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[bookmark: _Toc7894427]Introduction

I am Saguira Laguiab my friend call me Sarah for short.  I was born on August 11, 1974 in Manarapan Carmen North Cotabato, Philippines. My parents told me that I was born during the war in my home town that is why they called me Saguira, Sa in Tagalog means In and Guera means War. Presently, I am residing here in Cricklewood London but originally from Manarapan Carmen Cotabato, Philippines. 
[bookmark: _GoBack]The  short story , I started my school when I was 5 years old but I am just coming with my sister class because I am not allowed yet to grade 1 because I am under age. That time,  there is no nursery and kindergarten in my home town because we are living in rural area  .but because I am willing to go to school I stay here my sister room  and the good thing is the  teacher allowed me because I am not going home I stay where my Sister is, behave on the side and observed what they are doing. Few months after I learned the Alphabetical song and also learned   how to write my name because every time I reach home I asked my brother to tech me how to write my name. Time flies so quick the school   finished and my sister move to grade 2 and I am lucky that time the teacher allowed me to grade 1 because she knows that I am willing and eager to go to School . During My first grade I am so excited to go to school because I know I am ahead of knowledge in the class. I am always raised my hand to read and volunteer to answer. Time flies, I finished my grade 1and grade2 in that school  I need to moved to Kitulaan Elementary School to proceed my middle school. After I finished my Elementary school I moved to carmen Municipal High school to proceed my high school until I finished and moved  to college at university of southern Mindanao Kabacan Cotabato. With bachelor of science in Agriculture,but unfortunately I didn’t finished my college because my parents don’t have enough money to support me because we have 3 siblings my elder brother and my elder sister are in college too.



[bookmark: _Toc7894428] 1: Demonstrate the Skills and Knowledge Required for Effective Work Business in the modern era is very much challenging for organisations as the market is very much competitive. Business organisations are providing challenges to one another. All of them are trying to capture competitive advantage from the market. Work efficiency at the organisations helps the company to capture competitive advantage. Employees are required to ensure different skills and knowledge for working effectively to ensure proper work efficiency at the workplace.
[bookmark: _Toc7894429]1.1: Literature Regarding the Skills and Knowledge Requirements
Lafton and Furu do some study on constructing learning which was based on knowledge development through work at the company. They do study among the manufacturing company and interviewed the managers to collect data and analyse it. They conclude some crucial findings that the employee has to develop themselves for ensuring effectiveness at the workplace (Lafton and Furu, 2019). They also conclude some skills and knowledge requirements for the job which are soft skills, technical skills, analytical skills, knowledge of innovation and technology, etc.
[bookmark: _Toc7894430]1.2: Skills and Knowledge Requirements
After reviewing the literature, the findings provide a direction for the assigned task. Here, the skills and knowledge requirements are analysed in terms of professional perspective with proper arguments. Here are the required skills and knowledge for effective work;
· Teamwork Ability: In the modern business, organisations are very much emphasizing in teamwork as it is proved that the employees can ensure better outcome through collectivism rather individualism. Teamwork can ensure work effectiveness in the workplace (Brooks, 2012). So, the employer is looking for the people who have teamwork ability. Topdeck is a tourism company which also looking for employees who have teamwork skills. So, it is demonstrated that teamwork ability is needed for working effectively. 
· Leadership Skills: Employees must have leadership skills for working effectively as it helps to hold the responsibility of work effectiveness. When an employee has leadership skills, he/she will surely do the job for the organisation effectively. Topdeck is looking for employees who have leadership skills. 
· Communication Skills: In the organisation, it is crucial to communicate with all the employees and the staffs clearly. It is more important to communicate efficiently with top-level management (Brooks, 2012). So, the organisation has to ensure the personnel who have better communication skills. A person with better communication skills will do the effect as he can understand the directions from top management well. Personnel with better communication skills ensure business growth for Topdeck. 
· Problem-Solving Knowledge: People should ensure problem-solving knowledge to ensure work effectiveness at the workplace. If people have proper problem-solving knowledge, they can easily solve any hardness of the operation. The employees with proper problem-solving knowledge help to ensure quick decision making for Topdeck. 
· Time Management Skills: In the modern business era, it is crucial to have time management skills. People have to run the operations in time to ensure proper work efficiency. Organisations are looking for quick customer response which may help them to get a competitive advantage. Topdeck ensures work efficiency by recruiting the best personnel with good time management skills. 
· Technical Proficiency: In the modern business era, the organisations are emphasizing on technical proficiency because technical fault hampers the operations of the organisations mostly. If they have the staffs with technical proficiency, it will surely help the company to ensure work efficiency and huge business growth. Topdeck recruits some crucial staffs which have technical proficiency and ensure profitability in the business organisations.
· Organisational Skills: Organisations are looking for the staffs that have organisational skills at the workplace. Organisational skills help to ensure effectiveness at the workplace and work properly in favour of the organisations (Cable, Miller, and Drury, 2012). People with proper organisational skills help to run the operations smoothly. Topdeck is looking for the people who have proper organisational skills to ensure smooth operations at the workplace. 
· Knowledge of Innovation: People who have the knowledge of innovation help to invent a new process, new products and a new strategy for the organisations. Customers are looking for different and interesting products which may ensure proper customer satisfaction for the business organisations. People with innovation knowledge will surely help to implement the outcome of the research and development department. Topdeck is looking for employees who have knowledge of innovation. 
· Analytical Skills: Analytical skills help to analyse critically in different situation of the organisation. It ensures the effectiveness of work at the company as the staffs can analyse the situation and take decisions immediately for the organisations. Topdeck is emphasizing in the analytical skills of the employees which may help the company to ensure proper business growth. 
· Technological Efficiency: Technology is upgrading day by day and new technology ease the working process of the organisation. Advanced technology ensures proper effectiveness of process at the workplace (Chamberlayne, Bornat and Apitzsch, 2004). So, the organisations are looking for the employees and staffs with having the knowledge regarding technology and efficiency in technology. Topdeck is recruiting the staffs that have proper knowledge regarding updated technology.
· Self-Management: Employee must have self-management skills as it helps to runs the operations properly. Self-management skills of an employee must work in favour of the organisations. Employees have to manage themselves properly in a different situation to runs the operations smoothly. Topdeck is looking for people who have some self-management skills. 
· Listening Skills: Employees must have listening skills as they have to ensure proper effectiveness in the workplace. Employees with better listening skills can ensure proper communication inside and outside of the company and so, the company recruits the people with better listening skills. Topdeck is recruiting the people having better listening skills to communicate properly with top management.
· Flexibility at the Workplace: Workplace flexibility helps to take proper decisions regarding different contemporary issues. Organisations may face different challenges for business operations. The Topdeck management team is ensuring flexibility in the workplace to get proper business growth.
· Judgmental Skills: Employees who have proper judgmental skills ensure effectiveness in the workplace. Employees having judgmental skills are taking decisions properly for organisations. It helps higher profitability for the organisations. Topdeck is looking for the staffs with having judgmental skills.
· Negotiation Skills: Employee needs to know about negotiation skills which are very crucial as the staffs have to ensure proper negotiation with the stakeholders of the company (Bard, 2014). So, every company is recruiting staffs with having negotiations skills. Topdeck is emphasizing on the staff's negotiation skills which help to ensure proper business growth for the organisations. 
· Motivation Skills: People in organisations must have knowledge regarding motivation skills. As the staffs have to motivate the employees of the organisation to get the best effort from them which may help business growth. Topdeck is looking for motivating the employees of the organisations and recruiting the staffs with motivation skills.


[bookmark: _Toc7894431]2: Understand Employability and Personal Advancement by Demonstrating Personal Strengths and Opportunities 
[bookmark: _Toc7894432]2.1: Literature Regarding Employability and Personal Advancement
There is lots of study regarding employability and personal advancement. Hamid, Islam, and Hazilah did the study on the Malaysian graduates and the topic was “Malaysian graduates' employability skills enhancement: an application of the importance-performance analysis”. The researchers conclude that the graduate has to ensure employability through personal advancement at the workplace (Hamid, Islam and Hazilah, 2014). They should go for establishing goals first like improving technical skills, soft skills, and work efficiency. Then, they can go for professional advancement through adjusting their personal strengths and opportunities. 
[bookmark: _Toc7894433]2.2: Demonstrate Employability in the Organisation
Employability is the ability to maintain employment in organisations. There are different types of organisations runs the operations in a different corner of the country. Different organisations required different skills for employment and the employability varies with the organisations (Courtney, McGinity and Gunter, 2015). The employee has to be able to gain the initial employment and then the core task is to maintain the employment effectively. It helps to ensure the proper growth of business organisations. Topdeck is a tourism company to runs the operations smoothly. Employability check for Topdeck;

Figure 1: Employability Check for Topdeck
[bookmark: _Toc7894434]2.3: Demonstrate Personal Advancement through Personal Analysis
Personal advancement depends on professional development which may ensure proper business growth for the organisations. Employees have to be more advanced and efficient to get a better outcome. Here is the personal SWOT analysis;
	Strengths:
· Qualification
· Experience
· Good Working Knowledge
· Cultural Awareness
· Flexible
	Weaknesses:
· Financial Ability
· Getting emotional

	Opportunities:
· Available Vacancies
· Business Opportunities
· Scholarship
	Threats:
· Competitors in the market
· Lack of Leadership Skill


Figure 2: Personal SWOT analysis
In every organisation, the employer is looking for the employee with the advancement of work which ensures business growth for the organisations. In figure 2, the SWOT analysis shows the personal strengths, weaknesses, opportunities, and threats for the employee of the organisations. The employee is very much qualified and well experienced which will surely help to runs the operations smoothly. There is some sort of weakness regarding financial ability but it can be reduced through the performance and getting a promotion at the workplace. The employee has good working knowledge in the tourism sector which will help to work at the Topdeck. The employee has knowledge regarding cultural awareness and takes a decision in terms of flexibility which will surely help to run the operations for the organisation. The employee has a weakness of getting emotional but it will work sometimes in favour of the organisation. The employee has some threats like there is a huge competition for employment in the market and the employee has a lack of leadership skills which are the prime concern of the employer in the modern era of business. The employee has a huge opportunity for scholarship and doing business but there are always some difficulties to establish a new business and ensure success there. There is an opportunity for the employee which is vacancy availability and the employee can choose according to his choice. 
The employee has to be efficient in working process and become advanced in professional development. Things need to be considered for further development;
· Technological Advancement: The employee has to be advanced in using technology and run the operations smoothly. It is important to aware of new and updated technology in the market and become efficient in using new technology. New Technology helps to ensure efficiency at the workplace and increase the productivity for the organisation (Olson and Hergenhahn, 2017). There is no limitation of technological advancement and the employee has to be looking for further development always. Topdeck tour operators are thinking about further development through technological advancement.
· Improve Technical Skills: There is always a chance for further improvement in technical skills. Technical skills are very much crucial as organisations in the modern era of business are facing technical difficulties at a different department. So, they are looking for technical experts and the people who have technical skills. Employees can improve technical skills for personal advancement and there is always a further development opportunity in improving technical skills. Topdeck tour operators are also thinking about further development in technical skills which may help them in business growth. 
· Soft Skills Improvement: One of the key goals for employment is to improve soft skills like leadership skills, communications skills, presentation skills, etc. Improve this kind of soft skills is much more important for any business organisations. Leadership skills help to lead the managerial team and the working team of the organisations smoothly. Communication skills help the organisation to communicate well in organisations to ensure proper business growth. Presentation skills help to present every scenario of the organisations brilliantly. This soft skills improvement will surely help to ensure personal advancement which can create an opportunity for further development. Topdeck tour managers are thinking about these soft skills improvement for further development.
· Increase Efficiency at the Workplace: Work efficiency depends on the organisation's outcome and this helps to ensure proper business growth (O’Brien and Jones, 2014). Organisations are looking for the best possible outcomes from every single process. Employees of organisations need to think about more efficiency and a better outcome. So, it is crucial to improve work efficiency by getting trained. Employees should look for training and development to improve work efficiency. It will surely help the employees to ensure personal advancement which may create an opportunity for further development. Topdeck tour manager thinks about improving the work efficiency of the tour planer to increase profitability. They can improve day by day which helps them to ensure further development.
· Enrich Personal Strength: Employees in organisations has to be strong in individual development. Employees are getting emotional sometimes which may impact a lot in the organisations as there can be some sort of mistakes when the employees are behaving emotionally. Self-management at the workplace is much more crucial than any other things and employees have to think about it. An employee can enrich their personal advancement through enriching personal strengths (Hamid, Islam and Hazilah, 2014). There is always some sort of opportunities for further development in the field of personal development. Employees in the Topdeck are thinking about enriching the personal strengths which may help them to perform in a better way. 
[bookmark: _Toc7894435]3: Develop an Action Plan and Establish Goals for Employment
Employees in the organisations are trying to improve themselves through taking a different plan of actions. In the modern era of business, there is no end point of improvement and efficiency. When the new strategy comes, the old one was going in vague. So, the organisations are helping the employees to develop and inspire them to be efficient. When the new strategy comes, the old one was going in vague. Employees are establishing goals to develop them through an action plan (Pollard and Anderson, 2011).
[bookmark: _Toc7894436]3.1: Literature Regarding Professional Development Plan
There is a study in the UK on the topic “Focus on data to plan professional development for faculty”. Hope did the study on the faculty of the universities and colleges in the UK to find out the professional development plan. Hope concludes that the professional needs to establish some goals for development and then plan for development action (Hope, 2015). It is crucial to establish the goals and then go for professional development. The professional is setting goals regarding technical skills, soft skills, and work efficiency. 
[bookmark: _Toc7894437]3.2: Establishment of Goals for Employment
In the modern era of business, there is no end point of improvement and efficiency. The employee has to establish a goal and then go for a development plan. So, the goals for employment are;
· Learn New Technical Skills: Technical Skills are always crucial in any business organisations as most of the business organisations face some technical difficulties in running the operations smoothly. So, the organisations are trying to ensure proper technical skills of the employees. Employees are establishing goals regarding technical skills learning. Employees are emphasizing about learning new technical skills to ensure expertise in technical knowledge. Topdeck tour operators think about learning new technical skills for the organisation. 
· Improve Soft Skills: One of the key goals for employment is to improve soft skills like leadership skills, communications skills, presentation skills, etc. Improve this kind of soft skills is much more important for any business organisations. Leadership skills help to lead the managerial team and the working team of the organisations smoothly (Roy, 2014). Communication skills help the organisation to communicate well in organisations to ensure proper business growth. Presentation skills help to present every scenario of the organisations brilliantly. So, the employees are thinking about establishing goals regarding the improvement of soft skills to improve efficiency at the  workplace. Topdeck tour managers are establishing goals regarding the improvement of soft skills.
· Improve Work Efficiency: Work efficiency depends on the organisation's outcome and this helps to ensure proper business growth. Organisations are looking for the best possible outcomes from every single process. Employees of organisations need to think about more efficiency and a better outcome (Tovey, 2013). So, it is crucial to improve work efficiency by getting trained. Employees should look for training and development to improve work efficiency. Employees need to establish the goal of improving work efficiency to ensure a better outcome. Topdeck tour manager thinks about improving the work efficiency of the tour planer to increase profitability. 
[bookmark: _Toc7894438]3.3: Action Plan to Develop
Employees of the organisation need to set a plan regarding the professional development of the employees at the workplace. Employees are establishing goals regarding the area to improve. The employees are establishing goals like; learning new and advanced technical skills with improving work efficiency and improving the soft skills. Here is the step by step action plan to develop the plan for improvement;

Figure 3: Professional Development Plan
· Establishment of Goals: At the very initial stage the employees have to establish goals to develop according to their needs. Here, the employees have to develop a vision for improvement and they need to show some urgency to develop them (Benson, 2017). Organisations are supporting the employees to develop them. Employees are setting three goals to develop them and the goals are;
· Learning New Technical Skills: The first and the most crucial goals to establish are learning new technical skills. It helps to reduce technical difficulties and makes the process easier and faster.
· Improving Soft Skills: Employees are looking for improving soft skills like leadership skills, communication skills, and presentation skills. It will surely help the employee to ensure maximum profitability for the organisations. Company is looking for the staffs with having this type of soft skills.
· Improve Work Efficiency: Employees have to think about work efficiency as it helps them to do better perform at the workplace. Organisations are giving priority to the employees who have more work efficiency to increase the performance level at the workplace.
· Engaged with the Experts: At this stage, the organisations have to engage with the experts to know about the skills and get the guidance of the regarding skills. Experts are well aware of the required skills and they can guide the employees from their personal work experience (Bard, 2014). Topdeck tour manager is going to develop his personal skills through the professional development plan. Tour manager reaches the experts and the successful tour manager to get some guidance for the established goals to improve.
· Know the Requirements: It is important for the employees to know the requirements for improving the skills which were established before. Employees are trying their best to ensure skills improvement. When the employees are getting engaged with the experts, it is easier for the employees to know the requirements about the improvement of the skills. Topdeck tour manager is wanted to point out the requirements for the improvement of the skills.
· Plan to Implement: After getting aware of the requirements regarding professional development, the employees are setting the way to develop the skills which will be fruitful for them in different regards.
· Learning New Technical Skills: Employees have to work hard at the different department of the organisation under the different manager to know about the new technical skills. Technical skills have to learn from the people do the technical tasks for the organisations. 
· Improve Soft Skills: Soft skills like leadership, communication, and presentation can be improved in different ways. Under the probation of the expert will help to improve this kind of soft skills. Soft skills can be improved easily by working at a different level with different staffs.
· Improve Work Efficiency: Employees can improve efficiency at the workplace through working at the organisations in a different department, applying different process, strategy and different technology. Work experience can help to improve the condition of ensuring efficiency here. 
· Measure the Progress: The employees have to measure the progress of development through controlling techniques. It will surely help them to find out the mistakes and clear the way to reduce the mistakes of the employees (Bard, 2014). Organisations are very much capable to set monitoring unit to measure the progress of the employees which will surely work in favour of the organisations. Employees plan to use Total Quality Management (TQM) tools to measure the progress of the professional development process. Topdeck tour operators are also using TQM to measure the progress of the professional development plan.
[bookmark: _Toc7894439]
Conclusion
Employability is the ability to maintain employment in organisations. In every organisation, the employer is looking for the employee with the advancement of work which ensures business growth for the organisations. The employee has good working knowledge in the tourism sector which will help to work at the Topdeck. The employee has knowledge regarding cultural awareness and takes a decision in terms of flexibility which will surely help to run the operations for the organisation. The employee has a weakness of getting emotional but it will work sometimes in favour of the organisation. There is no limitation of technological advancement and the employee has to be looking for further development always. Topdeck tour operators are also thinking about further development in technical skills which may help them in business growth.  The soft skills improvement will surely help to ensure personal advancement which can create an opportunity for further development. When the new strategy comes, the old one was going in vague. So, the organisations are helping the employees to develop and inspire them to be efficient. Employees are emphasizing about learning new technical skills to ensure expertise in technical knowledge (Hamid, Islam and Hazilah, 2014).
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