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1. [bookmark: _Toc530143636]Introduction
With the rapid growth of the business, competitions among the business firm are increasing day by day. As a result, employers want something special from the employee. Along with institutional degree, they give more attention to employability skills. I have been working at Asda as a customer assistant for two years. I work at South Woodford outlet. Every day I need to work with different customers having different behaviour, culture, and nature. I have improved some employability skills working there for two years. Asda wants different employability skills along with the institutional degree. These skills are required for efficiency, profitability and to get a competitive advantage over competitors (Kastenbaum, 2011). Asda wants employee having multi-skill to retain their position in the industry. For this, we need to find out the major employability skills that are required to improve during our institutional degree. 












2. [bookmark: _Toc530143637]Recruitment and selection considerationsof Asda
Asda is the second largest supermarket in the UK and becomes one of the top 100 best companies to work for. I have been working there for two years as a customer assistant. Asda believes that if employees enjoy working and work environment then the customer will also enjoy shopping. For this Asda specifies some competencies required for the selection process to be a proud employee of Asda. Asda’s recruitment and selection considerations as follows:
[bookmark: _Toc530143638]Analysing job description followed by Asda:
Job description clearly specifies job requirements, the roles, and responsibilities of the employees. Besides it also specifies the skills required to perform the roles. To be a customer assistant, I need to be a good communicator, understand the perceptions of the customers, able to create instant solutions to ensure a smooth sales process. Besides I should have some special competencies like communication, team working, problem-solving, decision making, creative and innovative thinking, relation building, customer focus etc.(Kastenbaum, 2011).
3. [bookmark: _Toc530143639]Analysis of employability skills worksheet
	Top five skills required by Asda:
1. Customer focus
Asda always focuses on creating a valued and satisfied customer base to increase profitability and productivity. For this, I need to understand the need, demand, and interest of the customers. As a customer assistant, I always need to ready to provide a complete solution for customers' demand on a timely basis. I should deal with customers' feedback, recognize adverse customer reactions, develops better alternatives, and emphasize to greater customer service (Pavlin, 2013). 
2. Communication
Good communication skill is very crucial while working as a customer assistant. I should efficient enough in listening and speaking (Maund, 2017). I should give undivided attention to the speakers and ensure proper use of verbal and non-verbal communication.

3. Team working
While working in Asda, I need to work within a team. I need to be a good team member.I should have the ability to praise my team members in their success, share skills, knowledge and resources within the team (Morgan, 2016). I should always cooperative while working on a team
4. Problem-solving
As a customer assistant, I had to face different problems in my workplace. Duties of a customer assistant are always challenging and complex. I need to find out the core facts and hidden tricky about different problems. As a result, Asda wants employee having good problem-solving skill (Kastenbaum, 2011).
5. Time management
Time management is always a crucial factor while working in an organization like Asda. I needed to classify tasks into different section according to their priority. It helped me to make a balance among different types of problems.

	 Competencies I have
1. Team working
From my experience and academic knowledge, I believe I am a good team member. I can work with different group of people and can share resource, skills, abilities within the team (Pavlin, 2013).
2. Problem-solving
I have improved my problem-solving skill while working at Asda. I have faced different problem regarding customers' problem. But still, I have points to improve here.
3. Communication
During my institutional degree, I have improved my communication skill. Besides, working in Asda gives me more effective in communicating with a group of people. 
4. Customer focus 
I need to understand the need, demand, and interest of the customers. While working at Asda I always need to ready to provide a complete solution for customers' demand on a timely basis. It helps to improve this competency (Greenhaus, 2016).
5. Time management
While working at Asda I have to perform a variety of works. These are not equally important and urgent. But I have to make a tradeoff between these problems on a timely basis. 


	The way of developing and accessing these skill in my degree program
1. Customer focus
Customer focus is one of the most important competencies required by Asda. But in case of the institutional degree program, we are little concern about this competency. To develop this competency, we can play a role during our degree program. Some of us may play a role as customers and some of us as customer assistant. It will help us to understand different behavior as well (Kastenbaum, 2011).   
2. Communication
I sometimes found myself as inefficient in communication with the customers. To develop communication skill during my degree program, I need to communicate with different groups of students with different problems. I need to learn about listening and speaking in the proper way.
3. Team working
To develop team working skill, I need to work in a team. Naturally, we all want to be the team leader. But while working Asda I realize that a good team member is more important than a leader. In the degree program, we may form a team of 5/6 members and try to solve a particular problem. While working in a team, we can share our abilities, resources, known to be a good team member (Morgan, 2016). 
4. Problem-solving
To develop the problem-solving skill I need to deal with concurrent issues during my degree program. A breakdown of the problem, identifying the reasons behind the problem, a test of the expected solution, and ultimately implementation and control of a particular solution makes problem-solving skill very efficient (Pavlin, 2013).
5. Time management
I think time management actually depends on our daily routine. To manage time properly during my degree program I have to classify my tasks into different section using the Eisenhower matrix. Then I need to evaluate those tasks at the end of every day. I need to use a continuous improvement process as well.


Figure: employability skills worksheet


4. [bookmark: _Toc530143640]Application of STAR model
STAR model is generally used for the competency-based interview. Using this model I can easily explain competency base question using the STAR model. Here STAR refers situation, task, action, result (Greenhaus, 2016). While working in Asda, I have gathered a wide range of experience regarding team working, problem-solving, decision making and time management. Using the STAR model these competencies as follows:
[image: ]
Figure: STAR model
Source: (Kastenbaum, 2011)

[bookmark: _Toc530143641]Team working
Situation
While working in Asda, we had a team of five members. We were working as a customer assistant. But we were working in a different section of the store. We needed to co-operate each other to make customer satisfied.
Task
One day a customer had very little time for shopping. He had to buy a wide range of products. But these products were not in the same place and it was not possible only for me to make all the products available for him at that time (Maund, 2017).
Action 
I along with my team members firstly collected the list of products that he wanted to buy. Three of us went to collect those products and I was helping him for payment. As a result, we became able to complete the task in proper time due to co-operation, and communication (Kastenbaum, 2011).
Result
The customer was so delighted with our teamwork and fortunately/unfortunately the customer was the independent auditor of the HRM department. He was very much pleased with the corporate citizenship behavior and teamwork. 






[bookmark: _Toc530143642]Problem-solving

Situation
I was working as a customer assistant in Asda. I used to help the customers to find out the best fit product for them. Sometimes I represent new products with different new features. But my main duty was to convince and help customers for shopping (Maund, 2017). 
Task
One day a male customer became hesitated to select the best gift for his wife in Valentine. The main challenge of mine was to choose the best gift. Besides, his wife always preferred something special.
Action
I knew there was ‘julep maven makeup subscription box' and was considered as a most satisfying gift for women. The demand of the box on that particular time was pretty higher but comparatively lower cost. The idea was good enough to satisfy him (Pavlin, 2013).
Result
He became very satisfied with ‘julep maven makeup subscription box'. Even he bought more than one box. He gave me some tips as well (Morgan, 2016). It also encouraged me as well. 
[bookmark: _Toc530143643]Time management
Situation
Every weekend I needed to report to my boss. But on a weekend there was an annual sales meeting program. Besides I needed to do my routine work as well.
Task
I had to participate in all the programs on that particular day. Besides, preparation of the customer report was also vital. So it was quite difficult for me to do these different functions simultaneously.

Action
For time management, I used Eisenhower matrix. Early in the morning, I classified my task into four major categories. These were ‘do, schedule, delegate, and avoid'. I put annual sales meeting at the top of the list, then weekly reporting (Kastenbaum, 2011). I transferred my daily duties to my colleague and avoided doing recreation activities on that day.  
Result
Using this time management framework I was able to satisfy my boss. He was so delighted knowing the number of tasks that I did on that day (Greenhaus, 2016). It helped to get a merit point beside my name. The merit points helped me for promotion in upcoming quartile.

5. [bookmark: _Toc530143644]Time management framework
Time management is a very crucial issue in job-life. There are many works I need to do for a single day. It includes tasks in both on the job and off the job. For this, I need to define the most important and less important task. To understand and classify different task I can use Eisenhower Matrix (Morgan, 2016). It helps me to decide task on a priority, urgency and importance basis. It sorts out less urgent and less important tasks that I should either delegate or not do at all. Eisenhower Matrix is described below:

[image: ]
Figure: The Eisenhower Matrix
Source: (Pavlin, 2013)
According to the Eisenhower matrix, I can classify task on importance and urgency basis. When a task is not important and not urgent then I can eliminate the task from my daily routine. I should stop doing these kinds of task (Maund, 2017). While a task is not urgent but important then I should make a schedule (a time to do that). Besides, when a task is urgent but not important for me then I should delegate the task to someone else. At the end, I should always conscious about the urgent and important task (Pavlin, 2013). It includes tasks while serving a customer during my working hour. I should do these works on that day.







Application of Eisenhower matrix
	Issues
	Urgent
	Not urgent

	Important
	Do
· Attend annual sales program
· Perform weekly reporting in due time
· Deals with customers
· Perform critically and supporting issues (Maund, 2017)
	Schedule
· Issues regarding building relationship
· Issues regarding developing sales skill and strategies
· Issues regarding future sales prospects

	Not important
	Delegate
· Delegate calls and mail issues to the customers
· Delegate meaningless ordinary meeting
· Delegate background research on customer satisfaction 
	Eliminate
· Time wasting doing unusual activities
· Avoid making a phone call
· Reduce using different social networks


Figure: The Eisenhower Matrix







6. [bookmark: _Toc530143645]Conclusion:
Employability skills are very crucial in the real world. These skills not only help to get a good job but also require professional prudence. We can improve our employability skills during institutional degree and workplace (Greenhaus, 2016). We should be efficient enough for good communication, problem-solving, decisio4n making, customer focus, critical thinking and time management. From my experience now I can realize the importance of these skills. Asda really helps me to improve these skills. Still, I am improving my employability skills on a continuous basis. As a student, we should go through different job descriptions to understand the need and try to improve them at the institutional level.  
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