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Employability skills are very important in all industries, both to you as graduate looking for an employment opportunity and to the employers looking to recruit talented people. 

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. 


















Introduction
The employment market is a competitive place that comes with changing demands for skills. The type of skills required sometimes is dependent on the nature of the job or role required. For the prospective employee, there is the need to properly position oneself to acquire or improve on those skills to improve the chances of getting employed. 

Employment skills can be categorized into soft and hard skills. The mere possession of technical skills or hard skills is not sufficient to land a dream job. For the employee, the acquisition of relevant soft skills can increase the prospects of him or her getting that that desired job. The top soft skills that cuts across every industry and which every employer desire to see in a prospective employee are but are not limited to: Communication Skills, Team Work, Problem solving skills, Planning and Self-Management, Initiative and Enterprise, willingness to learn and Technology.  (Bassou & Jason, 2016)

It is against this backdrop that this report will detail out the employment skills I need to acquire to enhance my prospect of getting a job in the future [ Communication, Team Work and ICT Skills] and then proceed further to identify some of the employment skills that I possess and which also form part of the skills employees need to acquire to gain credibility in the future for employment. In analysis of the foregoing skills, analysis from relevant literature, reports, surveys and my personal experience will be used justify the conclusions reached under each of the highlighted skills. The final section of this work will contain a conclusion which summarises the points discussed 

Communication
Communications plays an important role in every facet of human interaction. It basically involves the ability to pass information accurately.  The possession and good  usage of It helps to build, maintain and sustain relationships.

 In the area of employment, communication skill is ranked among the top soft skills employers look out for in a prospective employee/ applicant for any job role.  This is a skill that cuts across every sector of employment from health, logistics, finance engineering to the lowest cadre of jobs. To reinforce the foregoing position, a survey conducted by three authors (Savanee, Duankamol, Suwimon, 2014) on a broad range of employers by using a questionnaire approach revealed that communication skills ranked polled 90% with regards the frequency of skills required by employers.

It is noteworthy that communication skills whether verbal or written is an inevitable skill for boosting an employee’s prospects of employment. 

However, upon my personal assessment over the years, I discovered that the oral aspect of my communication skill is what I need to improve on. This is more so, given my long desire to work as a customer service representative and a manger in the transportation and logistics industry, which involves constant oral communication as part of the medium used in the delivery its services.

Upon an assessment I conducted on top  transportation and logistics companies in the United Kingdom based on a survey by the Guardian UK 300 (2018/19) in the career section from their respective  website, It was discovered that the job roles for customer services in top companies like British Airways, Network Rail, First Group, DHL among others required job applicants to possess  an excellent oral communication skill. Reasons for this is that according to the job description, communication is an essential skill which will require constant interaction with customers and other employees and prospective clients. 


Ways of Improvement
According to Cortell (2008) no skill can be instantaneously acquired. It requires constant and deliberate practice. This applies to any graduate or employee that intends to improve his/her written or verbal communication skills. 

In summary, some of the ways of improving oral communications skills are: 
· Learn the art of Listening: This involves giving people the opportunity to be heard.
· Improving body language when communicating
· Write down things to have a comprehensive and organised thought about what you intend to say.
· Think before speaking
· Be brief and precise When trying to get the message across 
· Practice speaking alone

Team Work

Team work is an essential skill that employers look out for in potential employees when conducting employment assessment. This is because most jobs in every industry require some level of corporation among other employees to achieve a set task.   The advantage of team work in a work place, helps to achieve better value, build team spirit, bring diverse perspective to certain task, helps employee to engrave the goals of organization in the heart of the employees and more importantly helps to achieve a lot in little time. 

According to the Youth Employment United Kingdom (UK) Employability review Assessment (2017) one of the 5 core employability skills required for the future is team work. It is an important skill in a work place, most especially as most task is centred around people helping to achieve the goal of an organization.

Findings from a survey on two prominent recruitment website- Indeed.co.uk and Prospects.ac.uk -on the employability skills required by employers for jobs in the transportation and logistics industry, precisely for my desired job role, indicted 
“good co-operation skills” as an essential skill. This is probably predicated on the fact that there will be the need to constantly work with different teams, day by day to achieve set task and objectives.


Ways of Improvement
According to the Mc Ewan et al., (2017) some of the find ways of enhancing teamwork skills for employment are to: 
· Work more in a group: help to share responsibility /contribute
· Improve communication skills
· Having the patience to listen to other members of the group
· Working for the attainment of object of the group

Technology
The advent of technology and the rapid pace at which it is taking over every industry in the delivery of goods and services to meet customer needs is on the rise. For graduates, it is an indispensable skill that must be acquired, even at its basics, depending the type and role of the job. For employers, Information Communication Technology (ICT) skills has gradually found its way as the part of the soft skills that they look for in prospective applicants. This is because in this day and age technology has become an integral part of conducting business and the delivery of services and the need to attract employees with operational knowledge of ICT therefore becomes imperative. 

According to the Organisation for Economic-operation and Development (OECD) report on ICT skills and Employment in its Information technology Outlook (2004), it was observed that one of the reasons employers place preference on the possession of ICT skills when employing is that it helps to increase productivity and output level in their organization. 

Furthermore, the UK commission for skills and employment noted in its paper ‘The Labour Market Story: Skills for Future (2014) that ICT skills is a skill for the future, and it is one needed to complement the technical skills of employees together with their creative ability.  Also, a recent report by the Global Commission on the Future of work of the International Labour Organization (ILO) (2019) reaffirmed this position and stated that young person’s looking for employment opportunities must be able to meet this changing demand of the employment market to improve their chances of employability.

While Possession of ICT skills might be required as hard skills which are necessary in for job roles like Web developing, Software engineering, Information Technology Consultant, however, because of the  inevitable  nature of technology in work place, employers require that employees have basic understanding and knowledge of some ICT skills to ease the delivery of services for customers. Basic skills like good usage of Word, Excel, PowerPoint are needed. Also, knowledge of how to use IT equipment like computers, printers, internet, photocopy machines can also be advantageous. 

The foregoing position is predicated upon my personal experience as a ticket sales representative for National Express (UK). I discovered that my choice of industry for employment [Logistics and Transportation] day to day operations is heavily influenced by the use of technology from the sales of fare ticket, tracking destination, responding to client’s complaints. Therefore, there is the need for me to expand my ICT skills in order to position myself for future employment opportunities.

Ways of Improvement
According to Tsoni & Pange (2014) the various ways of improving ICT skills are summarized as follows:
· Identify the specific ICT skills that need improvement or that needs to be learnt
· Take online courses or in computer courses on them
· Practical usage of ICT equipment like computers, printers and the usage of software’s /applications 

Problem solving skills
Problem solving skill is an important skill that employers look for in employees. It basically involves the ability to devise creative methods in solving issues/ problems that may arise during the course of the employee’s work. It is a sought-after skill because inherently showcases the employee’s creativity, leadership, moral and ethical judgment in solving work related problem.  

To show the importance of this skill for employers, Proctor (2014)  noted that creativity being an integral ingredient of this skill is so important in business because it assist in cropping new ideas that are needed to deal with novel situations and It further helps to gain a competitive edge to enable the business survive ahead in the market.

This is a skill I possess I and I have displayed overtime in my previous jobs, more particularly as a volunteer intern in a charity organization. I was recognized for developing innovative ways the charity could reach out for funding in order to meet some of its set goals. Furthermore, my ability to provide workable solutions instantaneously assisted me resolving difficult problems in the organization.

Finally, Brzovic and Matz (2009) proposes a practical way by which students, and by extension prospective employee/applicants, can acquire this skill or improve on their problem-solving skills. They suggested this can be achieved by theoretical and practical means through experiencing real world problems and through the experimental learning of it. Examples of this are through focusing on the solutions and not the problem, simplifying things, critically thinking through and using language to create possibility.

Positive Attitude.
Positive attitude towards any task in life is very essential. It reflects the attitude and the manner in which we approach certain task. It also can determine the possible outcome of whatever task we handle. 

In the area of employment, it is a sterling and sought-after skill that employers look out for in employees. It involves having a positive energy towards our work even when the odds are against a positive outcome. It sometimes reflects the kind of person we are, whether as optimist or pessimist. Having a negative attitude to task has the possibility of blocking our chances to produce positive result from the task assigned in a work place. 

This is a skill I possess. I always approach all my task with a positive mindset, and I believe coupled with the mentality that nothing is impossible to achieve. In my previous employment as a sales ticket representatives, whenever there appears to be  multiple complaints from customer that appears unresolvable, I  keep a calm and smiling countenance as a way of easing the tension around me and with a positive mindset that the customers complaints are resolved and they are satisfied with the services we offer.

Some of the suggested ways of improving work place attitude include: Overcoming work-related fears; Motivating Co-workers; Having an appreciative mindset and attitude; Practice random acts of kindness; Avoid Gossiping; Adopt good work Habit (Ahmed, 2011)

Conclusion

On the whole, Cottrell posits that one of the ways of building any desired skill as a student is to have a Personal Development Planning (PDP) (Cottrell, 2010). This concept according to her requires students and by extension prospective job applicants, to note down the skills that they have and those they need to acquire or improve on.

[bookmark: _GoBack]These skills identified in this report are top soft skills that are ever present in the employers checklist when searching for the right employee in the 21st century, and employees will be in a better position if they can acquire and improve on these skills because it increase their chances of employment in the future in whatever role they desire.
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