[bookmark: _Hlk523137463][bookmark: _GoBack][image: Description: :::::::Desktop:In progress desktop:TRINITY SAINT DAVID:logo:TSD_logo2010.jpg]
Skills for the Workplace
Module Assignment Submission 

	Student Name:
	Marilyn Taitt

	Student Number:
	1712889

	Module No:
	BMSK4001

	Module Title:
	Academic and Employability Skills

	Lecturer Name:
	Thea Jaffe

	Assessment No:
	1



Assignment Title: Academic and Employability skills 


 



Abstract

Every candidate new or experienced, employee or employer need to have some basic skills required in today’s competitive workplace which can be obtained as a never-ending process starting from campus life to ongoing work life. There are mainly 2 kinds of skills that are required and employer searches for. They are soft skill and hard skill. Soft skill refers to the skills those are needed in almost every job. On the other hand, Hard skills are specific skills required for subject related tasks. The combination of both soft and hard skill make a perfect employee for the organization. In this report, My Academic and employability skills have been discussed and also the future development process of skills are also elaborated with intense analysis of job market condition.
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[bookmark: _Toc523050791]Introduction
In today’s Competitive world, having competitive skills related to the work activity is been considered as one of the essential requirement for employers when they recruit an employee for their organization (Cottrell, 2011). Having a degree is not enough now, employers expect different interpersonal skills from employees and hire considering these factors. It is quite common to see that many students having the best academic track report cannot get their desired job just because they are not ready for that position and not having such qualities that an employer seeks. So in this report, I would discuss my employability skill sets that I acquired through my academy and work experiences as well as which skills I need to develop for my future career.















[bookmark: _Toc523050792]Skills of an employee which is required
In today’s world, having a different type of skills is mandatory to get attention by the employers and it is very much important not only for fresh graduates but also for people who are currently working in the different industry (Lawrence, 2012). There are many skill set needed according to the job description and they can be categorized into 2 type. Firstly comes the soft skills that are mainly referred to the skills those are related to almost every kind of job. On the other hand, there are hard skills those are limited only for specific tasks of the organizations. So, employers consider hard skills according to the job description that means which specific skills are needed, as well as consider different managerial or interpersonal skills when hiring. Here are some examples of Soft and hard skills that an employee might have to get employed.

[bookmark: _Toc523050793]Soft Skills
[bookmark: _Toc523050794]Communication Skills:
Communication skills are one of the main skills that every employer seek while hiring. Communication skill is mainly referred to be able to express themselves and their ideas with others and also can maintain a sustainable relationship with associate clients. In today’s world, where service-oriented business is ruling, communication skill is a must in such business organizations as an employee need to talk and share the idea of the products or services to the clients (Morgan, 2016). So if they are not confident enough to talk with them and can’t do their tasks then this might bring clear catastrophe. This skills can be achieved from the Undergraduate level of study by participating in class with the teacher and get involved in club activities. In such a way, the practice of communicating with multiple people may arise.
[bookmark: _Toc523050795]Team Work:
Working in a team is a must job for new generation business organizations where a couple of people make a team and work accordingly to make efficiency in their work. Though there are jobs where employers need to take care of things by themselves still they need to know how to work in a team. Employees of a team must have the quality of understanding each other and taking other’s opinion to take any decision within the group. Usually, people who love to stay and work autonomously, they might face great difficulty while working as a whole. Teamwork mentality can be gained through class group while in the study. Working in a club or volunteer in any program can give some idea about team effort.

[bookmark: _Toc523050796]Culture Fit:
Every organization has their own culture where every employee works and acts accordingly. Office culture is an essential part of every organization and to cope up with the culture, employees need to adopt those skills accordingly. For example, banks have the culture of the formal environment with less talk among employees and work on their own. So an employee can be the fit one when he/she can be more diplomatic with introvert mindset rather more talkative and extrovert mindset. 

[bookmark: _Toc523050797]Accountability:
For every organization, a common skill that employers seek among potential employees and that is a sense of accountability (ElMansour & Dean, 2016). Whether an employee has the best idea about doing his/her job, but without a sense of accountability, it doesn’t bring benefit to the organization. So Accountability in office work is one of the essential skills to have.
[bookmark: _Toc523050798]Hard Skills
[bookmark: _Toc523050799]Subjective Knowledge:
Every employee needs to be skilled in applying their subject-related knowledge in the practical world or workplace (Morgan, 2016). For example, an employee of the finance department needs to know about the basic knowledge of finance such as NPV calculation and their interpretation, capital budgeting processes and decision making according to the result etc. 
[bookmark: _Toc523050800]Analytic and Research:
Research and analyzing different data has been an important part for higher level employees especially for departmental heads. These employees need to be much analytical and must have the ability to do intensive research to identify opportunities for the organization and find out an effective way to serve the organization. 
[bookmark: _Toc523050801]Digital Component awareness:
Use of digital platform and components has been an essential part of business and employees need to use them according to their need. So People of the digital sector in an organization must have the knowledge to use them correctly and efficiently. For example, a marketing expert needs to know how to make effective marketing through digital media, especially social media coverage.


[bookmark: _Toc523050802]Employability and academic skills that I Have
Employability skills are mainly the skills those can be used in organization for work. These skills are quite important to have and nurture for the future of the career path. I am currently working as an essential banker in a reputed bank. Through my experience of working in a bank and my academic life, I have gathered some skills associated with my academic track which helps me to get attention from recruiters and also can think about future skill development plan on myself.

First of all, communication skill is my most strong skill which is frequently need in my workplace. As a banker, I need to face many different types of people and I need to deal with them. So, a better communication skill is helping me to get this job done with perfection. Not only with customers, I also need to communicate with my superiors for reporting purpose or other and with my colleagues for gathering various information. Communication skill is helping me to go along with the required.

Another important skill that I possess is analytical and numerical ability. As a banker, I need to deal with customers with their bank related or deposit-related activities that are associated with numeric analysis and research. There are many people who come to the bank and quick learning and decision-making is must tackle the heavy flow of customers. 

The problem-solving capability is another skill that I have got from my academic life as well as the working environment. As a counter manager, I had to solve multiple problems related to logistics and this is helping me now in my job to think clearly and solve the problem not taking too much time. Customers visit the bank for multiple reasons, and if they face difficulty or problem regarding anything, as a banker I am responsible to make things clear to the customers and solve their problems.

Subject knowledge implication in the workplace is also an important task for the organization according to the job (Whetten & Cameron, 2011). As a banker, I need to have some subject related knowledge especially accounting and finance for daily activities of data entry for different purposes. Most of the methods I have learned from my academic background and some of them from daily activities I do in the office.

Above all skills are the most important skills which help me a lot to do my daily activities. Except for these, I am also a hard worker, enthusiastic and independent person and can make a balance between my personal and professional life. This interpersonal qualities also help me to develop my career.



[bookmark: _Toc523050803]Soft Skills and Hard Skills that I have acquired
[bookmark: _Toc523050804]Soft Skills

Here are some soft skills that I acquired,
1. I have a friendly attitude that attracts others.
2. Love to lead the team.
3. Try to motivate employees and maintain a healthy relationship.
4. I have the skill to do critical analysis and evaluation.
[bookmark: _Toc523050805]Hard Skills
Here are some hard skills that I have learned from my academic institution and working experience:
1. I have technical knowledge of MS Excel, MS Word, MS project.
2. I have good presentation skill and can present on any related topic without prior preparation.
3. Can write business proposal accurately and can get involved in negotiation.




[bookmark: _Toc523050806]Skills those need to be developed in future
As a banker, my future target is to be in a managerial position within the organization. Being a manager is not an easy task rather it needs a couple of skills to be a manager. The main task of a manager is to manage employees to do the required activities. Here is some discussion about those skills that I need to develop:
Conceptual skill
One of the core skill of a manager is a conceptual skill that refers to the ability of a person to think more abstract way or seeing through the whole analysis and future of the organization from different states. As a manager need to make the whole planning and instruct employees to do so, they need to have such visionary skill to see the future of the organization and lead the people working under him/her to the right way (Whetten & Cameron, 2011). So I need to gain such knowledge and skill to be a good manager. I think it can be developed through management training within the organization or by getting the chance to work with one of the managers of the organization.
Interpersonal skill
Human or interpersonal skill of a manager shows the knowledge and ability to work and lead to work with people. One of the crucial tasks of a manager is to lead the people and work with them. Interpersonal skills also include negotiation capability, problem-solving mindset, Assertiveness and decision-making abilities. All these skills set the whole interpersonal skills that I need to adapt to be a good manager. These skills can be acquired through training and experience of working with the people.
Increasing Decision making Accuracy
Planning of the work activity and decision making is one of the complex tasks that a manager does in the organization. As a leader of the people, the decision making the accuracy of a manager needs to be high and it will determine the future of the organization and people working in it ( Smith, 2017).  Managers need to evaluate their every single action either they are right or wrong on the basis of best possible outcomes also need to consider the positive and negative impacts of the taken decisions. By doing such activities consciously can lead me to achieve such accuracy of decision making. Though seniority will also help me as the more I will take decisions the more the accuracy will increase. 
Increasing Time Management Skill
Time Management is one of the most important skills that a manager needs to have. There will be a lot of activities that need to be done, so time management is must for a manager. The best way to manage time is to maintain a routine and encourage employees to do the same. Additionally, The Eisenhower Method can be used to maintain time management. For example,
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	0. Monitoring employee’s work and activities.
0. Solving problems related to the activity and decision making.



	1. Motivating employees to get new skills and ensuring involving of employees in everyday work.
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	1. Giving more flexibility to the employees.
2. Taking more time in decision making.

	1. Make employees work for more hours after office time.





 
Additionally, I also need to develop my controlling skills that refer to the ability to control the subordinates. I also need some technical skill to develop for my development of a career.

[bookmark: _Toc523050807]Recommendation
To be a banker, it is highly recommended that an employee has to complete his or her graduation in a relevant subject. But it is not enough to carry out a banking career just with graduation degree. For further progress, the employee needs to have post-graduation degree to have managerial post or tasks. Additionally, the employee can do some professional courses related to banking.
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It is quite important to have relevant work-related skills that will not only attract employers in the time of recruitment but also will give an advantage in the workplace to do tasks according to the job description. So every employee and job seeker should keep this in mind and go for acquiring relevant skills for the better future in the workplace and also for the career development process because the degree is not only the main issue now ( Smith, 2017). Employees need to be self-aware and skillful to handle the dynamic work pressure of today’ competitive world.
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