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In the workplace, we need different competencies for effective functioning. The employer often looks for some crucial employability skills. Along with the applicants’ educational qualifications and experience, an employer needs some additional transferrable skills. These are called employability skills (Khongji, P. 2014). These are those skills which are sometimes specified and sometimes are not specified but very important for employees’ success. A persons’ education and experience can make him able to apply for the job. But the applicant will need some skills to be successful that he will develop over time. Before hiring, employers want to see whether the applicants have some other skills or not. If a person can apply for a job inappropriate way and does well at interview and gets a job. But this does not indicate he has employability skills. To analyses the employability skill requirement, I have analyzed my own workplace RNB Pvt where I have worked for 6 months. This report will explore the relevant employability skills required by the employer with my own employability skill development plan. 

RNB Pvt. at a glance
Ricky-Nill Boucher Pvt (RNB Pvt) is a medium-size software and electronics device producer and distributor. It was established in 1998 and around 250 permanent employees and more than 80 temporary employees are currently working there. It has an annual turnover of £10 million. It always focuses on hiring the best competent employees. It uses both internal and external selection approaches. For this, it focuses on different employability skills like IT skills, communication skill, presentation skill, time management skill, critical thinking skill, etc.
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IT skill
It is a very crucial skill for the employees of RNB Pvt. But they ask for a different level of IT skill for a different level of employees. For example, they need employees with sophisticated IT skills while they are going to recruit IT experts who will work mainly in software designing, managing internal IT system, and critical IT-related functions. But in case of a salesperson, general managers, accountant, supervisor, and other non-IT related positions they simply ask for some general IT knowledge like office software management skill, etc. (Khongji, P. 2014).



Communication skill:
In general, communication skill is the ability to listening, speaking, and writing to share information in a smooth way (Blackstone, W. 2010). It is the most significant and important employability skill required for almost every job. There are different internal and external parties to whom employees are needed to communicate. Being an electronic services manufacturer and provider, RNB Pvt. always looks for the employee having good communication skill.

Creativity and innovation:
RNB Pvt. always wants to be the best performer in the software and electronic device manufacturing sector. Technology is changed 360 degrees in every 30 months. For this, the company having good creativity and innovative skill are considered as the most competent company. Creativity and innovation skill of the employees help to design and develop a new product in line with the requirement of the changing world (Khongji, P. 2014). 

Presentation skill:
It represents the efficiencies of presenting some information to the intended parties in a formal manner (Cottrell, S. 2010). Organizations often need to present products and services to a different group of internal and external people. As a result, employers often ask for good presentation and public speaking skills in their job description. 

Time management:
Time is very limited (Mackevic, V. 2014). It is considered as the most valuable resource. But we often waste this valuable resource. But success in the workplace often depends on effective time management. It helps to complete the tasks within their given boundaries.

They also ask for some other skills including team working, problem-solving, leadership skill, decision making, working under pressure and tight schedule, etc. for not only getting a job but also for career development.
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I am a student and still developing my academic and employability skills. It is a continuous process and I further want to improve my skills as well. For this, I need to identify my competencies and skill gap. For this I have used personal SWOT analysis to determine my strength, weakness to compete with the market opportunities and threats. My personal SWOT analysis is given below:

	Strength
I have already developed some competencies required for employment. These skills are my strength. I think I am good at communicating, presenting, team working, problem-solving, and decision making. Besides, I can also work under pressure. I have also good competencies on office software as well.
	Opportunities
The job market is expanding very rapidly (Blackstone, W. 2010). Currently, the unemployment rate in the UK is below the natural level of unemployment of 5%. As a result, the bargaining power of employers is expected to be decreased in the upcoming years. Besides, Brexit issue is expected to cause a mass shift of employment. As a result, the demand for local employee will increase. So, is going to be easier for me to get the expected job. 

	Weakness
I am not very good at managing time. I often can't complete my tasks in due time. Besides, I have little stress absorption capability and afraid of taking multiple responsibilities in a single time. Nervousness also presents within me while speaking in front of numerous people.
	Threats
The job market is dynamic. As a result, employability skills are often getting diversified Morgan, P. (2016). Changing workplace practices and leadership style can affect my career development as well. Besides, there might have a potential threat form my colleagues as well.
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Skill development and improvement is a continuous process (Morgan, P. 2016). Through analyzing the job description of different companies along with my own workplace, I have identified some crucial competencies that are required for not only getting a job but also for career development. These skills are time management, communication, presentation, team working, problem-solving, IT knowledge, critical thinking, innovative skill, number aptitude, leadership, decision making, working under pressure and tight schedule, etc.
Being a student, I am improving and developing my employability skills. I have communication, problem-solving, presentation, time management, IT knowledge, team working to some extent. But it is not enough to create a strong commitment to the highly competitive job market. Actually, I am not even 100% efficient in a single skill. So, I need to improve as well as develop these employability skills for career development. 

 
My Career Ambitions
In the short run, my ambition is to get a competent permanent job in a management trainee officer in a well-known company. In the long run, I want to run my own business. For this, I need to develop and improve some leadership and interpersonal skill as well.  
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I think I need to improve lots of competencies to achieve my career objectives. As I want to be an entrepreneur to establish my own business in the upcoming years I have to develop as well as improve some crucial competencies. For this, I have developed an integrated personal development plan. My personal development plan consists of three broad categories. These are short term plan, intermediate-term plan, and long term plan.   The plan is described below: 
	Short term plan

	Long term plan

	I have developed a short term plan for a period of one year. In this time framework, I will focus on developing some crucial employability skill development. My short term plan will focus on developing some crucial competencies including IT skills, communication skill, time management skill, presentation skill, critical thinking, and innovative skill, problem-solving, working under a tight schedule, decision making, number aptitude, etc. These skills and competencies are very crucial for personal and career development (Blackstone, W. 2010). For this, I have developed some crucial and effective working
	I have developed my long term plan based on the proposition that I will continue to develop and improve my competencies for a longer period of time that is more than one year. In the long run, I will focus on communication, presentation, and time management skill as I do in short term plan. Since I want to be a business leader, in the long run, I will focus on developing my interpersonal and leadership skill. Besides, I will also focus on developing my cultural, behavioral, and ethical standards. These skills are also very crucial for the long run career development as well.
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I have found five core employability skills that can make me competent in getting the desired job. These employability skills are communication skills, time management skill, team working skill, presentation skill, and relevant IT skills. To improve these skills I have developed my own personal development considering my learning style. The development plan is given below:
	Employability skills
	Description
	Time boundaries

	

Communication skill
	Communication skill consists of listening, speaking, and writing skill (Blackstone, W. 2010). To make me competent in communication skill, I will focus on my listening skill while communicating with others. I will try to communicate with my friends, family members, teachers, and neighbors in a formal manner. Besides, I will use a communication app to speak and write in an effective way. I will also focus on different non-verbal communication approaches for the effectiveness of my communication skill.  
	It is actually a continuous process. For this, I will use a time framework of 180 days starting from today.

	

Presentation skill
	Presentation skill mainly includes homework on the topics, preparation of PowerPoint slides, public speaking skill, maintaining formality, and being calm and concentrated while presenting something (Blackstone, W. 2010). For this, I will focus on improving my PowerPoint slide preparation skill. I can use YouTube videos in this regard. To improve my public speaking skill, I will focus on building confidence while speaking. 
	To improve my presentation skill I will use a time framework of 6 months. 

	

Time management
	It is the most crucial skill that will help me to complete each and every function of my both daily life and workplace on due time. But I need to practice time management from now. For this, I will classify my daily tasks into four broad categories. These are ‘do, delegate, decide, and delete'. I will instantly do my urgent and important tasks. Besides, I will also practice deleting tasks that are not urgent and not important like unnecessarily using mobile phone and sleeping.
	To improve my time management skill I will use a time framework of 90 days.

	Team working
	It is another most crucial skill that I need to improve. In the workplace, I need to work within the team very frequently. For this, I need to play different roles in different situations. Sometimes, I may need to lead the team and sometimes I may need to simply coordinate the factors as well. Besides, I also need to allocate the task according to the requirements of the objectives. I have already practiced team working on different occasions. But I will further practice team working in the class and in the playing field. For this, I will also read books regarding effective team working. 
	There is no time framework for developing and improving my team working skill. But I will continually exercise it.

	

IT skill
	It is another most significant skill required for building a strong position for employment (Cottrell, S. 2010). I have often found that employer looks for employees having good skill in MS Excel, word, office, PowerPoint, etc. To improve my IT skill in these sectors, I will participate in an online learning course. Besides, there are lots of well-constructed videos available on YouTube. I can watch these videos and improve my skill in information technology. 
	I will participate in a different online course in the next three months.



I think if I can improve these crucial skills, I will be very competent for employment. Efficiencies in these skills will help me for not only getting a job but also getting quick promotion in the workplace.







[bookmark: _Toc6447772]Conclusion
I have found that employers always look for the best competent employees in their workplace. Developing and improving employability skills increases the bargaining power of job seekers over employers. I think I have successfully identified my skill gap. My personal development plan will not only help me to get a job but also make me a strong candidate for promotion. For this, I need to continually follow my personal development plan as the employability skills development and improvement is a continuous process.
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