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Introduction

         Skills in employability are personal qualities which make you "employable." These are often referred to as "soft skills" or "transferable abilities" since they are distinct from the professional expertise and work experience and can be adapted in any field on virtually every career. Employers, for example, tend to find someone who is professional, hard-working, and who gets along with their peers well — these all come into the employability qualities class.
Communication and Teamwork
       An important skill for everyone is being able to communicate clearly. Our ability to work together depends on it, and your career may require that you communicate well with colleagues and clients alike. Through collaborating collaboratively on coursework and assignments while at university, and also by creating research groups with other students during your degree, you can develop your communication skills.
Organisation and Management
       In most areas of life organizing your time and resources is important. Organization is a soft skill that is essential in nearly every job, and even at university during your time. You may be working on multiple projects at once, which means you willl need to manage your time and priorities. Arranging can make your life much easier.
Critical Thinking
      Critical thinking is the capacity to objectively analyze and shape a conclusion about a question, piece of evidence or statement. It involves both creative thinking and logical thinking. Employers appreciate strategic thought as a soft skill as their workers are always expected to come up with innovative approaches to challenging problems. A graduate degree is one of the easiest opportunities to improve clear thought skills.
Computer literacy 
       These are very few occupations remaining that do not require the use of the machine, so it is plain to understand that workers support digital literacy. The more confident you 're with technology, the more you'll be prepared to excel with a new career. You should have lots of chances at university to use machines on the coursework and for study. When you can obtain practice with Outlook, Excel and other applications in Microsoft Office, you'll be much more suited for the corporate environment.
Leadership
      Leadership might take the form of taking responsibility for a team project, or simply take the initiative with a piece of work. Just remember being a good leader is not the same as being bossy, or always trying to be the focus of attention.












What Is Job Shadowing?
(Doyle, 2020)

    This article speaks about the term “Job Shadowing”, its benefits, how it works and how to prepare for it. Job Shadowing is described as observing how works someone from the same industry but it is useful to learn certain job skills. You may just follow someone to see how they work but also there is a better understanding of their job if they give you tasks to accomplish in order to get some experience in the position. This gives you the opportunity to get some necessary skills and also to ask them details or tips in order to succeed in the workplace. It can be scheduled informally in high-school or even Universities. 
     If you can not find anyone to do your job shadowing with them you can ask a career counselor to mentor you in finding it because they use to have connections for job shadowing. 
     Even if you want to change careers you can do job shadowing or even ask friends or family to let you spend a day at the office with them if they work in the same industry. 
     Job shadowing is useful for many reasons as: you can find some match skills for your career, help you decide whether you want or not work in a certain industry or develop contacts in the industry you are seeking a job or trying to exceed. 
     In order to prepare for Job Shadowing you must do a research, check your wardrobe so you can dress professionally for the industry, prepare questions and above all take notes. 






[bookmark: _Hlk48803721]Six Ways to Improve Your Employability Skills While Studying
(Hart, 2020)

     This article speaks about how you can improve your employability skills while you are studying. The first way is to have a part-time job even if there is a bit hard and it takes time but this helps you to see how exactly is the industry you want to fit in and also make connections for a future job. 
      While in University, some extra cash is benefic for your extracurricular activities but also helps you to highlight you time- management skills and it is all valuable work experience employers are looking for. 
      To highlight the fact that you are able to commit into working life and put your other skills in action, you could do some summer internships. 
     Volunteering is another boost in your CV while also doing good for the community and gain some other skills. In addition to soft skills like problem-solving and communication, it highlights your dedication and motivation. It is also the perfect way to discover what you enjoy doing and who knows, you can decide that a career is for you in the charity industry.  
     There are many opportunities while studying to get into a volunteering program and why not, it can give you the chance to help people in need abroad, so you combine both working, helping for a good cause and travelling also. 
     Having a clean profile on social media websites and update your new activities may be another advantage for you in front of the employer. While having your CV in their hands, the employers will google your name so it is important to have a good and clean online presence, why not starting a blog and becoming a freelancer which means also extra earnings. 
     Joining a club or a society may help you get new connections and see what skills you need to improve but also by joining you can demonstrate you have good communication skills and teamwork skills. 
     Speaking to your Careers leader is another chance to get connections and directions in order to be hired but above all you should focus on your studies and make the best of it. 





[bookmark: _Hlk48803793]Self-Regulation | Self-Management
(SkillsYouNeed,2020)


      This article is about self-regulation also called self-management and its aspects. This concept is about how you manage your emotions, inner thoughts, impulses or abilities but above all is about responsibility for your own actions and ensuring that what you do matches with your personal values. 
      Self-control is about being rational, do not act impulsively and try to stay calm in a tensioned situation. People who have self-control are calm in any pressured situation and they also make good decisions over all the stress. 
      Furthermore, reflecting helps us to figure out what we have to learn from certain situations and avoid doing the same mistakes in the future. 
     Trustworthiness and Conscientiousness are about a good behavior according to your values and ethics but also to maintain your integrity. Acting ethically means to be trustworthy and keep your integrity and values until the end even if you may be unpopular. Conscience takes accountability for its own professional success and guarantees that it suits its skill and beliefs. 
     Being flexible in responding to change means that you have adaptability skills but managing change may be difficult for many of us but with careful control and development you may succeed. Being open to create new things and concepts means to be innovative. 











[bookmark: _Hlk48803848]WHAT ARE THE TOP 10 SKILLS THAT WILL GET YOU A JOB WHEN YOU GRADUATE?
(TargetJobs,n.d)
       This article speaks about the skills you need to have in order to impress your employers and get hired. In order to hire, employers are looking for graduates which have very good developed skills and fulfill their requirement for the positions in their company. 
      The passport for success are transferable skills or also called soft skills because you can use them in any industry, in any job but there is very important to highlight them in front of the employers with examples from your previous experience. 
      The commercial awareness is a very valuable aspect for employers because you need to show them that you understand how the company works and what goals it has. 
     Communications means to be clear so you can be understood by others but also to be a good listener in order to understand exactly what coworkers or customers want from you. 
     Teamwork is about having a good relationship with coworkers in order to achieve goals. Negotiation and persuasion are another skills employers are looking for and it means to know exactly what you want and how you can achieve that thing but also considering the probability. 
     Analytical and logical thinking leads to problem solving skill which means to be able to see a situation from different angles in order to understand it and solve it successfully.
     Perseverance and motivation demonstrate employers that you have the ability to find a way through everything and solve the problems in the workplace even if working under pressure or not. 
    Managing ambiguity, resilience, analytical skills, enterprise and entrepreneurial skills, IT skills are another core skills employers are looking for and they may be decisional maker skills in order to be hired or not. You must include all the skills you posses in your resume with the proper language and also demonstrate them by relevant experiences in the previous workplace or during studies. 


Own Employability Skills

      I am a restaurant manager and I am using my skills everyday in many ways as solving problems in the workplace but also making the customers happy. 
     I need to use my listening skills in order to understand what customers want, what can be done to improve the quality of our services and also what my team want or needs. 
     There are many situations when I need to speak with clients in order to understand their anger and find a solution like in the following example. One day at work I saw an unhappy client so I went to solve the problem. I asked him politely to explain what is wrong and what bothered him so he started to explain to me that a couple of drunk boys were rude to him. After listening carefully, I apologized for the embarrassing situation and I called the security to kick the boys out because I saw many other clients disturbed by the drunk boys. After the boys went out of the restaurant I offered the unhappy clients a discount of 10% and again I apologized from the clients. 
     In this situation I highlighted my active listening skills, communication, problem solving and delegating skills. Next, I use my communication and leadership skills because first of all, I need to delegate people and be very clear in expressing myself when it comes about their duties . 
     Even if there is a stressful situation, I need to be balanced, not to take decisions when I am nervous and remain calm in order to find the best solutions for every problems we are facing at work to. 
     Said all of these, I can say my management and leadership skills are highlighted in the situations above and I also handled to make both clients and employees happy. 
        On the other hand, I think that I need to improve my creative thinking and time management skills as I consider them to be my weakness. I am pretty much rule conscious and tend to go for the determination of the correct solution only. These two reasons are the primary challenges for me in thinking creatively.
        On a concluding note, I think that I have the desired employability skills to become a competent professional. However, the desired improved in creative thinking and time management will be important for me in enhancing my effectiveness. Considering my PDP,I think that I will practice Osborn checklist and six thinking hats to improve my creative thinking skills and at the same time, I will start developing priority list for enhancing my ability in time management.





Conclusion

      In order to be hired or to maintain and exceed in your workplace you need to follow some rules and they are all about managing your own skills and put them in practice. There are many transferable skills you can use from a job to another or from a field to another and they use to help you no matter what are you working. These soft skills must be developed during school, university, volunteering, workshops or workplaces because they are learnt from situations and not from papers like hard or technological skills. 




References:
Doyle, (2019), How To Create a Professional Development Plan. Available at:https://www.thebalancecareers.com/how-to-create-a-professional-development-plan-2059790 (Accessed :16th August 2020)
Doyle, (2020),What is Job Shadowing?. Available  at :https://www.thebalancecareers.com/what-is-job-shadowing-2062024(Accessed:16th August 2020)
Hart, (2020), Six Ways to Improve Your Employability While Studying. Available at :https://blog.springpod.co.uk/improve-your-employability-while-studying/(Accessed: 16th August 2020)
SkillsYouNeed,(2020),Self-Regulation/Self-Management. Available at: https://www.skillsyouneed.com/ps/self-management.html (Accessed:16th  August 2020)
TargetJob,(n.d), What are The Top 10 Skills That’ll Get You a Job When You Graduate? Available at:https://targetjobs.co.uk/careers-advice/career-planning/273051-the-top-10-skills-thatll-get-you-a-job-when-you-graduate(Accessed:16th August 2020)








