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Introduction
A group of essential abilities that involve the development of a knowledge base, expertise level and mind-set that is increasingly necessary for success in the modern workplace. Employability skills are typically considered essential qualifications for many job positions and hence have become necessary for an individual's employment success at just about any level within a business environment.

What is Employability? 

‘Future Fit’, a document produced by the Universities UK and the CBI defined employability skills as: “A set of attributes, skills and knowledge that all labour market participants should possess to ensure they have the capability of being effective in the workplace – to the benefit of themselves, their employer and the wider economy” (Future Fit: Preparing Graduates for the World of Work; 2009)

Skills I have
Communication Skills
Verbal and Non- Verbal
· I am able to communicate in a clear and concise manner. 
· I am Able to keep eye-contact when necessary.
· Able to express my ideas clearly and confidently in speech. 
· I am able listen carefully to what others are saying. 
· Able to clarify and summarise what others are communicating.  
· I am able to helping others to define their problems, not interrupting. 
· I am being sensitive to body language as well as verbal information. 
· Through a friendly tone, a personal question, or simply a smile, I am able to encourage my colleagues to engage in open and honest communication with me.

How it was acquired: I am working at Marks and Spencer, a food retail company. I am engaging with customers effectively in order to find out what their needs are. In addition to this, I was constantly communicating with my colleagues in the stock room to ensure that correct items were being collected. I have also been able to develop my non-verbal skills e.g. eye contact and body language, in order to acknowledge the customer without having to physically talk to them .I have developed my communication skills while working with others at university and in the programs I have been involved in. As part of the Skills for the Workplace program I have to communicate with all my fellow team members in order to brainstorm business ideas and also have to get together in meetings to execute those marketing ideas.

Team-working Skills

· Able to work effectively as part of a team
· Able to stay focused throughout the presentation by avoiding irrelevance and unnecessary detail.
· Able to make eye-contact with the audience
· Able to work cooperatively towards a common goal.
· Able to contribute my own ideas effectively in a group.
· Able to listen to others' opinions.
· Able to take a share of the responsibility.
· Being assertive - rather than passive or aggressive.
· Able to accept and learn from constructive criticism.
· Able to give positive and constructive feedback.



How it was acquired:
I have good team working skills. I am working in a team in order to achieve sales targets and to ensure customers queries are dealt with efficiently.  We all worked together to plan and manage the business, to provide excellent customer service, and to ensure a smooth transition for our customers. Our team always fulfilled our targets ahead of business with very positive reviews from our customers. I have four years of experience as sales assistant of a retail industry and that has helped me develop into a strong listener who can resolve conflict and ensure timely completion of business. I continued to grow as a team member through my Managing Enterprise in the 21st Century class where we had numerous team assignments such as delivering presentations or debating on a particular topic.




Organisational skills
· Able to arrive on time to work, university, group meetings etc.
· Able to effectively prioritise daily tasks.
· Can meet deadlines.
· Able to do multitask.
· Attention to detail.

How it was acquired:
I like to plan my daily, weekly and long-term work projects carefully. I like to have a check list and make sure that each item gets the attention it needs. I keep a running “to do” list. It allows me to organize my work and re-prioritize based on deadlines and urgency. It has kept me on track to finish my work on time and deliver it at a high quality. I Achieved by academic study and personal circumstances, since I had to make a note of what needed to be done in my planner in order to be organised. Also, it helped me to develop my time management skills enabling me to arrive on time for work, academic study and personal circumstances.

Information Technology Skills
· I'm proficient with Microsoft Office suite including Word, Excel, and Power Point. 
· I'm very comfortable using these programs and have a lot of experience doing so. 
· I'm very comfortable using computers and am confident in my ability to learn any new programs quickly.
·  I am familiar with using Windows. 
· I am very comfortable using internet, email and Social Media.
How it was acquired:
During my study at University, I did my assignments using of power point presentation that enabling me to create dynamic slides to capture the audience’s attention. I can use Microsoft Excel to a satisfactory level, able to create different charts, pivot tables and carry out data entry tasks.
Numeracy Skills
· I am able to use basic maths for everyday use. 
· Able to carry out arithmetic operations/understanding data.
· Able to multiplying and dividing accurately.
· Able to using a calculator.
· Able to reading and interpreting graphs and tables.
How it was acquired
Acquired from an early age and developed further by studying Mathematics. By working on the tills have helped me become numerate which also helps me to solve fairly complex equations. By using the tills I feel that I can apply myself accordingly as I love numbers and solving problems. I am good at numbers, addition, subtraction, multiplication, division, percentages, fractions, allocation.
Skills I need to improve
Sometime I can be shy, but wanting to work with a lot of customers makes me get over my fears and make me more outgoing.
I would say my greatest weakness is that I am too critical of my work. I always want to improve and sometimes this can be a waste of time so I have learned to not think too much about it.
My greatest weakness is my public speaking. There are times when I let my nerves get the best of me and I stumble on words which affect my full potential of what I have to say. During my college career, I was able to improve immensely on my weakness through in class presentations but in order to reach my full potential; I would like to practice giving presentations to more people.
I cannot say no to the people for help. I am trying to learn to say no for the unnecessary things. Knowledge of retail sector which I am constantly educating myself to improve. I get very nervous when public speaking. I tend to let people walk over me. I cannot say no. I'm going to improve at it by if the task is not important then it can wait for another time.
I'm always trying to plan thing ahead and remain over prepared for something. And like I said I am trying to maintain a calm and positive attitude, building a little confidence in myself so that I can remind myself how capable I am of handling stressful or unexpected situations.
My greatest weakness is the constant thought of not having a successful future. So, I work twice as hard and just as fast as anyone else. I set goals for myself constantly.
Public speaking but I completed a diploma in management which covered.
I am quite self-critical and spend too much time on one task I now set time frames for each task per day.
Sometimes I struggle asking my superiors basic questions, like which number I should call first when contacting an employee or customer. But I know that if I clarify my duties right when they are assigned to me and don't hesitate to ask other employees, I can get work done accurately.
I have a lack of team presentations.
My greatest weakness is that I tend to take on too much at times. I have learned to delegate.


Conclusion
Being a perfectionist, trying to get everything done perfectly has me running over on time in certain projects but that's where time management comes in, being great with time I am able to give myself a time limit to get everything done perfectly. 
Bottom of Form
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