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Employability skills are the transferable skills needed by an individual to make them more employable (Exeter Ambassadors). These skills range from working under pressure meeting deadlines to having the ability to adapt to new situations. Developing a range of employability skills is very important and is essential in finding a good job. In the eyes of an employer, having a larger set of skills puts you in a better position in an interview as it shows you have worked in many different places and are able to work efficiently in a business. Also, it means you can adapt to different situations in the workplace which overall makes you a more credible person. Over the 15 years I have been working, I have learnt many skills required in the workplace and I am still learning further skills as an employable individual. 
After working as a waiter for many years, I have learnt many soft skills which are essential in the eyes of an employer as it show I am able to work efficiently in a variety of situations. One of the main skills I have developed working as a waiter is communication. Talking to numerous amounts of people every day with a diverse set of personalities has taught me to adapt my language for different persona in order to communicate with them effectively. I deal with a variety of people every day, where people can get angry or frustrated with their order, so I need to communicate with them effectively and calm them down. Communication is a very important skill in the perspective of an employer as it shows them that you are able to speak with confidence which will help in a variety of employment opportunities such as retail, management or any leadership position. By developing this skill, I have gained more credibility as the employer will have more trust in me as he knows that I will be able to speak clearly in a polite manner.
To further improve my communication skills, I can use several techniques in order to communicate more efficiently which is ideal in tie pressured situations. For example, learning the simple ways of nonverbal communication is vital in communicating well with an audience. For instance, 55% of how an audience viewed a presenter was through nonverbal communication showing that it is very important in terms of an employability skill (Deep Patel, September 2017). Developing a straight posture, sitting with shoulders back and chest out and maintaining appropriate eye contact are some of the ways I can improve my nonverbal communication skills. These will be important for the future as they will be very helpful when going to an interview as it will give very good first impressions to an employer increasing the chance of securing a good job. 
Another skill I have developed whilst working as a waiter is team work. Working in a restaurant requires the adaptability to work with different people on daily basis. It is a very important skill as many jobs require you to with many people and as an employee you must be able to change depending on the situation. In the perspective of an employer, team work makes you a credible employee as it shows them you can work in a group to complete a task quickly and to a high standard. Working in a team has increased my relationships with my colleagues. By knowing my colleagues, we have been able to identify our strengths and weaknesses so we are able to work quicker by focusing on our strengths ensuring we work more efficiently as a business. During this job, colleagues are sometimes sick and we as a team must adapt to the situation by working overtime or covering their shift making sure the business still runs smoothly and there are no delays or errors. This will be very useful to an employer as it shows them that you are also a problem solver making you a better employee in the workplace.
[image: https://upload.wikimedia.org/wikipedia/commons/thumb/3/32/MerrillCoveyMatrix.png/220px-MerrillCoveyMatrix.png]A skill I need to develop in the future is my time management skills. This is important in terms of employability because it shows you are responsible and able to various tasks in a limited time frame. By managing my time effectively, I will be able to more things in the same amount of time as I will have organized myself more. In the perspective of an employer, having good time management skills is important as it shows them you are a credible employee and that you will always be punctual, dedicated and committed to the job. Time management can be improved using the Eisenhower Method to rank activities in different categories to decide which tasks need to be done first. This method is very useful to organize time as it categorizes which tasks need to be done urgently and which tasks need to be done in the long term using the “Urgent/Important” and “Not Urgent/Important”. It is also useful because it shows you which tasks to delegate to others as well as tasks which can be ignored as they have no importance. These are split into the categories “Urgent/Not Important” and “Not Urgent/Not Important”.  The diagram below shows how the Eisenhower Method is used to prioritise important activities (Diagram from Wikipedia). The box highlighted in yellow shows the long term important tasks and should be done as soon as possible. Overall, this is a very efficient method to manage time effectively and complete the necessary tasks which should be done urgently.


Another way in which time can be managed effectively is by using the “Pareto 80-20 Rule”. This idea was founded by an Italian economist called Vilfredo Pareto where generally 80% if the effects of an event come from 20% of the causes. Pareto first found this out when he was researching wealth and income distributions in the 19th century. He then wrote a book called ‘Cours d’Economie Politique (1896/97)’, to explain his findings (Business Balls – Pareto 80/20 Rule). His first general idea using this theory was that 20% of the people in England owned 80% of the wealth. He then tested this theory in other countries and found many other scenarios where the 80/20 principle applied and was fascinated by his findings. This principle can be applied to many situations such as planning, management and retail. In terms of time management, the Pareto rule is one of the best ways to prioritise the important tasks and complete them without fail. For example, if you were to create a list of 10 things to do each day, you pick 2 things which are worth the value of the 8 tasks and you would do those 2 tasks first before everything else to make sure the important things are done first. This is similar to the Eisenhower Method as it makes sure the most important tasks are done before all the other less necessary ones. 
A skill which I need to further develop to make me a more credible employee is my organizational skills in terms of organizing a business and making sure everything is well run. This is a very important skill as it shows signs of leadership and will help in the workplace with riles such as Team Leaders or Managers. In the perspective of an employer, this is a very good skill to have as it shows them you are able to think outside the box to maximise efficiency in tasks given increasing the chance of getting a good job. One way this skill can be improved is using Organizational Development (OD) Theory. “OD is a process of continuous diagnosis, action planning, implementation and evaluation, with the goal of transferring knowledge and skills to organizations to improve their capacity for solving problems and managing future change,” (http://www.med.upenn.edu/hbhe4/part4-ch15-organizational-development-theory.shtml). This idea first came from the 1930’s where psychologists found that different organizational structures affected the behaviour and motivation levels of employees in the workplace. There are 2 key concepts in Organizational Development Theory which are Organizational Climate and Organizational Culture. Organizational Climate is referred to the ‘personality’ of an organization. The way in which an organization works creates a climate in the workplace which can affect the behaviour of the workers. Such characteristics are employee satisfaction, stress and leader support and control. Organizational Culture is the core values which the members of an organization share. The 5 basic ones are: Assumptions, Values, Behavioural norms, Behavioural patterns and Artifacts. These 5 ideas shape an organization. By influencing both Organizational Climate and Culture, you can create a very established workplace where people are satisfied with their job. By creating a calm climate and positive culture, people will be more satisfied and organized with their work improving their skills. 
A 4 step approach is used by organizations to promote change and improve organizational skills. These are the following:
1. Diagnosis
· Organization identify problems that may interfere with its effectiveness and assess the underlying causes
· Usually done through key informant interviews or formal surveys of all members.
2. Action planning
· Strategic interventions for addressing diagnosed problems are developed.
· Organization is engaged in an action planning process to assess the feasibility of implementing different change strategies that lead to action.
3. Intervention
· Change steps are specified and sequenced, progress monitored, and stakeholder commitment is cultivated.
4. Evaluation
· Assess the planned change efforts by tracking the organization's progress in implementing the change and by documenting its impact on the organization (http://www.med.upenn.edu/hbhe4/part4-ch15-organizational-development-theory.shtml). 
These steps show how you can specifically focus on improving on the organizational skills and create an action plan to make them better. Comparing the new results with the original helps you evaluate the progress you have made in improving your organizational skills in the workplace making you a more credible employee. 
In conclusion, having a range of employability skills will help greatly when finding a good job and making you a credible and string candidate. It is good to have a variety of skills so you can apply to a variety of jobs and shows the employer you can adapt to different situations in the workplace. I have shown how I have developed my communication and team working skills through working as a waiter but how they have also helped me to search for other employment opportunities due to the transferrable skills I have learnt. In the future, I can improve my time management and organizational skills to make me a stronger candidate for future employment opportunities. In the perspective of an employer, having a range of different skills will show that you can work in a variety of places and you are a flexible person making you a credible candidate. Overall, I look to develop my employability skills further through this course to make me more employable and ready for the future in different employment opportunities.
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