Employability Skills                                                                                                          Brenda Umutoni
Task Details
Task: Write a report of 2,000 words, in which you provide an analysis of relevant employability skills that you have or need to develop in the future to gain credibility in search of employment opportunities. You need to consider the perspective of an employer trying to recruit.
For this task, I will be writing this report in three parts: 
Part One: We will be on discussing “What are employability skills?”
Part Two: We will be based on Martha Smalls, it will look at the kind of employability skills she has and compare them with the job she is doing at present.
Part Three: We will be looking at Martha Smalls action plan for the year, the skill she feels she needs to gain more and how she plans to get them.
Task One:                                                                                                                                             What are employability skills?
Employability skills are skills that are easy to transfer and develop from one employment to another, but all employment/organisations will have particular skills that are required no matter what. These are skills that when used, are fundamental in a modern workplace and will enhance one’s progress at any employment.
For example, communication skills - this is one’s ability to be able to be understood easily and also explain quite complex tasks in more similar terms (this is frequently used in a managerial role) as well as good writing and listening skills, numeracy and the ability to work as part as a team and problem solve.
The employability skills are:
Teamwork: This is the ability to be able to communicate and work with others in a team/group. This includes listening to what others have to say and considering their views and values. This is paramount to modern businesses and developers, as teamwork is the norm in those multi - million companies. 
Problem-solving: To problem solve is to be able to solve a problem, know the cause of the problem (whilst correcting the cause to make sure the same fault does not repeat itself in the future) and hopefully to resolve the problem efficiently, without any difficulty, costly resources expended and in a timely fashion, to ensure that business can return to running efficiently, smoothly and seamlessly.



Initiative and enterprise: This is about creating and encouraging, to be able to use your initiative and advanced expertise of your field, and find innovative and unique changes within your workplace. Previous knowledge on what has worked as well as what has not is more than valuable in situations similar to these, as they help one to progress. You must also be open to change and improvement, as well as creative ideas from colleagues and supervisors. This also includes looking at a situation, analysing what’s wrong with the situation and how can it be improved  with costing the company, business any money and the outcome of the situation. 
Making Effective Decisions: This is based on one’s ability to assess a situation and use their best of judgement to carry out fair and proper decisions. Looking at a situation when you have to make a decision about the situation based on your judgement. Looking at the problem what the problem is about, how to deal with the problem (making a decision) with out any help but yours and the outcome of the problem was the problem solved ??.  if not why and what you could have done differently to solve the problem.  For all staff, it’s being careful and conscientious.
Numeracy: This is a basic, yet vital skill that everybody should have. Understanding basic numeracy and mathematics makes a big difference in all aspects of everyone’s life: Being able to count( money) multiply, dividing, adding, subtracting and calculating percentages accurately as well as solving practical and impractical solutions, using a calculator and being able to read and interpret graphs and tables using statistics, is very important as we use it every day without knowing i.e ( counting our charge from the shops if you have paid by cash).
Technology skills: In a fast moving society that revolves around technology and smart gadgets, basic knowledge of computers is becoming compulsory in a majority of jobs. One should be able to have the general skills/ knowledge of how to use the computer i.e using word processing, sending emails and general knowledge of how to use the printer / photocopier.  In many jobs, more knowledge is needed on specific programs i.e in the legal field they use a program called C- Filing. For example, in accountancy and banking, a good degree of knowledge in Microsoft Excel and experience  may be required. 
Planning and Organising:  To be able to deliver a good service to the client efficiently taking into account of the customers’ needs and requirements. By dealing with the most urgent and important cases first then deal with or matters  as you. Work . It is about being able to  creating an environment to deliver operational excellence  and cost-effective delivery models for the company and organisation.
Leadership: Having a leader in the workplace is vital to a company’s existence. A leader guides others in times of crisis and takes control and charge of the situation. Courage is essential to be a leader. This is due to the fact that a leader has to make crucial decisions in times of desperate need; these are decisions that will not always be favoured by a majority of people. Furthermore, a leader has to take responsibility for their actions, as it shows maturity to admit that you have made a bad decision and, only a true leader, will receive the situation as a learning process instead of a bad mark on their name.


Task two:
What are the relevant employability skills that Martha Smalls have? 

“employers typically look for individuals who have a number of Qualities. Employees should have the appropriate personal skill transferable skills, motivation, specific skills, and abilities required for a particular role (if there are any) and personally (e.g. attitude towards risk, conscientiousness, willingness to learnt) in order to do well. 

Form the business student’s guide to study and employability peter Morgan.

	 Martha Smalls 
Skills
	Peter Morgan book  employability skills 
	What they have in common:

	· Communication skills
· Applications of numbers.
· Problem solving.
· Applications of numbers. 
· Team work.
·  Approach/ positive attitude.

	· Communication skills.
· Applications of numbers.
· Problem solving.
· Applications of numbers. 
· Team work.
·  Approach/ positive attitude.

	· Communication skills.
· Applications of numbers.
· Problem solving.
· Applications of numbers. 
· Team work.
·  Approach/ positive attitude.





Looking at the above table it looks like Martha’s skills are similar to the skills in the Peter Morgan book. 

Due to the nature of Martha Smalls work; she has invaluable experience in the field she is currently working in. She has learnt to communicate with the people she deals with depending on the situation she is in. To add, she is understanding and patience when dealing with clients and colleagues. Martha is able to solve problems that may occur within the workplace using her initiatives. She is able to work as a team when needed to. Furthermore, she is also able to plan and organise her workload by dealing with the urgent important cases first followed by other matters.
  

Martha Smalls has been working in the legal field for the past two years.  Her employer job is a clerk, here is a look at what is required of a legal clerk







Job Requirements From ( From the moj -recruitment-vetting-enquiries@sscl.gse.gov.uk.) website. Are:
Skills 
Good leadership skills
Good communication skills
Standard word processing ability
Ability to work both independently and as part of a team 
Good social skills 
Competencies 
The following competencies from the Civil Service Competency Framework will be used for selection purposes: 
· Changing and Improving 
· Leading and Communicating 
· Managing a Quality Service 
· Showing Drive and Resilience 
Desirable Skills
· Awareness of Health and Safety processes (Training will be given as required) .     

· Skills for defusing difficult situations, this aggressive/offensive language and anti-social behaviour 

	 Martha’s skills
	Clerk skills:

	· Able to solve problems
· Communication written and oral 
· Listening skills
· Personal skills
· Application of number.
· Application of IT skills

	· Able to solve problems
· Communication written and oral 
· Listening skills
· Personal skills
· Application of number.
· Application of IT skills
 






Looking at table nothing much as has changed in Martha’s life apart from the fact Martha’s to have the skills she needs in her present job.  She seems confident now than she did before because she has grained the experience and knowledge she needs to take her to the next level.i.e. becoming a barrister’s clerk















































Part three:

After analysing Martha Smalls employability skills, it seems she has what it takes to be employed. Her plan is to keep practicing her typing which she will need to get the job she wants. 

A barrier’s clerk; Which is the next step from a clerk. The recommended skills for this job are: Competencies which Martha will need to demonstrate when filling in her application form. Think of a situation, explain what happened in the situation why it happens, how do you fix the situation and the outcome of the situation using the competencies given
Key Civil Service Competencies ( From the moj -recruitment-vetting-enquiries@sscl.gse.gov.uk.) website.
You will be required to provide evidence of the following key competencies
Changing and Improving
· Understand and apply technology to achieve efficient and effective business and personal results. 
· Consider and suggest ideas for improvements, sharing this feedback with others in a constructive manner. 
· Put aside preconceptions and consider new ideas on their own merits. 
· Help colleagues, customers and corporate partners to understand changes and why they have been introduced. 
· Identify, resolve or escalate the positive and negative effects that change may have on own role. 

Making Effective Decisions
· Demonstrate accountability and make unbiased decisions. 
· Examine complex information and obtain further information to make accurate decisions. 
· Speak with the relevant people in order to obtain the most accurate information and get advice when unsure of how to proceed. 
· Explain clearly, verbally and in writing, how a decision has been reached. 
· Provide advice and feedback to support others to make accurate decisions. 
· Monitor the storage of critical data and customer information to support decision making and conduct regular reviews to ensure it is stored accurately, confidentially and responsibly. 

Leading and Communicating
· Display enthusiasm around goals and activities – adopting a positive approach when interacting with others. 
· Listen to, understand, respect and accept the value of different views, ideas and ways of working. 
· Express ideas effectively, both orally and in writing, and with sensitivity and respect for others. 
· Confidently handle challenging conversations or interviews. 
· Confront and deal promptly with inappropriate language or behaviours, including bullying, harassment or discrimination. 


Collaborating and Partnering
· Demonstrate interest in others and develop a range of contacts outside own team to help get the job done. 
· Change ways of working to facilitate collaboration for the benefit of the team’s work. 
· Proactively seek information, resources and support from others outside own immediate team in order to help achieve results. 
· Readily identify opportunities to share knowledge, information and learning and make progress by working with colleagues. 
· Listen attentively to others and check their understanding by asking questions.  
· Take responsibility for creating a working environment that encourages equality, diversity and inclusion. 

Managing a Quality Service
· Explain clearly to customers what can be done. 
· Ensure that levels of service are maintained – flag up risks or concerns in order to meet customer requirements. 

Conclusion; Reading the requirements of Marth’s next job it seem she will need to take time in practicing answering competency questions, learning to explain in deal each step and the outcome. She will also need to have some kind of experience to grain more skills , knowledge and understanding about the job.
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