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Employability cannot be confined to a single or particular definition. The term employability is vast, it encompasses capabilities to find and retain employment. Simply put, employability can be defined as possessing qualities that make you employable that is having the Knowledge, skills, abilities and experience that employers require for individuals to confidently apply, compete for and obtain the jobs desired and to thrive in them once successful.
There is a huge difference in studying a course for career progression and actually exhibiting the relevance of the acquired skill at the workplace when eventually employed. An 'employable' person is not only someone who has a job, an employable person may be already in employment, looking for work, unemployed, or not looking for work at all, but they possess qualities which make them potential candidates for gainful employment and also have the ability to maintain employment.
Employability skills are important in the work environment for a smooth and effective running of organisations. Employability skills encompass various attributes which employers of several institutions, whether large or small scale look out for in the applications of candidates seeking employment throughout the selection lifecycle process. Apart from the Technical Know-how skills acquired during studies, there are soft skills that work hand in hand with intellectual knowledge and are required for getting, keeping and being successful in a work environment. These are the skills and attitudes that allow employees get along with their colleagues and team mates to make critical decisions, solve problems, develop respect and ultimately become strong representatives for the organisation.
The purpose of this report is to highlight the essential Employability skills employers are particular about when scouting for talented employees to engage in their organisation. 
This report will discuss with reference to my own personal opinions and a variety of other academics soft skills and knowledge skills people exhibit in the workplace on a daily basis. These following are some the skills I have acquired over the years as a mother, Socially and as an employee. To highlight some of my proficient skills, I will discuss a few below for the purpose of this report, These skills can be generally broken down into the following categories:
SOFT SKILLS:
· Communication – This is an attribute of a good talker or writer. Within the work place, Communication could be verbal or non-verbal. I am a confident communicator with the ability to interact with everyone in the organisation and externally whether managers or cleaners as well as third parties.
-Verbal communication – This is one of my strong traits and mainly done via weekly team meetings or one or one meeting with immediate line managers.
-Non-verbal Communication – This could be via written notice board announcements, Emails, Shift Rotas etc
· Teamwork – Working with other individuals in large or small groups to achieve a common goal.
· Problem solving – Attending Brain storming sessions with team members searching for ways to resolve issues arising.
· Initiative and enterprise – The ability to think logically and quickly when problems are encountered.
· Planning and organising – Self organisation is highly essential in my day to day work. I am able to prioritise in order to get the important tasks done promptly and efficiently 
· Self-management – Maintaining daily, weekly, monthly and yearly diaries for appointments and training purposes.
· Learning – Self Development
· Technology – Updating oneself with new or emerging technology

I will now discuss some employability skills that I possess which have over the years, given me an added advantage over other job applicants.
Problem Solving Skills:
Several years ago, I wanted to develop a career as a Special Education Needs Teaching Assistant, I had no prior experience, neither did I have the required qualifications to be one. The interest in this field was sparked by my coming in contact with a little 6 year old boy who was autistic whose parents were members of the same church I attended. The boy was required to attend the children’s Sunday school but because of his behavioural challenges, which needed undivided attention, there were just four teachers allocated to the 20 children already in attendance. 
I was desperate to help out in the children’s department as it was a growing church and we were likely to have more families with young children join the church community. I made enquiries on how to go about training as a special needs teaching assistance, I spoke to a number of people who were already professionals in the field, called up several agencies on the requirements needed to register with them. I visited several special educational needs schools around my local area and offered to work voluntarily as a classroom buddy.  I was pleasantly surprised and excited when one of the schools I approached offered me an opportunity to be a Buddy to some of the children. All I had to do was pick the children at the start of the day from the moment the school bus arrived in the morning, escort them to the classroom, settle them in for the day’s activities, help them with the learning tasks assigned, play outside with them on the playground, made sure they ate their food at lunch times and taking them safely back to the school bus at the end of the school day.  
I had to apply for a DBS certificate clearance to enable me work with children and vulnerable adults. I was told processing the certificate could take several weeks up to about 6 – 8weeks to come through. In the meanwhile, I paid for some short courses with the Teaching agency which I had registered with to broaden my knowledge on the responsibilities of a teaching assistant. Through determination and hardwork, I was able to pass the 2 modules within 4 weeks as the training for each module lasted one week with examinations at the end of each week’s training. This upgraded me to the level of a teaching assistant. Luckily my DBS clearance certificate was sent to me within 6 weeks and I was able to start the voluntary work at the school not as a classroom buddy but as a Special needs Teaching Assistant. After about a month of volunteering and several successful assessments, I was offered a employment and assigned a permanent classroom. This Problem Solving Skill of mine is one of my strengths that have helped me overcome the stumbling blocks that I have encountered in most of the organisations that I have found myself over the years.
I was also now able to join the children’s department in church which true to my premonitions had by that time grown from having 20 children to 26 children. My achievement within the short space was an eye -opener and encouragement to the other people in the children’s church department and they one after the other sought to improve their knowledge in the children care sector and they went for various courses to improve their knowledge. Some today have gone on to become early years nurses, children nutrition specialists etc.   
My personal experience Working in the Special education needs sector made me aware of some skills that I thought I already had but realised I still needed to work on and develop further. The skills I need to keep improving and develop further are my Time management and Organisation skills Developing these skills would further enhance my career in the child care industry. 
In the paragraph below I will discuss how I went about developing my Time management skill and lessons learnt . I am still work in progress in my organisation and Precision skills  I will also briefly discuss how I intend to improve this skill. 
[bookmark: _Toc534664290]Time Management skills: 
Time management is of utmost importance in any organisation to meeting deadlines, keep abreast of tasks, deliverables and projects under control so that business operations can go on smoothly.  As a special education needs teaching assistant, Effective time management is vital for carrying out day to day activities promptly and in good time. This was where I struggled and found challenging at the initial stage. I always got carried away with some particular activities with the children especially the activities that took place outdoors. This was a problem as It kept eating into the schedules for other activities which invariably pushed back timings and affected the remaining activities of the day. My colleagues had to keep stepping in to cover by rushing over their own scheduled activities in order to recover the lost period. 
I thought of various ways to resolve this problem as the staff were not allowed to bring mobile phones to view as the sight it got some of the children over excited so I concluded the best way to go about this was to get hourglass sand timers with various time settings ranging from 1minute timers to 10 minute timers. This worked like magic and the children were highly fascinated by watching the speed at which the sand moved from the upper chamber of the hour glass to the lower when turned upside down. In a matter of days, the children had mastered the whole idea and knew that once the sand had fully transferred from one bottle to another, it was time up on that particular activity and time to move on to the next activity. I was really delighted with this new time management device as it restored normalcy to the team and we were able to keep a tab on the timings and were more in control of the smooth running of the daily schedules. 
Time management is one of the important skills employers look out for because when an employee lacks good time management skills, Business can suffer loss of clients, fail to meet stipulated deadlines, flop in efficiency or miss important business opportunities. Time management requires a lot of responsibility and a great sense of time scheduling so that one can correctly allocate the time needed for a task. But it is not just about scheduling. Good time management also requires a lot of discipline, quick thinking ability, knowing how and when to delegate tasks if need be and knowing when to strategise for dealing with delays, distraction and even unforeseen circumstances.
An employee with excellent time management skills is an asset to any organisation and is able to  adapt to new environments, ready to tackle sudden bottle-necks or problems encountered and readapt as necessary to complete an assignment. These collaborative skills of planning, scheduling, strategy, delegation and flexibility are the essential traits that make an employee dependable and employable. Employers look out for these important traits when conducting their recruitment processes. 

Organisational Skills:
This skill also goes hand in hand with time management skills as proper organisation or planning reduces the amount of time spent on tasks. When assigned tasks at work in my previous role, I found I was always struggling with the tasks as I was newly employed and most of the time failed to meet up with deadlines, I found it difficult asking for help as I thought that would give an indication of weakness or incompetence. When I had the first appraisal with my line manager, I expressed my concerns and he assured me it was okay to ask for help as we were all a team with a common goal of achieving success. I learnt the best way to develop organisation skills was to delegate if unable to cope with assigned tasks.
 
In conclusion, it is clear that all the skills mentioned in the above report, are highly essential not just for everyday life but for anyone seeking employment as the combination of the soft skills as well as knowledge and academic skills are what employers strongly desire when recruiting.

Precision Skills:
As a software analyst years ago, I was the lead analyst for the Next Day Delivery project and the software testing phase in the production stage failed just before it went live! All the checklist had been run through thoroughly still it did not work. I then went through the checklist all over again and discovered there was a special character which was difficult to identify had been added to the weblink mistakenly by the development team which caused the failure. This was quickly rectified and the Go live was a success and on time too!
Conclusion:
In conclusion, it is clear that all the skills mentioned in the above report, are highly essential not just for everyday life but for anyone seeking employment as the combination of the soft skills as well as knowledge and academic skills are what employers strongly desire when recruiting.
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