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Introduction


Skills is the key factor which differentiate one company or an individual to another person. It helps person to excel their work with full efficiency and effectivity. Employability skills is a combination of skills and abilities in an individual which is required to attain success in the workplace. Different job has different skills requirement and it is individual duty to learn it so that they can contribute their part in the success of organization.  There are different types of skills i.e., hard, soft and transferable skills which will be explained.  All the skills which is required to accomplish given task will be scrutinized.


Skill is the ability of individual to accomplished any task with full productivity. For instance, if any individual is working in a software firm then a person should know different type of coding language. If the employees do not have these skills then they won't be able to perform better in their work which will leads to termination of employee’s contract with company.  There are few different types of skills i.e., hard, soft and transferable skills which is explained below,

Hard skills: This type of skills can be learned or acquired through teaching or workshops, online courses etc. so to accomplish any specific task. It includes coding for software programmer

Soft skills: Retail has been targeted by UK government as an industry that can provide jobs for the unemployed (Bunt et al.,2005) and is particularly appropriate for employability initiatives to assist the long – term unemployed (Lindsay and Sturgeon,2003). In order for such initiatives to work, however, there is clearly a need to develop an appropriate understanding of what employers are seeking in front – line retail workers, and in terms of those workers no only getting but also doing job (Nickson, 2012).
 Soft skills are interpersonal qualities, also known as people skills. Business executives consider soft skills a very important attribute in job applicants.   (Robles, 2012).It indicate leadership, problem solving, communication and positive attitude. People can modify themselvs according to the circumstances of individual and could be learn through proper teaching and coaching.

Transferable Skills: These types of skills are very helpful across different areas of life like socially and professionally. This is the ability to change our work to complitely different one when we use our previous experience . 
We build on our tranferable skills and develop throughout our career. If we apply for a new job we need to demonstrate a specific set of skills that we needed for every position that we are interested. Some of these skills are:

· Flexibility – using our diverse skill set and complete multiply task and roles

· Diversity – to use our work experience or academic knowage on a workplace

· Employability – our transferable skills will show that we can adapt to new demands 
Different skills which people have or need to develop to gain credibility for employment opportunities is explained below with their importance from the perspective of employer.
· Self – Confidence – This is very important interpersonal skill. The right level of self – confidence can help to gain recognition on a workplace and can show to our employer how can we deal effectively and positively in different situations.

· Initiative – Employer will expect from their employee to work largely unsupervised on a day – to – day basis and they need to know that they can manage the work and make responsible decisions. It is important to concentrate on areas where you can generate the most visible and remarkable result. 

· Adaptive skills – These types come from adaptive attitude or functional skill that everyone have and learned in their lives. This ability is used and joined in our home and community.

· Professionalism – To be a professional means doing what it takes on many different forms, depending on where you work and the type of your job.

· Competence

· Honesty

· Respect for others

· Staying work- focused

· Being positive

· Integrity

· Supporting others 

· Adaptive skills
Time management – This is essential abilities which a person has to succeed in their career or a job. It refers to organizing and planning of activities which person is supposed to do in a day. It is hard to manage time according to the work assigned to us. Usually we waste a lot of time to planning activities. There are many ways that we can develop our skills:   

· Make a schedule of work which you are going to do to according to the priority of work. Time assigned to every task should be challenging as then only it will test individual abilities

· Person should concentrate on their work as distractions affects productivity and time management in a negative way.

While working for big or small organization time management skill is important for individual as pressure of completing the work is high which deteriorates productivity of employees. That is why employer prefer to pick those candidates who has time management skill as it will not affect their efficiency while working under pressure. Reason due to which time management skill is important for employer is explained below.

· If person is equipped with time management skill then their productivity will increase due to increase in focus while working. If employees do not waste their time while working than they can attain more goals while giving less effort.

· The skill reduces stress while working as every task has fixed deadline which helps individual to attain their goals in the given deadline.

Employees in any sector has certain quality and standards of work which they have to deliver while working. If proper utilisation of time is achieved by person than they know that how much time and focus should be given to work according to the priority assigned which helps them to perform accordingly.

Leadership skills: Leadership is one of the most difficult skills which we need to learn to be successful at our workplace. There are a lot of crucial qualities and characteristics and we will make a deep analyse to some of them.
· Self – motivated – As leaders, we must always achieve our goals and do our work above the expectation. This can be bringing to successful conclusion when we have a lot of desire and passion to do our work better than everyone else. To be successful as a leader we need to have a great personal motivation that we alone can have because no one else can have it for us.
· Confidence – This is one of these things that some people have and some people do not have. Many studies show that if we practice our confidence, we can learn it.
· This ability is connected with our inner perception of the ability to play a certain role and is build through our experiences and relationships throughout our life. To become very confident, we must be ready for failures whose mistake we can learn and we need to be open foe new experiences and thus be open for new peaks in their career.
· Optimism and Positivity – Very often people are struggling with tasks and project in their work and here comes the role of the leader who takes the challenge with the necessary energy and positive thinking. 
· Optimism and positive thinking are very important when we are on a leadership position. Our positivity is reflected to people around us.
· Accountable – Taking responsibility for the accomplished task means being a leader, whether good or bad. We need to take responsibility. It is wrong to blame other people or circumstances beyond our control.
Presentation skills: Presentation or public skills is important for any individual to convey messages to their public (Fallows and Stevens, 2003). Proper use of words or vocabulary plays an important factor in attaining skill. Many people have difficulty speaking to an audience due to lack of confidence and fluency while speaking. This skill can only achieve if a person has confidence, fluency, vocabulary, innovative thinking, speaking style, body of presentation etc.

People can develop this skill with help of few techniques.

· When the audience is sleepy the speaker needs to engage them with some information and create interest in their mind.

· Repetition of lines of words is not very good as it creates boring environment in the room. For that reason, the speaker should shave proper vocabulary list.

· Body structure which includes standing posture, hands flow etc is important as it help to speaker to express themselves with the help of nonverbal actions.

· Daily practice before speaking in public is necessary as it build confidence.

Employees in an organisation have to communicate with their employees while giving training or giving presentation to customer while selling products. If employees are not equipped with presentation skills than person will create boring environment which is negative for any company. For that reason, employer check this skill before selecting any candidate for specific job.

Conclusion: 

     Skill is the key factor which distinguishes one employee to another one. Proper skills are required to accomplish any task which has assigned to them and it could only be attained if they are equipped with it. Skills can also learn with help of teaching, classes, workshops etc. Hard and soft skills should be present in an individual according to their specific work as it helps them to increase their productivity and efficiency while working for any company.
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