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[bookmark: _Toc511167570]Introduction 

Employability skills refer to the set of skills that are required to perform the work in job and in career. Employability skill basically focuses on the skills that help a person to enter, sustain and improve the skills in business organization or any other industry (Friedkin and Johnsen, 2011).
Employability skills will involve in different set of skill and potentiality. The skills can include interpersonal skills, communication skills which can be accumulated under general employment skills (Asset Skills, 2007). Also transferable skills, leadership skills can be clearly focused on employability skills in work place as well. I am appointed as HR manager in business organization where I have to maintain huge number of employees and staffs for the company. My employability skills will be discussed here for the report.

In this report, the details explanation of employability skills of mine in work place will be provided for the better understanding. I am working in this company more than 5 years and I know what employability skills that I possess and that I should improve for the better employability skills as well (Friedkin and Johnsen, 2011)

1. [bookmark: _Toc511167571]Definition of Employability skills

Employability skills refer to the bunch of potentiality, attributes and transferable skills along with academic knowledge where problem solving and decision makes and cooperative skills will be appreciated (Friedkin and Johnsen, 2011).
Ever employability skill is needed for being the effective and eligible for improving the performances to fit in the role and also to be efficient in productivity for the work place as well. In employability skills, two types of skills that are used for organizations (Asset Skills, 2007). One is Hard skills that mention occupational requirement and required set of skills to perform particular and spectacular activity and operation in the company. Another is Soft skills which mention the interpersonal skills such as behaviour, leadership skills and communication skills and so on (Friedkin and Johnsen, 2011)

Business Network Employability Strategy (2007) mentioned that Employability skills refer to the knowledge, skills, personality, attitudes, interest and behaviours conveyed by a person which help the person to remain and to sustain in the work place.



2. [bookmark: _Toc511167572]Employability skills needed in Workplace

In business industry, communication is the main fact when someone is working with employees and customers as well. In Moma foods, the small business industry appointed me as HR manager where I have to maintain the employees and clients as well. Through my career I was able to identify the employability skills that are appreciated and needed for work place and some of them are given below:

Communication skills: communication skills depend on some criteria which either helps a person to increase the skills or decrease the skills as well. Fluency in language, formal communication method and approaches, communication styles and manner help a employee to maintain the communication with seniors, juniors, client and to management body (Friedkin and Johnsen, 2011).

Fine attention to detail: in business industry like Moma Foods, the employees should get the attention and their complaints, feedbacks and opinion must be accepted. HR manager should provide the attentive attitude to employee as well (Asset Skills, 2007).

Ability to multi-task: A HR manager needs to perform multi task in the company. From recruiting to maintaining, training, developing their skills, motivating them, rewarding them and controlling the employees in the work place (Noseworthy et al., 2015).

Data Entry: the employee will not be able to perform every single day and their performance should be observed with potentiality. Data entry for the performances should be accurate by HR manager in the work place (Asset Skills, 2007).


Motivation and encouragement: HR manager must manage to motivate the employee based on the needs and theories the company applies. Every employee will be needed different encouragement and motivation as every person is different and their needs and wants are different too (Noseworthy et al., 2015).

Team working: in HR manager duty, team working skills must be presented. HR manager should maintain the team with effectiveness as diversified employees are working in same team and the conflicts and chaos will be presented as well (Friedkin and Johnsen, 2011).

Problem solving skills will help HR manager to minimize the conflicts among employees and chaos among management. The harmful competition among employees will be resolved with the help of problem solving as well. 
Leadership skills: A HR manager must have the leadership skills to manage the employees under his or her span of control. The leadership skills of the HR manager will help him or her to focus on the performances of the employees (Asset Skills, 2007).
Interpersonal skills: Interpersonal skills will refer to the negotiation skills, language skills, communication skills and the personality of the person as well. Different employees need to be managed differently and better interpersonal skill; manager will be able to conduct the team (Noseworthy et al., 2015).

Self‐management skills will help a HR manager to manage the time for the work and he or she can be able to manage his responsibility with the help of performances. 

Application of information technology: technological knowledge, basic IT skills, and others technical parts are mandatory for HR manager to make the best out of the employees.   


3. [bookmark: _Toc511167573]Employability skills I have:


In Moma Foods, the SME depends on HR management to manage the employees for the company. In this work place, I have certain employability skills for my responsibility.
In company, the recruitment process is handled by me. I need to identify the need of employees and professional in the work place, I consult with the management and body and conduct the recruitment and selection process. In this whole process, I have to maintain myself management skill and interpersonal skills to maintain the whole procedures.
I have to maintain the work force and employees in the company. The employee needs to be managed, monitored and controlled and their thousands of problem need to be solved. With the help of problems solving skills and team maintenance skills, I manage the employees for the better performances. 
Not every employee will; react in same way in situation. With the changing situation, employee will react and behave in different way (Asset Skills, 2007). I know how to motivate and encourage them with my motivation skills.
Communication skills and interpersonal skills help me a lot to maintain the employees in the company. With the help of my negotiation skills and communication manner I can communicate with every type of employees an can convince them to be more productive.
Leadership skills help me to monitor and maintain the employees for the better attitude and work performances. The company provides training and development program for the company but the leadership skills of mine make sure the employee maintain the policy of the company. 
I need to manage the problems of employs, I need to monitor their performances and all of these multitasking I do make me more effective and responsible in the company. My time management helps me a lot to use time with effectiveness. Every moment is precious and I make sure every moment is utilized through the employees. 
The technical skills and basic knowledge of mine help me a lot to maintain the technology in the company. With the help of technology, I can connect to the employees and I can communicate with them where two way communications is appreciated in work place. 


4. [bookmark: _Toc511167574]Analysis:

In my employability skills for my work place implied various numbers of explanations in this segment. I do have certain employability skills but problem will occur in the work place and I can be failure because of my lacking and weakness.
I solved any problems in the company with my skills and intelligence. Employee will not always helpful to the company. They can participate with harmful competition, jealousy and conflicts which can be bigger than anything the company can think of (Asset Skills, 2007). I need to manage those problems with the help of motivation, reward, punishment and interpersonal skills along with problems solving skill as well.
Sometimes, employee will not be able to perform their best (Friedkin and Johnsen, 2011). They will lose their faith, confidence, their performances and productivity. I manage to learn their problems and needs. With the help of motivation and leadership skills, I direct them to achieve their goals and their responsibility in the work place.
The communication among employees can be interrupted by various factors (Noseworthy et al., 2015). I maintained my communication skills to communication with employees where the negotiation skills help me lot to connect with them.
The technical skills of mine resolve various problems in the company. The employees need to be monitored and with the help of technology, I can monitor them and I can evaluate their performance top make them more productive in the company. 



5. [bookmark: _Toc511167575]Future improvement:

Though I have certain positive personality and skills, I need to improve some of the skills in work place. Employability skills should not be given less priority in the work place as this help a lot to provide the better future of the people.
I need to manage the time more efficiency than before. The time management will help me to complete my daily responsibility very effectively and efficiently. I need to focus on maintaining a tight scheduling to improve my performances within time.
The interpersonal and negotiation skills should be improved as well. Different employees will demand different work procedures (Friedkin and Johnsen, 2011) and the negotiation skills of mine will help me to solve the problem in the company. 
Communication and technological skills should be linked together as technology facilitates the communication among people. Communication must be two ways where I will be able to capture the feedback and opinion of the employees and their participation will help me to take decision for leading. I do need to improve my leadership skills with various types of concepts and theories. The leadership skills must be to the point for my betterment in the work place. 
The multi tasking ability helped me a lot in my work place but sometimes the performances can be conflicted and not every type of work will be standard if I look at huge amount of responsibility at a time. Thus, I should prepare myself to improve the employability skills with more practices and more knowledge along with skills. 
















[bookmark: _Toc511167576]Conclusion

Employability skills of one person can either be positive or negative. The more employability skills that one has and can show to the people in work place, the more he or she has the chance to get more opportunity in the career. Every employee should focus on improving the employability skill for the betterment of the career and professional life which have impacts on personal life as well.
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