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[bookmark: _Toc500418430]1. Introduction 
By skills we usually mean the ability of a person to do something. The ability, expertise capabilities etc make up skills of the person. The type of skills vary from one profession to another. However everywhere there are some common skills like management, leadership etc. In this report we are going to find out the type of skills needed by employees for getting a job. On viewpoint of a graduate he/she needs to find a job, on the other hand if we look at perspective of an employer the employer’s needs employees whose skills match the requirements of the job. Employer needs to find employees with the right potential.
[bookmark: _Toc500418431]2. Literature Review
Different scholars had different perspectives on employability and skills needed. First let us focus on employability. Hillage and Polland 1998 who were part of Institute for Employment Studies were involved in carrying out a report on analysing policies of employability for DFEE noe Dfes. Employability is dependent on following factors for an individual 
i. Assets such as knowledge, skills, attitudes etc
ii. How the assets can be used and deployed?
iii. How an employee can represent the mentioned assets to the employer?
iv. The context at which the individuals work ex labour market, individual circumstances.
Government on the other hand has a different perspective. It focuses on the following factors
i. Government puts more emphasis on vocational skills rather than soft skills.
ii. More on demonstrating assets rather than deploying them.
iii. People seeking to enter the job or labour market either from education or from is education is priority rather than existing people in job market.
iv. Supply side and individual is the focus rather than employee and demand side.
As per Yorke 2001 and Knight and Yorke 2001 there are 2 main concepts of employability
i. The concept of education relating to ability of graduates to tackle graduate jobs. It’s related to notion of capability the development of which was sponsored in late 1980s in RSA in ‘Higher Education for Quality’. Employability of graduates has much of a relation of being equipped for a job and the ability to be employed rather than job acquisition. (Harvey, 2001; van der Heijden, 2001).
ii. The ability possessed by a graduate to get a job.
Now if we talk about employability skills the concept of employability skills has been in talk for many years. Harvey et all 2006 says that Corporate people are in search of employees with employability skills who are capable of transforming their organization. As per Yorke and Kinght 2004 employability consists of a set of achievement skills, understanding and personal attributes that enhances the chance of a graduate to get a job, have success in their occupations which will ultimately benefit the workforce, individual as well as the economy.
Types of employability skills
Here employability skills have been classifies in 2 broad categories i. Hard Skills ii. Soft skills iii. Abilities
Let’s talk a brief about these skills 
i. Soft Skills
It consist of a cluster of personality characteristics that speaks about ones relationship in an environment.
.It comprises of peoples skill, social skills, and communication skills. Hard skills also known as technical skills are complemented by soft skills.(Arkansas Department of Education 2007).
Some characteristic of soft skills are they are intangible and very hard to quantify. Research from Society of Human Resource Management found that more priority is given to soft skills nowadays, some soft skills needed by employees in workplace are as follows
Communication 
[bookmark: _Toc456901517]Effective Communication boosts performance of an employee and as a result message is clearly communicated which results in smooth operation.
Teamwork
Teamwork helps create a friendly office culture. A company will be successful when many people work to achieve a common goal. An individual must have the ability to fit in a team and develop a good chemistry overtime.
Adaptability
An employee needs to be adaptable and adjust with changing industry needs.
Problem Solving
An employee needs to find a way when something goes wrong or respond properly during a crisis situation.
Conflict resolution
When there is more than 1 employee in an organization there will be conflict. An employee must be able to resolve issues with their co-workers and develop a strong understanding for future.
Leadership
Initially when an employee starts his career he will have a supervisor but throughout the course of time he will have employees under his supervision. 

ii. Hard Skills
It is a sort of skill which is teachable and we are able to measure like typing writing math etc. Soft skills are mostly intangible and hard to quantify but we can measure hard skills. Examples of some hard skills are as follows
Computer skills
Employees must have same basic Computer skills like typing in Microsoft work, data entry in excel etc. Such optimum level of skill is a must for any organization.
Data Analysis
It’s a common part of many job description and responsibilities where you need to collect, organize and interpret the data. Knowledge is required about data visualization software, flowchart software etc


Social Media Experience
 Employees need to have a strong presence in social media platforms like Linked, Facebook as it is even used by clients to communicate with the Company. Besides even before recruitment nowadays employers look at the Facebook and LinkedIn profile of employees.
Image and video editing
It is a plus point for the employees if he knows works on Adobe Photoshop, Illustrator etc
Planning and Project Management
An employee needs to have good knowledge over planning specially the ones in Marketing, advertisement or sales.. They need knowledge relating to software such as Trello, Microsoft Project etc.
iii. Abilities
 By ability we usually mean the skill processed by an employee to do something. We often talk about skills but what about abilities
Agility
It means the ability to move quickly and very easily. Company wants employees who can cope up with the pace of dynamic environment.
Courage
Employees must have the heart to take risks and be accountable for possible outcomes. Besides an employee must be able to speak when something is not right.
Curiosity
It is the desire to learn. Employees must be keen to learn and take initiatives by themselves.
Resilience
It means to recover from a setback. In case of committing any mistake an employee must take lessons from the past and move forward.

[bookmark: _Toc500418432]3. My Skills
So now let’s start with my story. So for seeking employment I also need to develop some skills. First let me discuss a bit about my personality. Personality wise I am a bit introvert and don’t make friends with a lot of people unlike many other people. I am a bit short tempered at times but I am a very honest person. I hate people who are involved in hurting others or deceiving other people. Some pros and Cons about myself are discussed below
Pros
Honesty
Hardworking 
Willing to accept new challenges
Cons
Easily trust people
Not a gifted talent.
At times have a tendency to be rude and take things lightly.
[bookmark: _Toc500418433]3. 1 Soft Skills
Main Strengths
Leadership and Adaptability
These are the areas in which I am good. I always am ready to adapt to different environments. I like variation in clothes, food and everything in life. I am always ready to adapt to whatever changes in my life. For example even if I have to step out of my comfort zone and be somewhere else due to my job or profession I would do that without a second thought. A person can be a leader or a follower. I like to dominate people. It starts from my family life. I like to influence my family decisions. Like when purchasing household equipment or electronics I always try to have an influence in describing the latest models etc.
Skills that need improvement
Teamwork, Communication and Conflict Resolution 
Teamwork is what I need to grow I have seen that while working in groups I like to dominate and have serious hate on people trying to escape the work. But me trying to make them work has backfired. Besides I have a tendency to stammer while speaking and my writing too needs improvement specially English. Such things usually hamper smooth Communication.
[bookmark: _Toc500418434]3.2. Hard Skills 
Main Strengths
Computer skills and Social media
My Computer skills are good. I am quite efficient in MS Word and MS Excel. Besides I am learning. Facebook Marketing, Google Ad words and have made quite a steady progress.
Areas that need improvement
Planning and technical skills
I lack short of some technical skills like data analysis, image and video editing. Besides I am not much strong in planning and organizing. So need to prepare myself to tackle big projects in the future.
[bookmark: _Toc500418435]3.3 Abilities
In terms of abilities my biggest strength in curiosity. I am always eager to discover the unknown. My philosophy is that knowledge is freedom. We need to learn till we die. I also have resilience but I need to be have more courage to tackle more difficult situations.
[bookmark: _Toc500418436]4. Personal Development Plan
The personal development plan in details is included in Appendix where I have mentioned the steps time frame and things I need to do to become a digital marketer. Let’s discuss some key points of Personal Development plan.
Section 1-My Goals
I established the goal of becoming a Digital Marketer.
Section 2- Skills and knowledge
The skills and knowledge needed here are Search Engine Optimization, Facebook Marketing, Google ad words learning, Web design and development etc.
Section 3-Next Steps
Complete actions step by step through course of time.
Section 4-Resources
Start collecting money and build a complete work station and gather other resources needed for work within next 2-3 years.
Section 5-Time Schedule
I am expected to start from March 2017 and Complete within January 2020.
Personal Development plans mostly outline the hard skills I need. But I also need massive improvement in some soft skills such as communication, teamwork, managing my own temper.

[bookmark: _Toc500418437]5. Conclusion
From the Research we have some common findings
i. Employability of an employee is dependent upon the assets of an employee such as skills, abilities etc. How these assets can be deployed and presented to an employee.
ii. For getting employed an employee needs to have right sets of hard skills complemented by soft skills.
iii. Soft skills are usually intangible and it comes from personality characteristics of a human. Hard Skills are which can be taught and measured more easily than softer skills.
iv. I personally need more improvement over soft skills like teamwork, temper management, Communication skills, networking etc.
v. A personal development plan I have discussed in setting a goal and sets of skills, resources and time need to complete that goal. I have personally have developed a Personal Development plan for myself and mentioned everything to be needed in details. 
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Personal Development Plan

Section 1-My Goals
What are my overall
goals | want to
‘Accomplish in this
period?

Iwant to be a digital
marketer.

Section-2 Skills and
Knowledge to be
learned?

Website Design,
Search Engine

Optimization,Social
media marketing

Section 3 - Next Steps
How am | going to
acquire the skills and
knowledge? How am
going to do this project?

Section 4-Resources
\e.money,

necessary accessories

Section 5-Time

schedule

Section 6-Completion

Short-Term Time Frame
What do [ want to
accomplish in the next
three to six months?

Do an in-depth Research
On Digital Marketing
online covering areas
such as

Facebook,Google Youtube
o

Initially do Research,
Watch You Tube tutorials.
Tryto have a strong
foundation.

Start learning about
HTMLCSS, Also start a bit
of learning Google
Adwords and Facebook
Marketing,

Find out time and start
collecting money.

Willstart from March
2017
Date
Date
Date

Mid-Term Time Frame
What do | want to
accomalish in the next
six months to two
years?

Search for online
courses and free
tutorial and get
enrolled.

Get enrolled in
courses online offered
by Udemy or other
sites

Complete Web Design
learning ad be Google
Adwords certified.

Slowly start building a
workstation with PCs
and other things

Date
Date
Date

Long-Term Time Frame
What do [ want to

accomplish in the next
twgto three years?

Start practicing
Website and Social
Media Marketing,
Have a Facebook fan
pageetc

Make an own
portfolio website and
brand myself as a
digital Marketer and
start working for
clients and work with
a Digital Marketing
Company,

Start practicing SEO
with my own website
as well as website of
the client.

Build a complete
workstation

Hope to complete
within January 2020
Date
Date
Date]




