taking initiative at my workplace.

	· Problem solving skills
	· My problem solving skills are not the best as I get tensed and afraid when challenges come forth.
	· I have to work on facing problems and identifying solutions for them by detaching myself from the problems and analysing it in parts and thoroughly investigating it as well as  hearing everyone's suggestions. 



[bookmark: __RefHeading__41861_511235856]CONCLUSION 
	This report on employability skills can conclude that working, time management, communication and problem solving skills play an important role in selection of employees for an organisation. Individuals should posses these different abilities as it can help them in performing work effectively and efficiently. They can increase their chances of getting hired and improve themselves as well as learn new skills to increase their capabilities.
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