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[bookmark: _Toc26004579][bookmark: _Toc26004751][bookmark: _Toc26005048]Executive summary
In this report I will look at the Employability skills required to succeed in the modern employment industry. I will also look at the changes in employability skills and the requirements to gain employment and how they have changed in the last ten years. I will look into key employability skills going into detail in how they affect the workplace organisation. I will also look at my own skills to see where I can improve myself to better my chances in gaining employment and progress successfully. 
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[bookmark: _Toc26005049]Terms of reference
The report I am writing has been requested by C. Felices on the 30/08/2019. In this report I will demonstrate my understanding of employability skills and the importance of employability skills and how these skills can be developed, highlighting the changes and the future of employability skills. Gurdass Singh completed this report which will be submitted on the 30/08/2019. 


[bookmark: _Toc26005050]Procedure
To complete my report I will be using secondary sources such as Websites, Books and journals. 























[bookmark: _Toc26005051]Findings

[bookmark: _Toc26005052]What are employability skills?

Employability skills are learnt and developed continuously throughout our lifetimes, although qualifications have a significant value, not having the essential employability skills could have a major detriment to whether or not you are successful in securing the job in a interview. Within any organisation, employability skills are skills, attitude, behaviour and abilities are essential to gaining, securing and progressing in the employment industry. How we communicate and get on with other people to how we deal with difficult situations, these are known as people skills and problem solving which are vital to succeed in the modern workplace. 
“Your education and experience may make you eligible to apply for a job but, to be successful in most roles, you will need skills that you are likely to develop over time. Some will be specific to the job, but the vast majority will be so-called ‘soft skills’ that can be used in any job or employment sectors. These soft skills are ‘employability skills’: they are what makes you employable.”
(Skillsyouneed.com, 2019)

“Employability skills are core skills and traits needed in nearly every job. These are the general skills that make someone desirable to an organization. Hiring managers almost always look for employees with these skills.
They are soft skills that allow you to work well with others, apply knowledge to solve problems and fit into any work environment. They also include the professional skills that enable you to be successful in the workplace. These are also seen as transferable skills because you can apply them to a job in any industry.”
(Doyle, 2019)
“Employability Skills can be defined as the transferable skills needed by an individual to make them ‘employable’. Along with good technical understanding and subject knowledge, employers often outline a set of skills that they want from an employee.”
(Exeter.ac.uk, 2019)








[bookmark: _Toc26005053]Changes to employability skills

Key Employability skills have drastically changed from what were required from potential employees ten years ago. People were expected to operate in a more straight forward direction taking instruction and following orders. Whereas now people are expected to use there own skills to operate more effectively. Problem solving and interpersonal skills have become equally as important as academic qualifications in the modern employment industry. How we work and communicate to how we think and behave with other people are key to success in a job/interview. Employers are now looking for someone creative, able to think outside of the box and show initiative in difficult situations. 
“A modern, competitive economy needs workers who possess skills, knowledge and attitudes they can take to any work situation and have the ability and willingness to continually adapt and prosper  in a changing world.” 
(Sheldon, 2009).




















[bookmark: _Toc26005054]Important skills for employers

The most critical skills employers look for is the ability to communicate effectively. How we communicate in the many forms of communication effectively, is something employers are unable to teach so this is a major advantage and selling point. If you are able to demonstrate your effective communication and sell yourself and your ideas effectively in an interview, you have a much higher chance of being employed. We communicate in many different forms from Phone, face to face, emails etc. 
“A lack of employability skills doesn’t just affect individuals who might struggle to find and succeed in employment without them. A soft skills gap also impacts negatively on organisations struggling to recruit and retain the employees they need to drive their business forward.
Personal development skills are likewise highly valued by employers. All organisations experience change, and employees who are continually learning and developing are more likely to cope with change. They’ll be able to adapt to new environments and people, seek solutions and find new and innovative ways of doing things. Ultimately this is what keeps the most successful businesses ahead of the competition.”
(Baumback, 2018)
















[bookmark: _Toc26005055]Time Management

 “Time management is the ability to plan and control how someone spends the hours in a day to effectively accomplish their goals. This involves juggling time between the domains of life—work, home, social life, hobbies. It is important to establish clear goals and priorities in order to set aside non-essential tasks that can eat up time, and to monitor where the time actually goes.”
(Phychologytoday.com 2019)

“Good time management skills can mean the difference between feeling like you are being pulled in a hundred different directions at the same time, and getting any meaningful work done.”
(Andrews, 2016).



There are many advantages that come along with proper management of time. In your professional life, time management can benefit you in the following ways:
1. Deliver work on time- Allocating a finite time period to tasks help you complete them on time. It also helps you to manage your workload in the most effective way. 
2. Provide a better quality of work - As a dedicated employee, you are expected to provide work of certain quality and standards. With the proper utilization of time and prioritization of activities, one can easily provide a better quality of work.
3. More productivity and efficiency - It is no secret that effective time management skills make you more productive and efficient as a working professional. These skills are helpful in helping you finish tasks as early as possible without compromising on the quality of work..
4. Much less procrastination - “I will do it later” – This is an excuse that we all have made at some time. Applying good time management tricks enable you as a founder, leader, or employee to work smarter rather than harder. It instantly eliminates procrastination by ensuring that you’re familiar with the tasks added in your to-do list and when it needs to be finished.
5. Less stress and anxiety - There are times when employees feel overwhelmed due to too much work on their plates. This can not only hamper your productivity but also take a toll on your overall health. 
6. Improve quality of life - Effective time management skills don’t just benefit your professional life but can also improve your life outside of the office. If you keep things under control on the professional front, you get more time to focus on your personal life and relationships.
7. More opportunities and career growth - Being punctual with your work will not only increase your effectiveness but will also help you earn a good reputation at work. When managers and seniors know that you always complete your tasks on time, it could lead the way for more promotional opportunities at work.
8. More time for leisure and recreation - Fortunately, with good time management, you get more free time in your day to do the leisure and recreational activities that make you happy. Ultimately this helps you to create the perfect balance by working smart all day and having a reward of your choice in return.
(Kashyap, 2019).











	














[bookmark: _Toc26005056]Negotiation

 “Negotiation is a method by which people settle differences. It is a process by which compromise or agreement is reached while avoiding argument and dispute.
In any disagreement, individuals understandably aim to achieve the best possible outcome for their position (or perhaps an organisation they represent). However, the principles of fairness, seeking mutual benefit and maintaining a relationship are the keys to a successful outcome.”
(Skillsyouneed.com, 2019)

Strong negotiation skills can be the difference between a beneficial compromise and a loss. There will always be conflicts in life, and the ability to solve them, particularly in the business world.
“People skills. More often than not, it’s not what you say – it’s how you say it. By presenting your case in the right light, you stand to gain much more from any negotiation. Approaching a negotiation nervously or aggressively gives the other party the upper hand. Be calm, civil, and direct. A good sense of humor and open demeanor, as well as being a good listener, go a long way to realize a successful negotiation.”
(Cochran, 2018).

The development of your negotiation skills can rely heavily on your confidence, people skills and knowledge. Having the confidence to approach any situation with the ability to overcome any obstacles will improve your negotiation skills. Having the strong necessary knowledge will benefit your side whilst negotiation, being able to see from the other persons perspective is a critical contributor to negotiation. 

[bookmark: _Toc26004588][bookmark: _Toc26004760][bookmark: _Toc26005057]“Negotiation Skill #1: Being prepared
It is critically important to be prepared for every negotiation you are going to have. If you are not ready, postpone the negotiation at all costs. It is critical to know your best alternative to this negotiation as well as the best alternative to the other side.
[bookmark: _Toc26004589][bookmark: _Toc26004761][bookmark: _Toc26005058]Negotiation Skill #2: Being silent
When the other side speaks and you are silent, you control their attention. You also control the flow of conversation with your questions. Letting the other side talk allows you to collect information about their interests, not just their position.
[bookmark: _Toc26004590][bookmark: _Toc26004762][bookmark: _Toc26005059]Negotiation Skill #3: Being observant
Another advantage of observing the other side allows you to shift focus from your own emotions, such as anxiety or anger and re-focus yourself on the actual problem you are collaborating on.
[bookmark: _Toc26004591][bookmark: _Toc26004763][bookmark: _Toc26005060]Negotiation Skill #4: Staying on top of your emotions
Negotiation process usually is emotional. When we negotiate with people we work with, we negotiate not just the deal, but also the relationship. Such emotions as anger, anxiety, and disappointment are rather frequent at different stages of the negotiation process. 
[bookmark: _Toc26004592][bookmark: _Toc26004764][bookmark: _Toc26005061]Negotiation Skill #5: Being creative and open to creativity
The most frequent challenge here is that it is hard to be creative under stress. However, if there is a relationship in place that allows the sides to trust each other, creativity and open sharing of ideas can produce amazing results.
[bookmark: _Toc26004593][bookmark: _Toc26004765][bookmark: _Toc26005062]Negotiation Skill #6: Being decisive
Effective negotiators are able to make decisions quickly to be able to move the negotiation forward. The challenge here is to ensure that sufficient amount of information was collected and that decisions are made on the basis of facts rather than emotions.
[bookmark: _Toc26004594][bookmark: _Toc26004766][bookmark: _Toc26005063]Negotiation Skill #7: Being able to learn from every negotiation
Viewing every negotiation as a learning experience allows you to become better every time you negotiate.”
(Successfulnegotiators.com, 2019)













[bookmark: _Toc26005064]Inter-personal communication

“Interpersonal communication is not just about what is actually said - the language used - but how it is said and the non-verbal messages sent through tone of voice, facial expressions, gestures and body language.”
(Skillsyouneed.com, 2019)


“Strong interpersonal skills can help you during the job interview process as interviewers look for applicants who can work well with others. They will also help you succeed in almost any job by helping you understand other people and adjusting your approach to work together effectively.
This is especially true as more companies implement collaborative agile frameworks for getting work done. Employers will be looking for workers who can both perform technical tasks with excellence and communicate well with colleagues.”
(Indeed.co.uk, 2019)



“With advancing technology, the world has become a compact place, and we have lost the good communicational skills, but the employers have known the importance of the interpersonal skills.
They look for employees with advanced interpersonal skills because, with these skills, an employee would be in a position to communicate efficiently with team mates, colleagues other staff members and most importantly clients.”
(Educba.com, 2019)



interpersonal communication plays a major key to success in a organisation. If you as an individual have good interpersonal communication skills you are more likely to succeed and progress. In most organisations today, a family based mentality is widely spread as employers want employees to feel valued and respected within their company. So someone who holds strong effective interpersonal skills, who is able to adapt to individuals effectively tailoring communication to create positive relationships, is able to deliver that quality and trait employers are needing to maintain a healthy morale within their business. 























[bookmark: _Toc26005065]What skills does the researcher (you) have?

Listed below are my skills I obtain, 
· Creativity
· Problem solving 
· Self-management
· Communication 
· Negotiation 
· Interpersonal 
· Team work 
· Adaptable
· Dependability 

I believe my most effective skill is my ability to be creative, Creativity skills can be very valuable in any organisation if used effectively. With the world rapidly changing and trends quickly being replaced by new ones, having a strong effective creativity skills are what continuously drive organisations forward with new ideas and plans in the competitive industries. 
“Just how important is creativity to business? Eighty-two percent of executives surveyed by Forrester agree that companies benefit from creativity. Among those benefits include increased revenue and greater market share. It’s why 58 percent of respondents said they set goals around creative outcomes, and why another 48 percent claim to fund new ideas spun out of creative brainstorming.”
(Landry, 2017).










Conclusion
To conclude my report I have now identified the key employability skills required to gain employment, succeed and thrive towards progression in the organisation. I have also demonstrated my knowledge and understanding of employability skills and how we are continuously developing our soft skills throughout our lifetimes and life lessons. I’ve found that the employability skills required ten years ago are massively different from what is required to survive and succeed in the modern day organisation. Your personal traits and characteristics have a big impact on your potential employment, the modern organisation actually thrives of people being creative and thinking outside of the box creating new business opportunities and ideas, that could potentially be the difference of your business crashing and being left behind or your business competing right at the top of the market. 






















[bookmark: _Toc26005066]Recommendations

From my findings I will look to attending a IT course to better my skills in this particular area as I have found through completion of my report, the employment industry is increasing getting more competitive and moving rapidly into the future where computers and technology is becoming more essential in many organisations. So through completion of a IT course I aim to better my computer skills getting to grips with the modern computing industry. 
























[bookmark: _Toc26005067]Acknowledgements

I would like to take this opportunity to thank my lecturer Christian Felices and Support help from Beth. 


























[bookmark: _Toc26005068]References

Landry, L. (2017) The Importance Of Creativity In Business.
https://www.northeastern.edu/graduate/blog/creativity-importance-in-business/ (accessed: 20 November 2019)
Educba.com. 2019 10 Excellent Ways to Develop Interpersonal Skills at Work https:/www.educba.com/how-to-develop-interpersonal-skills-at-work/ (accessed on: 20 November 2019) 
Indeed.co.uk. 2019 Interpersonal Skills: Definitions and Examples https://www.indeed.co.uk/career-advice/cvs-cover-letters/interpersonal-skills (Accessed on: 20 November 2019)
Skillsyouneed.com. 2019 Interpersonal Communication Skills
https://www.skillsyouneed.com/ips/interpersonal-communication.html (Accessed: 20 November 2019)
Successfulnegotiators.com. 2019 How to improve negotiation skills in the workplace
http://www.successfulnegotiators.com/negotiators-blog/2016/11/16/how-to-improve-negotiation-skills-in-the-workplace  (Accessed: 20 November 2019)
Cochran, J. (2018) The Importance of Negotiation. 
https://www.shapironegotiations.com/the-importance-of-negotiation/ (accessed on: 20 November 2019)
Skillsyouneed.com. 2019 What is Negotiation 
https://www.skillsyouneed.com/ips/negotiation.html (Accessed: 20 November 2019)
Kashyap, S. (2019) Importance of Time Management in the Workplace
https://www.proofhub.com/articles/importance-of-time-management-in-the-workplace (Accessed: 20 November 2019)
Andrews, A. (2016) The Importance of Good Time Management 
https://www.activia.co.uk/soft-skills/time-management/resources/why-is-having-good-time-management-important (Accessed: 20 November 2019)
Phycologytoday.com. 2019 Time Management
https://www.psychologytoday.com/us/basics/time-management (Accessed: 20 November 2019)
Baumback, J. (2018) The Value of Employability Skills to the UK Economy. https://www.seetec.co.uk/employability/insights/value-of-employability-skills-to-uk-economy (Accessed: 20 November 2019)
(Sheldon, M. (2009) Future Fit. https://www.universitiesuk.ac.uk/policy-and-analysis/reports/Documents/2009/future-fit-preparing-graduates-for-the-world-of-work.PDF (Accessed: 20 November 2019)
Exeter.ac.uk. 2019 Employability Skills https://www.exeter.ac.uk/ambassadors/HESTEM/resources/General/STEMNET%20Employability%20skills%20guide.pdf (Accessed: 20 November 2019)
Doyle, A. (2019) Important Employability Skills for Workplace Success. https://www.thebalancecareers.com/employability-skills-list-and-examples-4143571 (Accessed: 20 November 2019)
Skillsyouneed.com. (2019) Employability Skills The Skills You Need To get a Job
https://www.skillsyouneed.com/general/employability-skills.html (Accessed: 20 November 2019)

2

