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INTRODUCTION




There are many factors that affect when looking for a job, seeking a promotion at work or looking for a change at job, some may not be in your hands, but other them, you can improve and increase your ability to concentration. Taking the time to improve your skills and qualifications will help you make it easier to take the next professional step.
If you continually improve your skills and stay updated, you will have more opportunities to be hired for a job or improve on your current job.
Having a graduate does not ensure you will find a job, but your qualifications affects when applying for one, many jobs require to have work experience. So, you can develop skills that help you to stand out for the ideal candidate.



Here are 4 articles that can help you improve.






Article 1
HOW TO KEEP YOUR JOB SKILLS CURRENT

10 Ways to keep your job current
1. Check out the Most In-Demand Skills for Your Occupation
Look for the most demanded requirements for the job you are looking for, the first and very important step to keep updated is to identify the talents that employers need and value most in your field. Consider job titles for professional positions. Also review the top skills in general and job specific. Review job descriptions on job sites as Indeed and make a list of skills employers are looking for in their candidates.

2. Get the Scoop
To learn more about the preferred and required skills of your profession, talk to the human resources staff, they can help you by giving you information on the requirements. Analyse the skills of the featured artists at their employer to find out how they did to excel and the skills that helped them. In the professional profiles of LinkedIn, they can provide you information.
 
3. Follow industry Leaders on Social Media
To better identify new directions in your profession, and decide which skills would be the most important to focus on, visit social media such as LinkedIn of corporate CEOs and industry leaders.

4. Make a Professional Development Plan
When you've identified your target skills, make a plan to follow your career path steps and build or gain the skills demanded for your occupation. Attend to professional associations that offer workshops at conferences throughout the year and talk to leaders to identify opportunities.




5. Attend a Workshop
There are technology workshops and online tutorials, such as free or low-cost online programming classes, offered by third-party software vendors and groups.
Talk to the IT professionals in your organization to find out what is offered and you can get recommendations on other learning providers.

6. GO to School
To quickly renew your skills, consult local universities and adult education centres, they often offer courses or seminars to help employees improve your knowledge and skills with certification.

7. Attend Professional Networking Conferences and Other Events
Compare your skills with those of other career fields at professional networking conferences. They also often have seminars or workshops dedicated to professional development, giving you the opportunity to quickly learn about job skills and add them to your own.

8. Read Professional Journals
To keep updated with technological developments in your industry, read professional magazines and trade magazines, you will find out about emerging areas where you could improve your knowledge.

9. Volunteer
To try your skills, volunteer to take on projects to work and practice your skills and develop them, you can include in your CV as paid work experience.

10. Develop Both Hard and Soft Skills
You have to be updated on the hard skills of your profession (job-specific skills you learned in college or a training or certificate program), you always have time to improve the soft skills. Analyse your weaknesses and the fields where you see that you can improve, strengthen them and you can improve your social skills.
By Alison Doyle, Updated September 02, 2019
https://www.thebalancecareers.com/how-to-keep-your-job-skills-current-2063756

Article 2

Employability Skills: The Skills You Need to Get a Job

What are Employability Skills

Employees look for skills that go beyond qualifications and experience.
Education and experience do not ensure you will be successful, many of the jobs will need to develop your skills. Some specific and others that are the vast majority of so-called "soft skills" that are used in all sectors of work. Soft skills are "employability skills": those that make us employable.
In all jobs as a general rule they are willing to teach you specific skills whether they are operating specific pieces of machinery or how to use specific computer packages for the function of the company. The "soft skills" are difficult to identify and want you to have them before being hired.
To show off your employability skills, create a strong CV or resume, write a good covering letter and interview well.
The most important employability skills are in the areas of:
Good team working and good individual work, communication skills and interpersonal skills.
Being reliable and dependable are very important, show how you can do what you say you will by deadline you have agreed, and be there when you are meant to be. 
Be always willingness to learn new skills, whether those are job-specific or more general to get more knowledge.








3 highlights that may be helpful in developing these skills areas.

1.Working well with other people
Interpersonal skills are those skills required to work well with other people.
Good interpersonal skills affects in the work environment making you participate effectively as a member of a team, satisfy customers, and clients, expectations , negotiations, make decisions and solve problems with other people, work effectively with other employees. 
The range of areas covered by interpersonal skills:
Communications skills: the key to transmit or receive messages accurately without misunderstandings. Includes:
1. Verbal communication: the words we use face-to-face or in writing.
2. Non-verbal Communication: communication through body language, tone of voice and emojis.
3. Listening: how we interpret the verbal and non-verbal messages sent by other, including writing.
Emotional intelligence: the ability to recognize, and control your own and others emotions, using them to understand the desired outcomes.
Team-working: is a vital skill in most jobs, the ability to work with others in groups and teams formal and informal.
Negotiation, persuasion and influencing skills: it’s a great skill for agreeable solution to problems and situations, can be persuading others that your solution is the best or finding the better alternative by sharing ideas.
Conflict resolution and mediation: these skills are underrated but it is required to resolve disagreements in a positive way in your own disagreements or those involving other people.
Problem-solving and decision-making: this skill is very important to identify, define and solve problems making decisions about the best course of action.







2.Being Reliable and Dependable

Always do what you say you will do. Look around you and find out what to do, and then do it.
It is not easy at all; you must organize yourself and manage your time effectively. You will have to identify what to do first and not leave important things to yourself. Being reliable is good, but you have to be careful not to leave work too often. You have to be disciplined to do the things you don't want to do but are necessary.
Taking responsibility will make you more reliable, but it doesn't mean that you have to do everything yourself. With so much work, you could miss the deadline.


3. A Willingness to Learn

Be open to new ideas and experiences and seek to improve your skills and knowledge. You can say it is personal development, goal setting, action, and reflection. Be it formal or informal the modern world wants us to functionally and review our skills. Many times, you have to adapt to changes, employers want people who are resilient, adaptable and flexible.

https://www.skillsyouneed.com/general/employability-skills.html










Article 3 
What are transferable skills?
They are skills that can be used in many different jobs and industries. They are acquired over time and also in previous positions, volunteering, even at home.

Why are transferable skills important?
They are very valuable to employers, they show how you can fit well into the team, what you can contribute and what you have learned from previous positions or experiences.
If you do not have experience in the job you are looking for, transferable skills will help you demonstrate and stand out to show that you are suitable for the position.

What are some examples of transferable skills?

Leadership: These are usually management positions, but being a good leader is crucial in almost every job. Refer to your CV, for example, if you have coached a sports team, or led a project.

Time management: Time management is very important, it shows that you can work to set deadlines, complete the forms in a time-efficient way, and divide projects accordingly. You can refer it in your C.V. like: completed project on time, urgent construction work with satisfaction.

Prioritisation: Employers value prioritization, getting tasks done efficiently, on time, and to a high standard. Proving that you are capable of supporting workloads by organizing yourself in your schedule and dividing the tasks according to their importance. 

Delegation: Delegation is important in positions for managers, supervisors, or any high-level position. Also, those without management experience can demonstrate this skill.

Listening: We all probably have good listening skills, no matter where your experience is from. Showing it on your CV should be easy. Examples: good listening instructions can give you a specific positive result. In meetings, or listening to the needs of a client.
Communication: It is very important in the customer service industries; it is a versatile skill that is part of every role and contributes to the operation of any workplace. They all have it. They can vary the cases, communication with the client, solve problems, or achieve a joint objective.
Research & analysis: It is important to have good research and analysis skills to get out there to employers. Examples for your CV: college essays, data collection, organizing and evaluating information.

by Michael Cheary
https://www.reed.co.uk/career-advice/what-are-transferable-skills/























Article 4



7 ways to improve graduate employability in lockdown

Pick up a hobby:
We have many ideas of what to do if we had more free time, now with covid19 we all have time, it is the perfect opportunity to start a new hobby or interest.
learn a coding language
write a novel
learn how to cook
go out and discover how to plant and grow
Learn to play an instrument
start a book club
teach yourself to draw or paint
take a photo.
This shows initiative and passion to learn, you can also put it on your CV as "hobbies and interests"
Take an online short course: 
What better way to improve your skills than by taking a short course online? There are a variety of online courses for learning a certain piece of software, learning a new skill, or brushing up on soft skills. It doesn't have to be related to your career, that gives you initiative, drive and the ability to organize your CV.
Start reading: Social distancing is coming to an end soon so you will have to be prepared for the world of work. Research the sector you want to join, paying attention to the companies of interest. This is also a good time to prepare for the interview, telephone and video interviews are now used, make sure you satisfy the requirements.




Improve your online presence:
Check your social networks and ask yourself if they are suitable for employers. Employers will check your social media to see if it is suitable for the job or company.
How to order your social channels?
Adjust your privacy settings, how to have your profile (public or private), delete publications that may affect success, controversial comments, bad words. Make your profile professional or as close as possible. 
Sign up as a volunteer: Volunteering looks great on your CV and will give you great examples to use during job interviews. Many community / group projects have been discontinued and you obviously cannot volunteer abroad right now, but there are still plenty of opportunities to volunteer online or do solo assignments in your area.

Learn a language: Having a second or third language will help you stand out in the competitive job market. Business in its forms is more international, so a language like Spanish, French or German will give you a good advantage.

Craft the perfect CV:
Don't neglect your CV in these crucial moments, there are always job opportunities. Take some time to take a critical eye on your CV. Does it contain unnecessary information? Is it in the correct format? Does it include all of your skill and experience? Could you use a rewrite of your personal statement?

Jemma Smith, Editor
https://www.prospects.ac.uk/careers-advice/getting-a-job/7-ways-to-improve-graduate-employability-in-lockdown

 
conclusion



It is inevitable that there is a wide range of skills that could be useful to employers. Each of us also has our own personal range of skills, and therefore each of us can make a unique contribution to any organization. Learning to recognize and use your skills appropriately is essential.
An open mind and a willingness to embrace new ideas is probably one of the most useful attributes you can bring to any organization.
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