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[bookmark: _GoBack]The definition of employability is “the quality of being suitable for paid work.”[footnoteRef:1] Employability skills are fundamental skills for on job readiness, they are soft skills which allow you to work well with others, it also allows you to apply knowledge to solve problems and fit into a wide variety of environments they also include professional skills that enable you to be successful in the workplace. These skills include; problem solving, communication, adaptability, collaboration, resource management and organisational skills. Having these skills will allow you to increase your productivity in the workplace, save costs and reduce wastage as employee turnover will be considerably less.  [1:  https://www.dictionary.com/browse/employability
] 

In the next few paragraphs I will use a few articles from professional job search websites to talk about the different types of employability skills that will allow you to be successful in the workplace.
The first article I will discuss is an article on jobs.ac.uk which is a job search site. According to this site employability “is not the same as subject knowledge, qualifications or specialist experience”[footnoteRef:2] it is about personal attributes and skills that will be beneficial to the organisation such as being a team player, a positive attitude, good work ethic, integrity, reliability and customer focus. These are all transferrable skills that can be used in any workplace for any position at any level. The best way to develop employability skills is through experience; these skills will develop the more you put them into practice. Other ways to build employability skills is through volunteering, or life experiences that require these skills. I believe I possess these skills as I always turn up to work with a great attitude and a willingness to help my colleagues, I am always willing to try new things and I have the ability to communicate with my colleagues or superiors when things aren’t going well. I am a very reliable worker as my time keeping skills are excellent and I am always willing to follow protocol. [2:  https://career-advice.jobs.ac.uk/career-development/employability-what-are-employers-looking-for/] 

The first employability skill I'm going to be discussing is problem solving. Problem solving is “the process of working through details of a problem to reach a solution.”[footnoteRef:3]  One example of problem solving is looking at a flaw in your work, then you analyse it and see how you could make the work better after that analysis it is time to implement the necessary changes that resolve the problem. It is important to have problem solving skills because you will get into situations where you need to see positive results quickly or you will need to solve urgent and complex problems. This is a normal part of everyday working, and without these skills an employee would struggle in any work setting. Moreover, if you need to have results gained quickly or you need to solve urgent and complex problems the employability skill in problem solving is extremely vital for you to have as you will be able to create solutions to many issues quickly. [3:  http://www.businessdictionary.com/definition/problem-solving.html] 

The next employability skill I'm going to be discussing is communication. Communication is simply the act of transferring information from one place, person or group to another place, person or group.[footnoteRef:4] There is a large amount of ways we communicate daily these come under the category of verbal, non-verbal and visual[footnoteRef:5].  Verbal communication is when you give information to someone using words or using speech for example asking someone for juice to drink. Non-verbal communication is when you transfer information without using speech or dialogue. Examples of non-verbal communication could be facial expressions hand gestures or even your body language. Non-verbal communication is extremely vital when you need to communicate but you’re not allowed to speak for example in meetings where you need to relay an urgent message to a co-worker. Visual communication is a “sub-field within the discipline of communication that examines how information is conveyed through visual means”[footnoteRef:6]. Examples of visual communication are using images to entertain an audience, for example advertisements and banners as they carry information that the audience can see. [4:  https://www.skillsyouneed.com/ips/what-is-communication.html#:~:text=Communication%20is%20simply%20the%20act%20of%20transferring%20information,be%20affected%20by%20a%20huge%20range%20of%20things.]  [5:  https://www.managementstudyguide.com/different-types-of-communication.htm]  [6:  https://learn.org/articles/What_is_Visual_Communications.html] 

The second Article I’m going to talk about is from the website mywestford.com.[footnoteRef:7] This website talks about different reasons why good communication is important. The first reason is good communication builds an effective team; if everyone communicates openly it will boost the team spirits and enable them to work more productively. I am able to communicate effectively as I have a clear voice and I able to put my point across clearly. This is demonstrated when I am in class I rarely stutter and I am able to convey my point effectively to my teachers and fellow students. [7:  https://mywestford.com/blog/5-reasons-why-clear-and-effective-communication-is-important/#:~:text=%20The%20Important%205%20Reasons%20of%20Clear%20and,among%20employees.%20Trust%20creates%20an%20environment...%20More%20] 

The next employability skill I'm going to be discussing is adaptability. Adaptability is the ability to adjust oneself readily to different conditions[footnoteRef:8]. Adaptability is very important as you can adjust to multiple job roles which will increase your mobility in an organisation and in the workforce as you will possess many necessary skills your bargaining power for higher wages increases. Examples of adaptability is preparing alternative solutions and acquiring new skills to equip to your arsenal/skillset. Another example is the capacity to fill a gap when asked. Employers look for employees who can easily adapt to a variety of situations, employees who can anticipate the needs of the business and do what is necessary to meet those needs. Moreover, it will be able to enhance your performance allowing you to be more efficient and reduce the time it takes to complete a task showing why adaptability is a very important employability skill. [8:  https://www.dictionary.com/browse/adaptability] 

The fourth employability skill I'm going to be discussing is collaboration. Collaboration in the workplace involves two or more people working together to try and create something or trying to achieve a common goal[footnoteRef:9], the phrase “putting our heads together” would be a good example of this. Strength in this area enables the employee to successfully work towards a common goal with others. Acts of collaboration include listening to others, taking responsibility for mistakes and respecting the diversity of your colleagues. It is very important to pay attention and to listen to one another to appreciate the different opinions of your colleagues. It helps to obtain good knowledge and understanding of each other. It also enhances the execution and overall growth of a team. Some of the collaboration skills are being able to trust your colleagues, being able to communicate openly and effectively, appreciating the diversity of ideas. Collaboration is a very important employability skill because it allows the group to be more efficient when it comes to things like the division of workload and other things. [9:  https://dictionary.cambridge.org/dictionary/english/collaboration] 

The third article I’m going to talk about is from the website carolinealbanesesite and talks about the importance of teamwork at Apple[footnoteRef:10]. The article talks about how the huge customer demand forces the employees of apple to work together to figure out the best way for Apple to innovate and fulfil their customers' demands. In the article Steve Jobs said that "Teamwork is dependent on trusting the other folks to come through with their part without watching them all the time". What Steve Jobs is saying is that the skill of teamwork can only come about if everyone in a team works together and puts trust in each other to deliver the best ideas without having management micromanage them. Teamwork is a key skill that I have as I am able to work with many different people and achieve a high standard of work, I’m able to listen to other people’s ideas and implement them in a way that gets the best results for the team. This is seen where in my workplace I can help everyone whether it means covering for someone or helping them care for the person they are looking after. Teamwork is important because you need to be able to come together with your team in order to reach a mutual goal that has been put in place. An example of teamwork is a sports team aiming to win a trophy or awards. The only way a sports team can win is by understanding each team member’s strengths and weaknesses ad utilising the best person in the best roles. An example of a successful sports team winning a trophy using teamwork is the Toronto Raptors coming together and using all players in their team to beat the overwhelming favourites in golden state warriors digging deep as a team and not relying on one person to save or bail them out everytime they get into a problem. (Toronto Raptors beat the Golden State Warriors, 2020) Collaboration is a very important employability skill because it allows everyone in the group to be more efficient. This is because everyone collaborating in the group as it will help to divide the workload into manageable sections that everyone can contribute to rather than one person doing everything which will take an eternity for that person to achieve that goal showing why collaboration is very important skill for a person to have. [10:  https://carolinealbanesesite.wordpress.com/2016/10/07/teamwork-in-apple-inc/#:~:text=Teamwork%20not%20only%20allows%20different%20ideas%20to%20be,all%20about%20innovation%20and%20creating%20new%20technology%20first.] 

The Fifth employability skill that would be ideal for any employee to have is being able to manage their resources. Resource management involves planning so that the right resources are assigned to right tasks[footnoteRef:11]. These resources can be intangible for example people and time or these resources can be tangible for example equipment materials and finances. One Examples of being able to manage resources are being able use your budget to its maximum capacity while fitting all criteria's such as being able to use the money to invest into new machinery/equipment. Another example of resource management is manging employees. The way you would manage your work colleagues is through allocating them tasks which efficiently utilises their skill sets ensuring that you give them a specific time period to do those tasks and having clear and specific outcomes outlined. Resource management is an extremely important skill for you to have because; you are able to maximise efficiency when utilising resources, you are able to reduce the time taken for a job to finished, it reduces the amount of tangible and intangible resources that are used. This is because each resource will be used to its optimum ability so it will be hard for a large proportion of the resources to be wasted. This shows how resource management is an extremely important employability skill for everyone to have. The reason why resource management is extremely important is because it allows you to both predict the future and to prevents the chance of any miscommunication happening. This is because you can figure out where any future problems lie, and you can manage the resources, so you limit these problems through buying more resources to combat the problem. Morover when you manage your intangible resources effectively then there is a chance that there will be a communication error as everyone knows what they are doing, and they know when to do their job. This shows how resource management is extremely important for someone to have as a skill. [11:  https://www.shopify.com/encyclopedia/resource-management#:~:text=Resource%20management%20is%20the%20process%20by%20which%20businesses,%E2%80%93%20and%20tangible%20%E2%80%93%20equipment%2C%20materials%2C%20and%20finances.] 

The last article I'm going to talk about is from the targetjobs.co.uk.[footnoteRef:12]  This article talks about the ten skills that employers look for in potential employees. It talks about the key skills employers look for in graduates to employ them. These skills are extremely important as it shows your employer that you will be an asset to their business instead of a liability. Some of the skills that the article talks about are communication, problem solving and teamwork. I have these skills as when I was working my group presentation, I was able to communicate with my fellow classmates in order to get on the same page as them. I was able to analyse the question that was given to me in order to come up with a solution that would allow me to complete my slides. I have demonstrated teamwork in the workplace where I needed to work with my colleagues to help the person we are looking after to make sure they are safe. [12:  https://targetjobs.co.uk/careers-advice/career-planning/273051-the-top-10-skills-thatll-get-you-a-job-when-you-graduate] 
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