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Introduction
When searching for employment, it is very important to consider what skills are required in order to attract potential recruiters. Currently, an assortment of guides are available on what skills employers are looking for when hiring their next employee. Findings from several job sites and guides include skills such as interpersonal skills, oral communication and leadership skills central to being considered by potential employers (Dowson, 2017, Cottrell, 2003). What is incredibly apparent is that there is an overlap in the sought-after skills employers are looking for; time management, critical thinking and written communication skills appear amongst these lists. Therefore, it is important to understand which skills are required and develop them.
This report will focus on three employability skills that are deemed necessary and also need further developing: time management, critical thinking and written communication. The report will be divided into three sections, each defining the chosen skill and its importance in the pursuit of employment. Within each segment, there will be an evaluation of the skill and why the skill is important to employers. Following this, each section will include how the skill can be further developed. The report will conclude with an overall summary of the skills and how they can be useful in employment.






Time management
When referencing the numerous guides on employability skills, time management is a skill that is mentioned very frequently. Time management can be defined as the ability to use time effectively (Levin, 2007). More specifically, it is the ability to manage time efficiently by allocating time to certain tasks and prioritising between important and unimportant tasks. The ability to focus on specific tasks, whilst disregarding others, is vital in achieving goals and meeting deadlines. As mentioned by George et al. (2008), there is a correlation between a student’s ability to manage time and their academic success (George et al., 2008). They concluded that “the greatest predictors of GPA were time-management skills, intelligence, time spent studying, computer ownership, less time spent in passive leisure, and a healthy diet” (George et al., 2008, p.706). Therefore, this skill is a useful one to succeed in both academia and employment. 
Time management is an important skill to have as it can be used in all aspects of life; it can be used in education, employment and daily life. It is a favoured skill by employers because an ideal candidate is one who can adhere to time restraints and meet deadlines whilst maximizing their productivity levels (Smale and Fowlie, 2015). As Allen (2001) states, one who produces quality work within a given time frame demonstrates reliability, efficiency and knowledge (Allen, 2001). With specific deadlines set for different tasks, it is less likely for someone to procrastinate as they are working in a certain time frame. In turn, when these skills are transferred into the workplace, candidates demonstrate reliability and productivity whilst working in a certain time frame. 
Time management can prove to be difficult if important and leisurely activities are not balanced properly. For example, someone who has children and simultaneously works and studies may find it difficult to make time for the work required for each activity. One way in
[image: ] which this issue can be resolved is to implement the Time Management Matrix developed by Covey (1989).Figure 1: 

The Matrix divides tasks into Quadrants; each Quadrant has a different urgency and importance level. For example, Quadrant 1 is where urgent and most important tasks are entered; tasks such as meeting deadlines or exam revision can be entered into this quadrant. Quadrant 4 however is where not urgent and not important tasks are entered; leisurely tasks such as going for a manicure or clubbing can be entered into this quadrant. This table is useful as it equips candidates with the ability to prioritise tasks. The most urgent and important tasks are to be attended to first and the less important tasks after (Covey, 2004). Source: https://www2.usgs.gov/humancapital/documents/TimeManagementGrid.pdf

It is important to also allocate certain time slots for prioritised tasks. As Morgan (2017) explains, in order to succeed at university, a student should dedicate approximately 42.8 hours a week to studying (Morgan, 2017). As a result, education related tasks take precedent over leisurely tasks such as going to the cinema. The benefit of this table is that it can be copied into diaries and agendas. Available both digitally and physically, diaries can document important tasks, schedules and timetables. These can be personalised and customized to the person’s liking. This encourages candidates to access and utilise the grid more. The more the table is visited, the more familiar the candidate becomes with the Matrix and more likely they are to adhere to the time allocations. In turn, this helps individuals increase their time management skills. 
Critical thinking
[image: Related image]Another important skill candidates should have is the ability to think critically. According to Morgan (2017), critical thinking is the ‘development and use of information beyond memory and repetition’ (Morgan, 2017, p.69). As Cottrell (2005) explains, critical thinking helps identify both explicit and hidden messages and helps candidates analyse whether a piece of information is true, effective and necessary (Cottrell, 2005). Therefore, information should be not taken at face value and candidates who are able to critically think can assess which information is important and which is not. This helps candidates use relevant information to solve problems.Figure 2:

Understanding the importance of critical thinking is necessary in order to further develop this skill. Blooms Taxonomy of Academic Skills (Bloom et al., 1956) is a helpful way to understand this.   Source: http://thepeakperformancecenter.com/educational-learning/thinking/blooms-taxonomy/ 

As can be seen in Figure 2, Bloom et al. (1956) have ranked academic skills in accordance to their importance. Each of these skills have associated verbs with them. In descending order, these are: evaluate, create, analyse, apply, understand and remember (Morgan, 2017). What can be understood from this Figure is that candidates must go further than just understanding and remembering information to succeed and produce better quality work. Evaluation and critical thinking go hand in hand. Both require candidates to question and be critical of information presented to them and search for further meaning and applications.  
When recruiting, many employers value university-educated employees as they are more likely to exhibit critical thinking skills (Trought, 2017). Gained through the critique of information and viewpoints, this skill can be transferred into the workplace and used in day-to-day activities. This skill is important to employers as it demonstrates how capable a candidate is at gathering credible information, how they assess the information and finally how they apply the information that is gathered. This is important in the workplace as it minimises the need for constant training of that individual and it equips candidates with the skill of risk assessment and prioritisation. These skills combined increase productivity and make candidates more reliable.
One way in which critical thinking can be developed is through debating; through debating with peers, candidates welcome conflicting view-points whilst challenging and strengthening their own arguments. Debating allows the analysis of other view points and complex problems (Cottrell, 2005). Additionally, as Tyler (2017) mentions, critical thinking is not taught, rather, it is a constant work in progress that is learned through experience (Tyler, 2017). Debating is a practise that allows individuals to develop critical thinking skills as they critique viewpoints that are exchanged. When debating, individuals may get riled up when viewpoints oppose theirs tremendously. As a result, emotional self-management is important here as candidates must not take offense from opposing views. Dacre Pool and Sewell (2007) state that an employable candidate is one who is able to manage their emotions, apply logic and remain composed to reached an informed decision (Dacre Pool and Sewell, 2007). So, through much practice, candidates learn how to critically think whilst demonstrating emotional self-management. This is important to employers as in the workplace, peers may have different viewpoints and it is important to respect them and use them to reach informed conclusions. Employers prefer candidates who express logic and do not become consumed by their emotions. This makes candidates easy to work with.
Another way in which critical thinking can be developed is through reading and critiquing of academic text. As Tyler (2017) mentions, critical thinking can be further developed through the critique of academic work (Tyler, 2017). Published academic text tends to be more dense and robust and educational. Candidates who read and critique more academic text become more familiar with how to process and apply information. This helps develop the ability to identify genuine and credible sources. It also encourages candidates to be more intuitive and independent. Furthermore, prioritisation is also exhibited here; whereas time management prioritises tasks to fit a certain time frame, critical thinking involves prioritising information and viewpoints in reaching an overall informed decision. 

Written communication
In addition, the ability to produce high quality written communication is another skill important to the employer. Good written communication includes an understanding of grammar, sentence structure, wide vocabulary and the use of proper punctuation. Written communication comes in styles of essays and reports. This skill exhibits the ability for a candidate to gather information and apply it successfully to written work. It also merges time management and critical thinking skills; candidates must produce quality work in a given time whilst sifting through information (Tissington and Orthodoxou, 2014). Through the use of proper English, appropriate grammar and correct punctuation, candidates demonstrate the skill to put across viewpoints clearly and concisely. 
Good written communication is important in many fields of employment. The ability to produce substantial written work is a necessary skill to have as many professions require the ability to read information and produce written work based on these findings. For example, in a political profession, policy making requires not only gathering information, but applying this information by producing clear, informative policy briefs. As Morgan (2017) states, grammar and spelling are expected by employers (Morgan, 2017). Also, developing a clear, exciting writing style is useful as written communication can be used to persuade investors and clients. It also gives insight about a candidate without the use of verbal communication (Denicolo and Reeves, 2014). This makes it an important communication method. 
In addition, to produce quality assignments in university, students must be able to manage their time efficiently, undertake research for relevant information and apply this information to answer a tailored question. Also, reading texts and applying them to work requires the need to reference and use citations appropriately. The ability to do this demonstrates to the employer that the candidate has very good organisational skills and are able to express themselves through written text whilst following a certain academic structure. Also, the use of correct grammar, syntax and English communicates a stronger message as opposed to basic English (Seely, 2013). Critical thinking and research methods can be applied here also to make more reasoned, sound arguments. 
In order to produce quality written work, candidates must demonstrate knowledge of good English. This includes understanding the foundations of grammar, syntax, punctuation and English vocabulary. To widen one’s vocabulary, extensive reading of academic text must be undertaken. This can be achieved by reading relevant academic text; these can be books found in the library or journals found online through the University e-library and e-journal portal. Online educational video platforms such as Lynda.com provide candidates with tutorials to help them hone certain skills. An understanding and ability to use good English communicates to the employer that the candidate is both knowledgeable and articulate. 
Another skill that needs development is the ability to reference text properly. Referencing regards the adaptation and use of other academics’ work through reading and citing relevant information in text (Greetham, 2001). At university, students are taught how to reference text and add citations using the Harvard system. These skills are transferrable to the workplace as many professions require the ability to produce reports; this requires the knowledge on researching text, analysing them and also citing work from others. To enhance this skill, candidates can use guides dedicated to referencing such as Writing with Sources- A Guide for Harvard Students or Goldsmith’s (2018) How and What to Reference (Harvey, 2008, Goldsmiths, 2018) or referencing software such as Zotero; a tool that can be added to Microsoft Word or Files that helps you create bibliographies and cite text properly. Through constant practice, the ability to reference text properly enhances. 

Conclusion 
To conclude, the chosen skills are necessary to hone as they are important in both education and employment. Constant development and self-reflection are imperative to growth as an individual, especially when seeking employment. The development of these skills is important to be considered an all-rounded individual. When a candidate is confident in their skills, they are more likely to be motivated and productive. This attracts employers. Therefore, consistency and practice are important. Also, these skills are versatile as they can be transferred into academia and daily life. This shows how important these skills are to both the individual and the recruiter. Therefore, it is important for candidates to practice and make a habit of these skills; this ensures candidates are confident as an outcome. This makes candidates more employable and attractive in the job market.
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immediate and important deadlines.

Quadrant I is for long-term strategizing and development.

Quadrant IIT is for time pressured distractions. They are not really impor-

tant, but someone wants it now.
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