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1.Introduction:
Employability skills are skills that are required for a workplace by an individual in order to be employable. Every workplace is different and the skills employers are looking for these days can vary depending on the business pattern. Employers frequently search for some particular skills like good knowledge in IT or product knowledge from the applicant. Employability skills define as being essential for finding a job, growing and settling in the job and finally being successful in the job. Employability skills are able to provide the platform to employers so that they can bring a positive attitude and mindset towards their colleagues and customers and finally they can end up as a strong ambassador for the organisation. (Nebraska Pork, 2019)


2.Employability quality and skills: According to Jobs.ac.uk. (2018) employers are looking for some particular skills which are listed below:

Personal qualities and skills:
· Adaptability
· Enthusiasm
· Self-motivation
· Honesty 
· Reliability
· Personal organisation skills
· Team work 
· Flexibility
· Discipline
· Time management.
· Oral presentation skills
· Leadership skills
· Effective communication skills
· Numeracy
· Computer skills
· Customer awareness. 


3.Employability skills I have:
The employability skills identified from my previous job in a coffee shop are listed below:

 Teamwork: Teamwork is a crucial part in every organisation in the world. When we worked together as a team, we had to do less effort to get the job done. When I worked as a team leader, I knew all my colleagues’ strengths and their weaknesses. So, it helped me to make a plan to succeed as a team and deal effectively with the demand in order to reach our company goal. Nowadays, employers for example, Asda, Subway, Argos, Starbucks, ask employees to demonstrate team work skills in a recruiting process to get a job. Teamwork creates a special bond between employees and management so that they are able to work well and adapt to the situation according to the business demands. Teamwork is the best and perfect platform to provide an excellent service to customers and deal with difficult and unexpected situations. Trust and respect are the key words for teamwork. (Nebraska Pork, 2019)

 Customer awareness: As a Team leader, I was aware to recognise the need of the customers and their rights. It is vital to understand what customers want and how to protect them from the unfair trade practise in the business’ premises. We all should keep our eyes open and have a look what is going on. If anything happened in our shop, I demonstrated the sense of urgency and quickly followed up with an employer. These days, lots of vulnerable people like children, pregnant women, elderly people, disabled people and mental patients are around. So, it is crucial to deal with them as a priority and keep them safe. (Youthcentral.vic.gov.au. 2018). 

 Verbal communication: Verbal communication is the part and parcel of every single business. I needed to make sure every staff got clear directions and listened to others so that they could properly understand their role and demonstrate them. Verbal communication helps me to talk fluently with the staff and customers to make sure everything is well kept. It was so important to solve any conflicts between the staff if they were not sure how to proceed the task. It is very common to have a row between the staff when you have multiple nationalities and some of them have language barriers. Misunderstanding can lead you to unexpected situations, unnecessary expenses, more work and finally you will lose the reputation with the customer. Verbal communication is very useful to negotiate with people and the suppliers. (Youthcentral.vic.gov.au. 2018).

 Numeracy: I needed to practise numeracy when I started work in the till for the first time. I had been told from the management that the person who works in the till is responsible for every single transaction. So, I was very careful when I gave the change to the customer and their receipt. I always told customers to check their change before they leave. To have a good knowledge about numeracy is a big help in our business.  (Morgan, P. 2017)

Integrity: Integrity helped me to work with morals and anticipate ethical convictions so that I could do the right thing even if no one was around me. Integrity is an important tool for leadership skills. Integrity helped me to improve my skills by telling the truth and being honest all the time. I was able to communicate with honesty and civility towards my colleagues and the customers. (Nebraska Pork, 2019)

 Time management and prioritisation:  In every single working day, I needed to demonstrate time management skills so that I could make a list of every single task in busy schedule and implemented it according to the business priority. We tried to make an effective plan for the remaining work and was using the allocated time wisely. In every business there is a time management plan to complete their work before the deadline. There were so many times I received a call from the staff that they were sick or will be late or wanted to swap their shifts with someone. So, I needed to adjust and alter my time management plan according to the situation and business priority. (Nebraska Pork, 2019)
.
 Persuasion: In every business you have to persuade or convince your customer so that they will purchase from you. Before opening, we always had a quick chat between our colleagues and discussed about our sales target and which area we needed to push more to sell some particular products. So, a good customer service with a professional manner is the key to persuade customers. We always did one thing, that was to recognise the staff who was doing very well to convince the customer and appreciated their effort by giving some rewards like coupon, voucher, cash, card from the company. Now a days, company runs their promotion and sale in the premises. So, a staff need to use their all customer skills to mention the promotion and persuade the customer. Most companies will count how many items were sold out by promotions and which staff had a big contribution towards the success of the organisation. (Nebraska Pork, 2019)

 Working under pressure: I was used to work under pressure most of the time. We tried to make sure as a group that everyone was focused and gave their best. Sometimes a drunken, rowdy or difficult customer can spoil our day. But we stayed calm in this situation and we let the security deal with that. Sometimes a big tourist group can come up suddenly for a big order and the senior staff should come forward and dealt with that. (Nebraska Pork, 2019)

Initiative and motivation: I was an extremely motivated person that took control of my own task and I am able to take the initiative. I always had the drive to do well in the company and lead by example. (TARGET jobs, 2018) 


.
4 The employability skills I don’t have: According to Morgan, P (2017), the employability skills I am looking to improve are given below:

 Computer skill: I need to improve computer skill regarding emails, memos, meeting, basic knowledge. I need to know how to use computer for business purpose daily to daily basis.
​There are some ways that i can improve my communication skills include:
· writing assignments and business reports
·  using social media and how they use for marketing purpose
· making presentations to build up my confidence
· enrol in a computer basic course

 Application Skill: In order to find a new job, I need to demonstrate my skill starting with cv, covering letter and job application form. The way I can improve is listed below:
-create all the activities I have done and what I have gained from them.
-identify the skills I have developed recently and demonstrate them.
-find out the relevant skills I needed for job vacancy that I am interested.
-make a standard, useful cv and covering letter.
-analyse the question and prepare my answer with caution.
-check my grammar, spelling, relevant information and reread my application form
-ask advice from some expert or any friends or relatives who works in a managerial position.
-submit the application form before closing date.

 Creative abilities: I am lacking creative ideas.so I need to use it day to day basis so that I can use it more effectively. The following way I can develop my creativity:

-discuss my problem with others who have the motivation and knowledge to share with me.

-give myself free time. If I am so busy, I might not be able to relax and get some creative idea.

-go somewhere and relax. I should not think about busy life and stress.

-do something new can be a good solution. I can read a new book or visit an art gallery so that I can get new ideas.

-I should not be afraid of the consequences if I could not create properly. I have to remove myself from all the barriers and be confident to present my ideas.


 Cross culture awareness: The good knowledge of cross culture becomes very significant in these days. The modern day we are working with multi nationality, multi cultured people. So, getting well with them can improve our relationship and trust in the work. It can create a successful time for a long period and organisation can be beneficiary with them. There is some way I can enhance my cross-culture awareness:

-I can visit new place and learn their history.

-I can read some books from the library regarding other culture.

-make a friendship from other culture. I can have a good idea about their attitude, values and their beliefs.

-find someone who can teach their language and help them to speak about my language.

-leave any types of assumption.




5 The job I am looking for: According to Sherman. J (2014), the job I am looking for is human resources graduate for any multinational company. The skills I need for this job are listed below:

· work towards CIPD
· good teamwork skill
· good communication skill
· handle administrative tasks
· attention to detail
· plan for time management efficiently
· numeracy skills
· analyse
· problem solving skill
· ability for multitask
· create good relationship
· self-awareness
· good computer skill

Above all, job experience in any sector can be significant for this job. Because in every organisation there is a HR department which could provide us the pattern or idea that what to expect from us.

.
6 Why employers recruit graduates: According to Glassdoor for Employers UK. (2018), employers recruit graduation for following reasons:

· when Graduate people takes the new job, they usually try to do their best. They are eager to learn and will try to impress the organisation.

· Normally they don’t have experience and they don’t expect big salary. So, they will take lower salary in the beginning.

· They can offer innovative and creative ideas. They usually have the latest information of current trend.

· They will try to help their company as much as possible. They will try to adapt quickly and ready for extra work or hours.

· Because its their first job, the organisations have opportunity to train them how to work, where to work and how to deal with various situations. They are like raw materials.

· They will push their company for various strategies. They are used to ask questions in university and they would ask questions in their job place as well.

· They have the knowledge and information of the current market. They have the ability to dig deep and get best results for the company.

· They will have immense knowledge about the technology. They know exactly how to use it and when to use it.

· They can do the multi task at the same time.

· They are very competitive and impressive. 



7.Conclusion: Developing employability skills is an ongoing process. In a modern world the organisations have expectations from the graduate and they believe they have the skills and necessary tools to represent their organisation and make successful. There is always a room to improve employability skills. It is part and parcel for the organisation to establish themselves in global market. (Morgan, P. 2017)
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