






Table of Contents
Introduction	2
What are Employability skills?	2
Why do companies require these skills?	2
Tactics Recommended for employers	3
What skills do I have for a workplace?	3
Personal SWOT Analysis	4
(S)strengths	4
(W)eaknesses	4
(O)pportunities	5
(T)hreats	5
Skills that can be worked on:	5
My communication skills:	5
Problem solving skills:	6
Initiative & enterprise skills:	6
Planning & organisation skills:	6
Self-management skills:	6
Learning skills:	6
Technology	6
Conclusion	7
References	7










[bookmark: _Toc39580001]Introduction:
Society is rapidly developing and competitions between different companies are also increasing, Employers now a days are not only expecting students to focus on their degree but also pay more attention to their employability skills. They believe in order to defeat their competitors in heavy competitions, employers want graduates who seem to have a wider range of skills to bring new things to the table in the work environment and require the employees with different skills to fulfil many roles. Any graduates who are coming into the workforce must have the skills needed by employers.

The overall purpose in all this is making ourselves to be more dedicated and become more competitive for our job market in the future. First aim is to find out what the employability skills the employer requires from the graduates, then. Gather information and create a personal swot analysis and make an action plan to improve ourselves.

[bookmark: _Toc39580002]What are Employability skills?
Employability skills are not only outlined as skills required to gain employment, but correspondingly to help you progress within an enterprise so as to achieve one’s potential and contribute successfully to enterprise strategic directions.  In today’s society, notwithstanding the degree, companies are paying more attention to the employability skills of the graduates as they’d want to see how you can portrait yourself in a work environment, but at the same time there is no uniform standard of employability skills.  What employability skills the graduates are expected to have depend on the actual working conditions of the business and different companies have different requirements. Through a broad range of literature analysis, the outcome of what the employability skills needed by businesses are almost the same, and can be loosely divided into the following eight basic skills: "Communication skills, Teamwork skills, problem solving skills, self-management skills, planning and organizing skills, technology skills, lifelong learning skills and initiative and enterprise skills (youth cental, 2018).

[bookmark: _Toc39580003]Why do companies require these skills?
Communication skills: According to CIPD's views, the latest CIPD / KPMG quarterly Labour Market Outlook, a survey of more than 1,400 UK employers, key attributes employers seek in recruiting school leavers are communication skills (40% of employers rank this in their top three necessary attributes), work ethics (39%) and personality skills. Communication happens on the workplace all the time, having strong communication skills will allow us to have a good relationship with colleagues and bosses, thereby maintaining a healthy working atmosphere and allowing us to complete the job more effectively. Therefore, having strong communication skills will not only please establish customers with the goods and services provided by our service, but also more customers can work with us (Chartered Institute of Personnel and Development 2020, , n.d.).



[bookmark: _Toc39580004]Tactics Recommended for employers
1. Ensure that the use of non-standard or atypical work structures is in response to a legitimate business flexibility need, which works both for the company which individuals.
2. Set the employment status of atypical employees explicitly in employment contracts, and periodically check (at least once a year) the working conditions in practise to ensure that the nature of the employment relationship represents what is laid down in the contract.
3. Provide fair notice of work schedules so that workers can plan ahead.
4. Provide fair compensation to atypical employees if prearranged work is cancelled with little to no warning
[bookmark: _Toc39580005]What skills do I have for a workplace?
Teamwork skills: Within today's world, even the individual capacity to work is inadequate, more and more jobs require a group of people to achieve together. Working within groups will improve work progress and even build a better understanding of the business by brainstorming.
Problem solving skills: in this dynamic environment, businesses will face multiple challenges at any moment, allowing the organisation to ride out the storm successfully or it will fail.

Self-Management skills: Companies would need students to have self-management skills to do the job alone or almost alone, without anyone needing to stand continuously over the staff and tell them they want to.

Planning & organizing skills: Employers need graduates to prepare and coordinate restricted sources to achieve both the company's short- and long-term goals.
 
Technology skills: Computer skills are becoming increasingly relevant in the modern era, workers need expertise in the use of computers and telecommunications systems, understanding current trends and knowledge management innovations through computer.

Life-Long learning skills: The organisation should keep up with this increasingly changing environment, and workers with life-long learning abilities can also bring advantages to the business in order to make the company's growth sustainable.



Initiative & enterprise skills: The company's hired workers are often multi-skilled; the company will often move their staff to various departments and take on different positions within an organisation. (Heather and Peter, 2006, p.2) It allows the employee to be able to adapt easily to new circumstances and take up the work quickly.


[bookmark: _Toc39580006]Personal SWOT Analysis
SWOT stands for Strengths, Weaknesses, Opportunities, and Threats, and so a SWOT Analysis is a method to evaluate these four aspects of your personal capacity.
After defining the employability skills that companies need, I do a personal SWOT analysis on the basis of actual experience and self-assessment test through the internet. To the full benefit of personal achievement, you can use SWOT Analysis to make the most of what you have. And the chances of failure by knowing what you lack and avoiding the hazards that otherwise would catch (Mindtools content team, 2020)

[bookmark: _Toc39580007](S)strengths
 I have strong teamwork and expertise in the organisation. I have a fantastic mark in humanistic-encouraging and affiliative, based on the results of my self-assessment study.  In group work, I can build on ideas with other members and as a team leader, I usually plan to assign tasks to group members to ensure that everyone enjoys the tasks to which they are assigned. 
I'm good at controlling Self. I can handle my time well and without being pushed to get things done. Usually, I will write down the things what I need to do and sort them out according to the importance and the time sequence. Before that, I must write them down in the calendar so that I can decide what and what to do next


I do learn well. I'm ready to put the effort and time into learning new skills. As a student, I join the free English class and the mini module of the Evaluation Centre’s to develop myself as well as the major.
I do have the expertise in technology. Not only do I have advanced programming skills, I can even use sophisticated sets of software. Since I've studied business decision modelling in my first year and now, I've also studied applied management and decision modelling, they all have to use advanced software packages and I've learned how to use them during the course.
[bookmark: _Toc39580008](W)eaknesses
I have only ever approximately 3 times so companies and employees may think that I don’t have that much experience as other people would normally or supposed to have. Sometimes when working in groups I can tend to be cautious with the task if I feel everyone isn’t putting in a hundred percent effort, though sometimes I have to ignore and still fulfil my role and try and help others.
I sometimes find it difficult to communicate to strangers especially when I feel that they are not really open for a conversation or easy to approach. 

I believe I am good at problem but also consider myself weak at it, reason being when there is too much pressure on me sometimes unfortunately I’m not able to rise to the occasion and I need to be able to block all that emotion out and be able to complete a task or help others if need be.


[bookmark: _Toc39580009](O)pportunities
With my current skills and how enhanced my CV is I can land myself a part time job through the future of my university and use it to gain new skills and knowledge better my CV.
If I get job experience in the UK, I'm more employable than most. 65 per cent of foreign employer’s report being more likely to hire They are more eager to recruit students with job experience abroad (Archer and Davison, 2008.).
After my education, with the experience that I’ve gained and the knowledge that I would have empowered I can successfully land a great job within the I.T vicinity and that would be great for me because, that’s the ideal work field I’d would like to go into and there is a lot of money in the business side of information technology. I would like to move to America after all my education is finished because some of the top technology/business companies are from their such as, J.P Morgan, Apple inc, Microsoft etc. working for one of these companies would empower me with so much knowledge and will give me to develop my own personal employability skills and I can use the knowledge I gained to own my own business one day
[bookmark: _Toc39580010](T)hreats

[bookmark: _Toc39580011]Skills that can be worked on:

[bookmark: _Toc39580012]My communication skills:

1. Joining in in activities related to education that are organized by my university/ community
2. Making the first step into creating acquaintances
3. Learn not to feel nervous around people I don’t really know
4. Do a mini module about communication skills
5. Presenting and participating in class discussions during lectures

Target date) Semester 3
[bookmark: _Toc39580013]Problem solving skills:
1. Volunteer for any extra opportunities to take on extra roles and help problem solve while also improving my problem-solving skills.
2. Always try and be a selection for voluntary task
3. Aim to reach requirements assigned by my lectures.
4. Analyse thoroughly the requirements of any given assessments or homework.

(Target date) Semester 3
[bookmark: _Toc39580014]Initiative & enterprise skills:
1. I can start looking for part time work while in my education
2. I could pick up some work experience at any company if part time work isn’t available
3. If possible do shifts as a trainee for a couple weeks

Target date) Semester 3
[bookmark: _Toc39580015]Planning & organisation skills:
1. Plan my daily routine and try and maintain it
2. Balance social time and study
3. Be flexible throughout my daily activity

Target date) Semester 3
[bookmark: _Toc39580016]Self-management skills:
1. Filling up the gaps with more skills and developed knowledge
2. Be able to self-reflect whenever lecturers look back and any assignment
3. Able to act on feedbacks given to me by people


Target date) Semester 3
[bookmark: _Toc39580017]Learning skills:
1. Taking on new skills and developing them to win lover my employers
2. Attending all lectures and finishing my course to the best of my ability
3. Organising, planning and completing task with colleagues

Target date) Semester 3

[bookmark: _Toc39580018]Technology skills:
1. Participate in any activities that could be relevant to my course 
2. Be advanced with technology and help others who could be vulnerable 








[bookmark: _Toc39580019]Conclusion: There is no question that workers with a good degree will obtain an excellent starting point because a good degree allows workers open the door to find a job, but a degree alone is not enough, employers want a lot more from their graduate employees, they want employees to be able to bring benefits to the business and leave the business in an unbeatable position during the fierce competition. Through comprehensive research, I have outlined eight types of employability skills which companies most need. And through the internet and experience, I did a personal SWOT analysis based on employability skills and self-assessment test which made me more aware of myself. After that, I made a course of action for myself. I will stick to the program and hope it will help me to develop my employability skills after I finish it. After graduating, I will get a good job in the competitive job market.
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Appendix
Academic & Employability Skills Assignment

Created by Alexander George-Ufot
	
	Short-Term Time Frame
What do I want to accomplish in the next three to six months?
	Mid-Term Time Frame
What do I want to accomplish in the next six to two years?
	Long-Term Time Frame
What do I want to accomplish in the next two or three years?

	Section 1- My goals
What are my overall goals that I want to accomplish in this time period?

Example: become a student affairs officer learn computer graphics
	The goals that I would like to accomplish is gaining more work experience while progressing on my current course and using it to develop my employability skills
	I aim to have full time work alongside with my education coming to an end, I will still be working hard and developing my employability skills 
	I aim to have finished university and hopefully land a great I.T job, and with all the skills I would have learned and empowered I will be a success in my company.

	Section 2- Skills and knowledge to be learned
What specifically do I need to learn? What project do I need to work on?

Example: student advising banner; Dreamweaver a procedures manual 
	I need to learn how to be always be ready to volunteer for task and be more confident around my peers.
If I was to do like a mini module on communication skills that would improve that skill too.

	
	

	Section 3- Next steps
How am I going to acquire the skills and knowledge?
How am I going to do this project?

Example: take Dreamweaver class; do an informal interview; set up a project outline
	How I will acquire the skills and knowledge is by taking on any extra roles that helps improve my problem- solving skills and do more group [ presentations with my peers.
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