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Executive Summary

The purpose of this report is to evaluate employability skills and show the relationship between the skills employers look for and skills that candidates require. 
This report looks at a range of skills.
The findings of this report show that lacking some of these vital skills can be a disadvantage for organisations.
The report has made a number of recommendations to improve the skills of the researcher.
The report has concluded what skills are important in finding suitable jobs.
It notes that some skills are more important than others and also discusses the skills that the candidate needs to develop.
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Terms of Reference


This Management report was requested by Marie Pitson on the 30th of January 2018. The purpose of the report is to identify the benefit of employability skills to both employees and employers. The Research will include a discussion of the skills studied, identify the skills needed or developed in the future. This report will be submitted by 2nd March, 2018.































Procedure

The procedure adopted for this report from:
Books 
Websites
Journals







Introduction

Employability skills are a set of skills which allows a person to find a job and standout from others. Every job requires different set of skills and again every skill level could be different than the other depending on the industry requirements. It is not just a mere tool to find some desirable jobs but also it helps employers to find suitable candidates quickly and easily as well as saving time and money to train employees. Most organisations spend time and money for training staff, not in job specific areas but in general and basic skills.

The Council for industry and Higher Education (CIHE), a strategic leadership network of blue-chip companies working with vice chancellors and universities to develop the UK’s knowledge-based economy, note that “different employers need graduates who have different capabilities. All values the analytical and reflective qualities that lie at the heart of a quality learning experience. But there is a growing emphasis by employers on the need for graduates to demonstrate a range of competences which will equip them to work in a global environment, in different countries, in multi-cultural teams, be innovative and enterprising and have strong language skill… Businesses have diverse and multiple needs for higher learning”. (http://www.cihe-uk.com/category/skills/)

Employability skills are those skills necessary for getting, keeping and being successful in a job. They are the skills and attitudes that enable employees to get along with their colleagues, to make critical decisions, solve problems, develop respect and ultimately become strong ambassadors for the organisation.
There are numerous skills a candidate could have or some new skills that a person could strive for. But there are few essential skills which are more common and every employer would seek in employees. A list of some skills is set out below but they are not exhaustive





Findings


Communication skills: 


Communication is simply the act of transferring information from one place to another. It is depending on jobs, communication is about being a good speaker or a good writer. It involves writing well enough to be understood in emails and memos. Being a good listener and spending time listening to other people is one of the best ways to be a good communicator. Through effective listening one can better understand what another person is trying to say, and can respond appropriately. Positive body language, hand gestures, eye contact and a friendly tone can make the situation that team members have encouragement to speak openly. How well the particular information can be transmitted and received is a measure of how good employee’s communication skills are.

The Researcher has good understanding of communication skills but needs to develop or improve reading and writing. Ways to improve 

Writing assignments and reports as part of studies
Reading books, newspaper and magazines 
Making oral presentations as part of class work
Working in customer service (face to face or on the phone)
Volunteering to host a community radio program

Interpersonal communication skills:

This is the process by which people exchange information and interact with others. It is not just about what is actually said - the language used - but how it is said and the non-verbal messages transmitted through tone of voice, facial expressions, gestures and body language. When two or more people are in the same place and are aware of each other’s presence then communication is taking place. Good interpersonal communication skills allow a person to participate effectively as a member of a team, satisfy customer and clients expectations, negotiate, make decisions, manage time efficiently, take responsibility, and work effectively with other employees. Well-honed interpersonal skills allow candidates to empathise and build rapport with colleagues, leads to a better working environment which can be less stressful.

The Researcher works with people from all walks of life and different ethnicities and has mature interpersonal and social skills but still needs to develop certain aspects.

To develop and improve, observe and make a mental note of the behaviours used, both verbal and non-verbal:
Who are the communicators?
What messages are exchanged?
What noise distorts the message?
How is feedback given?
Probably doing this all the time, subconsciously, but when actively observing communication one can fully appreciate its mechanics, by observing others- making a conscious effort to understand how communication occurs –thinking about how people communicate and be more aware of the message sent. This provides a perfect opportunity for researcher to develop interpersonal communication skills.

Problem Solving:

Problems are at the centre of what many people do at work every day. Whether you are solving a problem for a client, supporting those who are solving problems, or discovering new problems to solve, the problems you face can be large or small, simple or complex, easy or difficult. (Problem solving is about being able to find solutions when faced with difficulties or setbacks. Even employers cannot think of a solution straight away, they need to have a logical process for defining the problem, while define the problem ensuring that to deal with the real issue not the symptoms. It is a vital for employees to find ways of solving problems in order to develop a successful future career.

The researcher has been working with an ‘’Older People Project’’ and through this has helped many people solve problems in their lives and therefore can transfer these abilities and skills into the work place. The researcher needs to work on problem-solving skills by doing:
	
Research assignments as part of study
Dealing with complaints at the work place
Arrange to do study skill course that look at problem solving
Talk to other people about how they solved the problems they faced





Time management:

It is perhaps one of the most important things that applies to everyone. Sometimes it may appear that there is not enough time to do everything that can lead to a build-up of stress.  Without good time-management, a candidate will be late to work, will fail to communicate thus fail commitments which may lead to dismissals and/or a loss to a company. It is very important that candidates develop effective strategies for managing time to balance the conflicting demands of time for study, leisure, earning money and job-hunting. So effective time management requires organising and planning or divide time between specific activities. Time management skills are valuable in job hunting but also in many other aspects of life, from revising for examinations to working in a vacation job.
 

To become a successful employee, the researcher should set up clear goals, focusing on urgent and important tasks rather than those that are not important or do not help towards developing one’s goals, organising task schedules, listing things as a reminder of what needs to be done and when it needs to be completed.


Planning and organising:

Planning and organising are the most desirable employability skills, being able to organise a task is very important at all levels of employment. With a better ability to plan and organise individuals are more likely to be hired by the employer. Things like working out what is required to get things done and then working out what to do next. 

Planning and organising is a process which helps employees focus on their ideas and decide on the step they need to take in order to achieve a particular goal. Employees need to have these skills so that they are able to break down the task they have been given into manageable chunks. A task that is supposed to take five years to complete, becomes much easier if employees has a target to achieve every three months. 


Some of the examples for improving or developing planning and organising skills
study time table and sticking to it
Organising time around study-work-family etc.
planning and organising some independent trip
helping or being a part of a community event


Team work:

Teamwork means being good at working with people, both with colleagues and other people that come into contact with organisations. It is generally a group of people working together in an organisation to achieve goals.  These days, most of the organisations require team players to maximize the candidate’s time efficiently. If someone is struggling to finish work, employers want other members to participate and get the job done rather than solely relying on that person responsible. People work in an atmosphere of mutual support and trust, working together with good inter-group relations. Each other’s strengths are valued. Where people are free to disagree constructively and where both support and challenge are a part of helping teamwork. Good team players exhibit good efficiency at work and improved productivity. It also has a positive impact on team members. The researcher has a little knowledge and experience in teamwork, but still needs to improve this in the workplace.


Ways to develop and improve

Doing group assignment as part of studies
Volunteering in community organisations
Joining local sports teams
Being a part of community events





Use of technology:

This is one of the aspects where many organisations invest lots of money on employees to train them. Whereas, if a candidate already has the knowledge of that area of technology, not only does it save money for the company, it also provides a better opportunity for being employed. Some of the common things company would seek in a person are knowledge of MS-word, spreadsheet, PowerPoint and other industry specific software like Sage, SAP etc. 

The researcher worked as an administrative assistant, assisting the team with admin and clerical duties. In this role, one gained experience of working with databases, systems, assist with expenses and data entry on a daily basis. Organising records and ensuring that they are maintained and kept up to date. Managing accounts and often using Microsoft programs to create spreadsheets and other data information sheets.
To develop and improve:
Doing short courses online
Asking for extra training at work
Searching and finding out what technologies can be used in specific jobs and prepare for that accordingly.

Planning and achieving effective employability skills

There is very little involvement from employers in providing and delivery of these skills. However, some of the employers offer continuous development programmes for existing employees and for apprentices. Employers are more likely to be involved in providing guest lectures, workshops and seminars. 

[This] University is an academic university focusing on teaching and research. It’s not a training ground.

Director of Careers Services, English University.


Employers, who were alumni, sometimes provide advice to fellow university graduates. It is very important to have a good knowledge of this information to find what skills are important to get a job.

Given their success (employability measures), it is important to reiterate the value of having a two-way relationship between candidates and employers to meet the needs of students. We remain proactive in linking with all business types and theirs is an example of how such partnerships work in practice!
	University English Midlands














Conclusion 

This report was essentially a qualitative study showing different sources of evidence and while generalisations should be made with care, it has provided and insight knowledge about employability skills. While there are variations in the classification of employability, there is a broad understanding of what qualities, characteristics, skills and knowledge constitute employability in general and for graduates in particular. Employers expect graduates to have the technical and discipline competences from their degrees but require graduates to demonstrate a range of broader skills and attributes that include team-working, communication, interpersonal communication, leadership, problem solving, time management and often managerial abilities or potential.  
While a recent UKCES study (SHURY et al 2010) has shown that the majority of the employers are satisfied with their graduate recruits there is a minority who are not. Even though the labour market situation has seen an increase in graduate unemployment and these issues along with the ever-present challenge of global economic competition mean that all the candidates will not be able to secure jobs. This report suggests a number of essential skills are vital to seek employment and for standing out from the many applicants that are trying to secure these jobs.
















Recommendations


Here are some recommendations that could be suggested and adhered to ensure a candidate stands out from the rest. While every job has priorities in seeking standards among these candidates but in general, some of the basic things that could be developed to find the right job.

Posture:  Some may think that words are the only means to communicate but good body language and gestures also speaks volumes.

Eye Contact: Maintaining good eye contact with the listeners as well as with the interviewers.

Choice of words: Same thing can be spoken different ways so, candidates should be careful about the words he or she may use and maintain a mild pitch. At the same time Candidates must be audible and should listen to what he or she is told.

Computer Skills: It is always good to know some software and applications which will help in finding jobs. Some of the basic skills employers look for are
MS-WORD
SPREADSHEET software like MS-EXCEL
POWERPOINT
GRAPHIC Software like EMAZE
Other industry specific software like SAGE or SAP.

Time management: Candidates should prepare thoroughly prior to going for an interview. Many candidates leave everything to the last minute which is not good. Making sure plenty of time is allowed for travelling to the interview and get oneself familiar with the environment.
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