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Employability skills are critical to all businesses. This report will focus on the basic components of employability skills which are useful in all industries. In addition, it will put forth both the perspective of an employer and prospective employee to demonstrate the importance of having employability skills. It will be exhibited that the core aspects of employability skills centre around effective communication, dynamic teamwork and resolute organisation. All of these skills are tie together to form a strong foundation for a prospective employee in any given field. However, above all the most crucial skill is having the ability to learn, from learning a new topic or skill to learning from one’s own mistakes. Throughout this report the impact of these skills will be discussed and the relevance of these skills will be highlighted. 

[bookmark: _Toc512805529]Effective communication

Firstly, the skill of effective communication, it is of upmost relevance in a work environment. It enables everyone to know what they are expected to do and also allows everyone to express themselves. Whether that be through stating an opinion or asking a question. It helps colleagues interact with one another. Communication is defined as exchanging information through speaking, writing or some other median. This is a basic skill most people have, the difference in our skill is that it is effective. Effective meaning ‘successful in producing a desired result’. Combining the two creates a definition of exchanging information successfully in order to achieve a desired result. This is a fundamental skill that needs to be worked on. It allows employers to get across what they need from their employees in a way so that they understand. Effective communication creates efficiency as if an employer can get across exactly what they need successfully without having to constantly explain their needs. It allows the employee to get on with the set task. This is why it is important for an employer to hire an individual whom he/she can effectively communicate with. This brings us on to the employee, it is important that they can effectively communicate so that they can understand tasks. This would include raising questions about the work set or formulating an opinion on the matter. As it would show the employer that one can be inquisitive which helps. Furthermore, it creates more efficiency as rather than appearing to understand the issue at hand if one asks questions it helps clarify the task which then can be completed quicker. Effective communication is so important it is said that ‘oral communication and interpersonal skills are often cited as the most important criteria in evaluating job candidates.’[footnoteRef:1] [1:  Maund, A. Schriek, M. and Tinkler, P. (2017). Certificate in Higher Education: Skills for the Workplace Student Yearbook. Sage Publications p.47.] 


From a personal standpoint, my effective communication both has its pros and cons. To develop my effective communication skill, I need to improve my vocabulary when speaking and have more confidence in using my knowledge of the English language to communicate in a more effective manner. To do this I need to be able to have the confidence to approach people and converse with them. As there is no need to have the knowledge if I do not apply it. This is crucial for me in order to have a better chance of being recruited as it both shows my communication skill and intelligence. A strength in this area that I hold is that I am multilingual. I can fluently communicate in Bengali, Hindi and English. This would impress employers as it would mean I can communicate with clients or colleagues from Bangladesh, India as well as other English speaking nations.   

[bookmark: _Toc512805530]Dynamic Teamwork

The next important employability follows on from effective communication and is having dynamic teamwork. Teamwork is critical in any industry. It is a skill set which I have worked on throughout my life. It helps gain credibility in search of employment opportunities as it shows employers that you are willing to give your all for the team. The team being their business or company. From an employer’s perspective having the ability to work inn a team would help them create a friendly, helpful and efficient environment. As everyone would be open to helping each other and doing their bit for the task. 

I have achieved understanding and learning this skill through various community projects. Including the Kings cross project. This particular project consisted of a team of twelve, I was elected to talk and present on behalf of the team. It helped me understand the importance of being able to motivate others and help another where I could. It also made me comfortable with asking for help. Furthermore, it enabled me to collect different information from various members and understand each individual’s skills and abilities. Under Belbin’s team roles  one of the two factors which was important was knowing ‘the skills and abilities that individuals bring to a task.’[footnoteRef:2] Such dynamic teamwork helped us all to achieve our goals quicker. This would help in attaining jobs as it demonstrates an individual’s personality as well as their ability to work with one another. It is of the upmost importance as no employer would be looking to recruit a graduate who does not want to work within a team. Not having this skill would limit the possible opportunities for a graduate as there are not many jobs which you can do by yourself without interacting with colleagues.  [2:  Morgan, P. (2016). The Business Student’s Guide to Study and Employability. Sage Publications. P.207.] 


[bookmark: _Toc512805531]Organisational Skills

Another key attribute is having resolute organisational skills. It is crucial in a work environment as it ensures that all tasks are completed on time, all relevant documentation is correctly stored and it reduces stress. It helps complete tasks as if one is organised he/she will clearly know their deadlines, have their daily routine planned and know what work they need to do to stay on top of things. It also ensures that all documents are properly stored which helps an individual to quickly access the specific things they need instead of having to search for it and waste time. Finally, it reduces stress as it allows one to know what needs to be done and where to look for things. In a high pressure environment, it is important to remain calm and not stress as this could over complicate issues. All of these pros of being organised help create a more efficient workplace which is the ultimate goal for the employer. It also helps the employee to produce their best work. 

Having resolute organisation is something that I am proud of and perhaps my strongest attribute. In the past I have taught kids of various ages. This helped me to understand the importance of being organised. As a teacher needs to plan the course, teach the course in a certain timeframe to ensure the student understands the topics and also to ensure the syllabus is covered in a reasonable timeframe. Furthermore, he/she needs to have the ability to adapt to certain topics taking longer and account for that time as well. I needed to be organised in terms of basic time keeping making sure each of my students had equivalent contact time. It is key to ‘[footnoteRef:3]be very specific and comprehensive in your time-planning.’ Furthermore, I needed to give myself enough time when balancing appointments with different students so I could get there on time. Being organised helped me keep calm and know what each of my student required. Not only did this better their performance, as they knew what they needed to do, it also improved my performance as I had a clear idea of what needed to be done on a day to day basis.  [3:  Cottrell, S. (2013). The Study Skills Handbook 4th edition. Hampshire: Palgrave MacMillan. ] 


Employers in different industries would look for such a quality as it shows them that the individual they are hiring will be an efficient member of staff who has the ability to meet deadlines. They will also be assured that the prospective employee will produce their best work by keeping calm and knowing what is required for them to do. From an employee’s perspective having such a skill is an invaluable attribute as it not only portrays your ability to do a good standard of work but also portrays simple things like one will be on time, one will be able to balance a social life and work life and most importantly that one can be depended on.
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However, the most significant employability skill to have is the ability to learn. In the search for employment opportunities it is key to be opportunistic. To learn from all your experiences and build on the knowledge and skill one has. The very definition of learning is the acquisition of knowledge or skills through study, experience, or being taught. Encompassing all your knowledge and being willing to expand, create and improve on it is the very essence of gaining credibility. To gain is to obtain and to do that one must learn. 

This is the hardest skill to secure and it is impossible to be perfect at it. To learn one must be able to take criticism in a positive light, they must be able to appreciate there is always room for improvement and they must have the ambition to better themselves. At the aforementioned Kings cross project, I was told that my skill to delegate responsibility was weak and that I took too much of the work for myself. At first I could not understand how taking initiative and doing lots of work could harm the quality of my work. But then I decided to sit down and look at the criticism in a positive manner. The mentor had asked me to delegate work, not because I was not capable of doing it, but because he would rather have me fully concentrating on what I am good at. It also taught me to utilize the team I have around me and appreciate their strengths and weakness. Everyone will make mistakes but it is about correcting those mistakes and not repeating them. 

From an employer’s perspective it is important to have employees who look to improve themselves and have ambition. That they are not going to make repetitive mistakes and will learn quickly to achieve a better standard of work and a much more efficient method of work. It also shows them that the employee is here to better him or herself. In addition, it exhibits that you are an asset that will not plateau but appreciate in standards.



 

[bookmark: _Toc512805533]Conclusion

In conclusion, effective communication, dynamic teamwork, resolute organization and being able to learn are all crucial skills to have or learn to gain credibility in search of employment opportunities. They are all important to employers for different reasons, but form a strong foundation for a prospective employee. It gives them a firm foundation as all these skills are not only credible because they enable a more efficient work place but it also highlights the individual’s personality and how they can be relied upon.   
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