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                                                                          Introduction
The purpose of my report called The Skills that make me Employable is to look at different Skills that make me/us employable, and research about the skills needed when applying for a job. At the moment I work as an SEN TA in a junior school, but my future career goal is to become a Prison Councillor, and I need to finding out why it is so important to have these particular skills when applying for this position. Looking at the jobs criteria for instants, will help us to know what we need for the job role and how we can gain the skills needed.  Also looking at my weaknesses and strengths helps me to identify all of my different professional skills that I have obtained compared to the skills needed, for example I have good verbal communication skills talking in a small groups or speaking on the telephone, but I don’t have the confidence to stand up in front of an audience and discuss or answer questions. This is one of my weaknesses that I need to work on; this is called lack of confidence. Also discussing why it’s important to practice these skills and where it is most desirable when applying for your dream job.
One of my strengths I have is time management, which I feel this is something essential we all need in order to succeed in our careers (my theory). However, this report will also inform you of ways to improve the skills lacking and an example of what you could do to improve them.
In my article Step by step I will be talking about the key elements of different skills I don’t have, and what skills I will need to gain for my future career in becoming a Prison Councillor. What do I need to qualify? 
For sure we all need to have some employable skills that will make us all desirable candidates to employ in the near future. 
[bookmark: _GoBack]                                                                            
                                                    Skills That Make Me Employable 
Team work: Working as a team makes my personal life and work life much easier, as it is something that is efficient and so effective. With Working in a team you develop new ideas, different ways to structure your work, and there’s an understanding and togetherness with in the circle. I feel i gain a lot of information from one another when being advised; getting different opinions, and hearing useful tips exchanged, really help whilst planning. Having this skill I feel secure and more confident on meeting deadlines, and accomplishing the tasks needed to be met. This shows my future employer that I am organised and i take my job serious, I can provide outstanding work quality, and also work under pressure with bring great value to the company that I am applying for. By working together it creates a bond, understanding and builds trust amongst the group, being a good team worker builds on my own creativity and performance at work. But research shows that working in a group can cause different types of emotions and behavioural conflict with in the setting, this could be due to having too many people in the group, or having too many members with the same skill. Keeping the group small makes the task easier to complete Therefore having the right amount of members with different expertise will complement the group rather than criticise the other team members.  Having a large syndicate of 10 will later on cause a loss of “togetherness”, and disagreement amongst everyone along the way, so having a small group of 6-7 people with different 
Skills will make the task more effective ( Morgan, P. 2017 p203-204). The Business Student Guide To Study and Employability.
Communication: Being able to communicate effectively with people is one of the main skills to have. By being able to communicating with people brings a great level of understanding. I process different types of communication with my colleagues on a day-to-day basis. For example, writing short messages on the staff memo board to inform other members of staff about any changes on the daily rota, or training day’s that need to be attended. Sending messages via email, text, posted notes, telephone, and writing in the staff diary book to inform members of staff of important messages passed on throughout the day. Having this system in place is an excellent thread of verbal and written communication; this will break down the lack of communication barriers that tend to build within work environments. Organisations need to find ways to help their employee’s to communicate with each other externally and internally as team members. Also exploring with different types of communication i.e. joining a WhatsApp group, or simply arranging a small meeting amongst themselves this will enable staff to understand, and support each other better, and also see how simple it can be, which helps more on the understanding of each other through discussion (Quirke) B Making The Connections (2017) Second Edition (P40). However, even though having this set in practice does not mean communicators wont lack or interpreted information incorrectly, this is due to individuals emotions due to their attitude which leads to a particular behaviour (Morgan .P (2017.) when working alongside 20 members of staff I find it can be quite challenging when communicating orally, as staff tend to move around a lot dealing with distractions and organising for their lesson a head, you can become forgetful and not pass messages on. This is common in many different businesses. Looking at Oral Communication skills, choices, and Consequences third edition 2013(chapter one) states solid communication gives us self-confidence and a feel of accomplishment. By recognising bad communication this will help in the future to become a better communicator ( Young K. Travis P Howard).                                                               
Time Management: This skill helps me to organise and structure my work effectively when working on my own at work or making arrangements and planning my busy days ahead. It’s important for me to stay focused, and organised whilst doing paper work or managing my schedules in my dairy. It helps me to keep calm and clear headed when planning future appointments, dealing with classroom activities, and studying outside of working hours. Self-management consists of handling your time efficiently throughout the week, although I tend to get distracted along the way; (something my life consists of quiet often). I work in a Primary School as a TA, so being in that environment you do come across a lot of distractions i.e. noise level between class rooms, PE activities taking place outside in the playground, pupils walking up and down the hallways and hand driers from the toilets going off. Unfortunately this is something within my work surroundings that I have to tolerate. But a few reports by (Gevers and Demerouti 2013) investigate distractions in employment; eventually this might become a problem, so this issue needs more focus (Mohammed and Nadkarni 2014). Distractions can also lead to procrastination when not following your time management through. Studies investigate how to prevent or reduce procrastination and what interventions can help you in the future (Eerde,Wendelien,2015)The Psychology of planning and organizations. This article shows us that using the internet is one of the biggest traits for Procrastination, which can lead to anxiety and depression due to the increased level of freedom that causes defected task delay (Reinecke Leonard & Meier Adrian 2016). How I deal with my distractions (that may lead to me procrastinating) is self-discipline, for example turning my mobile on silent mode, music and television switched off contributes to my focus on what’s important. But sometimes I tend to give in and have a peak at social media and respond quickly to few text messages, and emails. It’s not easy living in today’s society amongst so much social media activity, it does become distracting at times but I guess we have to set our tasks, and block out what’s not important and prioritise to stay on track.                                                                       
Initiative: As a professional Using my initiative is one of my best qualities that I hold as one of my skills. When working in a school this is one of the perfect tools to have to stay proactive. Working on my own initiative, drives me to think outside the box for example when putting up a display board about shapes I might decide to do the shapes on the board in 3D so it stands out ,this helps me to be more creative and prepared when setting up classroom activities. When contributing my ideas in a team, I feel it brings creativity and dedication to the group along with input from staff. I feel it develops a bond and a clear understanding with the group I work with. However that may be, working with a group can sometimes bring stress and conflict to the task that we need to complete. This could be due to too many ideas and opinions. How I overcome this temporary barrier, is to first delegate the right person to do a pacific part of the project, having a discussion based on the task and then coming to an agreement. I find this most reasonable. Although I’d prefer to work independently working from my own initiative, but working in a group can reduce time, and the work load, so bringing different ideas to the table would be best. The whole idea of working together is to accomplish quality work and get the task quicker.                                                                 
My Career goal: To become a Prison Councillor, I need administration and good communication skills, and earn a Bachelor’s degree in psychology or criminal justice.  So how do I gain these skills? And where do I start?  To start I structure myself a S.W.O.T analysis board, which I will keep at home on the wall so I can see what I have to change, to what i need to accomplish for my career for the future. Also giving myself a time frame to achieve my goals, this should help me to remain determined and focused to keep on track. Becoming a Prison Councillor it requires you to obtain a Bachelor’s degree in Mental Health, Criminal Justice, or Psychology. I would need to go to University for 4 years full-time to accomplish this degree. The jobs description starts with working closely with inmate’s help them to develop new skills, helping with enrolment in education, and prepare them when going back into society etc. while dealing with the inmate’s reports, and writing up evaluations, you have to emotionally be strong when considering becoming a prison councillor due to the responsibilities it entails. This profession requires focus, hard work, commitment, and compassion. This will provide me with such a rewarded feeling, just knowing that I have supported someone into building their life back up again makes the occupation worth achieving.  
Analysis: Taking a look at confidence building when setting out your PPD (Personal Professional Development), this will help us to also view our before and after progress which means a step closer to our achievements. Alongside my own SWOT Analysis (Strengths, Weakness, Opportunities and Threats) I have gained more strength due to having my own PPD in place which helps me to recognise my maximum abilities Research shows that starting with a self-evaluation is probably the best step to take when planning ahead for our future. Giving yourself a rating from 0 to 4 (4 being strongly agree) finding out what skills you already have and what skills are required to achieve your goals. Instead of just thinking about the areas of improvement needed, adding a Personal planning Development into your life to help you also known as (PPD) is truly the easiest way of underlining your strengths and weaknesses, and could be the first steps towards applying for that job opportunity; this will also add value to your CV. When developing your skills this opens so many doors for employment, making your application look more desirable to the recruiters. In fact self-management and people skills are the main skills that have been highly recognised, and will help you to overcome other challenges Author (Cottrell, S. (2015) p12-18 third addition Skills for Success personal development and Employability Palgrave Macmillan. 
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