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[bookmark: _Toc66389235]Introduction
Within the Introduction, discuss what the report is trying to achieve (rewrite the question) and tell the reader a background to Employability skills e.g.
What are Employability Skills?
Who requires such skills?

Employability skills are a set of transferable skills required by the majority of employers in the workplace. Having a particular set of skills will be desirable to certain future employers, these type of skills will set you side from the crowd and make you an attractive stand out employee. There are two types of employability skills, soft skills, which consist of interpersonal and people skills, and are made up of personality traits such as integrity, emotional intelligence, team work, professionalism and flexibility (Bartel, 2018, p 79-80). Whereas hard skills are teachable and measurable such as reading, writing and digital competency this is where having qualifications have an advantage. 
Every individual will need some sort of employability skill to be successful in their career. 

Need to write more on introduction
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Important employability skills in today workplace.
All skills are important to have in today’s workplace but (Steward 2020) believes that the top employability’s skills that employer’s look for are written and oral communication, team workings skills and time management skills. Amongst the top desirable employability skills, resilience is also extremely important. Resilience has been defined as the ability of a person to recover, re-bound, bounce-back, adjust or even thrive following misfortune, change or adversity (Garcia-Dia et al., 2013, cited in Rees et al, 2015). This is so important in the workplace today as employers will require their employees to be able to deal with any challenging incidents that they may come across. Employers will also require their employees to be adaptable to company changes that may come about in their future employment, like the development of technology or to take on more work as per the business needs. Employers will look out for people with a can-do attitude and those who display flexibility will be more desirable to a company looking to employ.
Time Management is also an essential skill for employee success, managing your time effectively will ensure higher performance whilst keeping stress and anxiety levels to a minimum (Adams and Blair, 2019). Time management is one of the most important employability skills to have in any job sector. 
More on time management here

When it comes to professional achievement, emotional intelligence is crucial. Nearly all managers and employees agree that high emotional intelligence is necessary for employees because it helps them control their own emotions as well as understand and respond to the emotions of others. ** do I use this is the writer is anonymous? (Anon, 2017). Emotional intelligence also includes the ability to be empathetic and properly communicate with those around you.
There are four components of emotional intelligence that have been identified as per (Gillhooley, 2019):
· Self-management - this is described as accepting responsibility for one's own actions and well-being.
· Self-knowledge – this is the conscious awareness of one's own personality, emotions, motivations, and desires.
· Social awareness - this is the ability to understand and empathise with people from different backgrounds and cultures, to comprehend social and ethical norms, and to consider family, education, and community tools and supports.
· Relationship management – this entails overseeing and maintaining relationships.

One of the fasted growing skills over the last 10 years has been Digital Competency. Professional equipment and software applications are updated on a regular basis in order to increase performance and make work simpler. These shifts necessitate a greater use of digital information and communication technologies in the workplace. Most companies will now require at least basic digital competency skills such as the ability to use Microsoft work, outlook and excel. 


· 2.2 How have employability skills developed recently?
Employability skills have certainly developed recently. With the rise in technology and ever changing economy, work places have been forced to branch new options and remote working has become part of the new normal. Recently Microsoft teams have been in high demand due to home working, this was not an option back a few years ago so it goes to show how adaptable employability skills have to be to work around the work place demand. Another contributing factor to the development of employability skills is the advance in technology over the years. Digital competency has become one of the fastest growing desired skills as most jobs require you to have some sort of digit skill. Some companies will actually state on their job specification that experience in outlook, word and excel are compulsory and without this experience you would not be considered for the role. 

Work all over the world with technology these days



Consider if employability skills have changed recently. If they have changed, WHY do you think they have changed.
Remember to include critical analysis here.
For example, has the advance in technology meant that the workforce have had to adapt their employability skills- what has that changed looked like?
· 2.3 Have employability skills always been important? 
Are they more important now or were they more important 10 years ago, for example? 


[bookmark: _Toc66389237]Conclusion
Remember- don’t bring in any new information at this point in the report.
Draw together all of the main points of your report and conclude. 
What does the report tell us?
Has it answered the question in the introduction? 


****do I give my opinion here? I thought we were writing in 3rd person but I know I need to critically analyse. Need to go over this again please if possible. ****
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