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Introduction 
The market for employment is quickly altering along with worldwide competition. As advanced technologies have been playing an important role in completing the required task within a shorter period of time which creates huge pressure on the employee to complete his task by having required skills (Cottrell, 2010). Nowadays fresh graduates have to exhibit themselves to employers that they have the capability to work not only in a diverse workplace but also in a dynamic one. For graduates to sustain into a competitive market they have to have the ability, key employability skills to have a better position in the job market which will enhance their educational achievements (McMillan and Weyers, (2006). Employability not only skills help to sustain in the competitive job market but also helps in making a quick decision as well making good professional relationship within the organization. This is not only important for whom, who are seeking for a job but also for employers who offer the job.
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1. Employability skills
Employability skills tend to be individuals abilities essential for obtaining, keeping as well as achieving success inside a job. They are the abilities or skills of an individual which enable employees to maintain a good professional relationship with their colleagues, to make a fruitful decision, to resolve difficulties, create respects for the organization eventually become powerful ambassadors of the organization (Greetham, 2013). 
Employability skills are the basis of the professional foundation of an employee to success or sustain in the competitive job market. Employers not only invest considerable time to train up the staffs but also invest a huge amount of money not to improve only a specific work areas however in general as well as basic skills (McMillan and Weyers, (2006). Employers are seeking those employees who are able to articulate as well as provide evidence to them that they have employability skills gaining from both academic and extra curriculum activities.
One can improve his employability skills by achieving quality education, getting specific job training and practicing practical applications. The person with enough employability skills not only gets a better job but also he is paid a handsome salary by the employer. Training and education indicate the seriousness of professional life. Employability skills can also be improved by having a degree or certification, completing several educational courses, completing internships.
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2. Employability skills expected by an Employer
Lots of skills are needed to have a better position in a competitive job market. The skills are required by an employer’s are as follows 
Communication skills	
Communications skill is the ability of an employee to interact with others. Employers seek those employees who are good at not only verbally but also in writing. The employees with this ability can satisfy the customer or the interested people by providing information. Whether an employee is applying for a new job or trying to get promotion with current employer, he needs to show a good communication skill. Communication skills include positive eye contact, clean writing, best attitude, the ability to know several languages, sweet voice etc. Good writing, as well as verbal communication, indicates less possibility of misunderstanding when communicating with others.
Similarly, listening skills include not just hearing information but understanding the information.
Communication skills can be improved by regular practicing, participating in the various speaking forum. Communication skills include motivating others to complete their task, presenting various information in several formats, questioning others, relating various people, articulating ability, listening others, negotiation with customer and clients, the ability to draw others attention, using appropriate language for communicating others (Greetham, 2013).

[bookmark: _Toc501117600]Planning and organizing skills
Planning and organizing skills indicate the ability to make a better plan for the organization and allocating all the resources to achieve the goal which has already set up. Employers look for those employees who are able to make a plan and have the capability to act according to the plan. Employees allocate limited resources to process a good result for the organization. Planning and organizing skills can be improved by maintaining regular plans of study and allocating them into better one (Cottrell, 2010)  
	
Teamwork skill
As an employee, one needs to have not only the ability to work individually but also need to have ability making himself as a member of a group. Working within a group can improve the speed of the progress of work as well as the progress of the organization. Lots of works need to be completed by making a group. Interpersonal skills are needed to maintain a good relationship with another member of the group (Pears, and Shields, 2010). Many employers give much more importance on interpersonal skills when recruiting a new employee. Interpersonal skills not only help to maintain better relationships with other group members but also help to communicate with client and customer. Teamwork skills can be improved by participating in various groups and association. Attending in teamwork one can show his leadership skills to direct others, contributes to gather ideas, shares the responsibility of the assigned task, supports all the other group members and respect them, makes report for the organization, understands own responsibility as a member of the group, creates networks with others and understands verities cultural backgrounds (Greetham, 2013).
Critical thinking skill
Critical thinking skills indicate the ability to resolve verities problems as well as making a good decision for an organization which will also bring success to the organization. The person with this ability is an asset for the employer. Critical thinking skills include gathering appropriate information, analyzing them in the proper way, evaluating information for a solution and selecting the most appropriate one regarding the problem (Pears, and Shields, 2010). The person with this skill is innovative and tries to find out a newer way to solve various problems. Critical thinking skills include ability to analyze the present situation of the organization, deal with current problem and implements changes if needed, describes the way to solve problems logically, negotiate with clients, evaluates information, makes decision, sets goals of organization, make plans and implements them to achieve goals (Schriek and Tinkler, 2017). 
. 
Presentation skill
Presentation skill is a key skill required to have in the workplace. It helps the employee to present information clearly as well as effectively. This skill is required in every sphere of the work area. Whether an employee is applying for a new job or trying to have a promotion, he may be asked to make a presentation as a part of the initial interview (Pears, and Shields, 2010). A good presentation skill helps an employee to present information to the colleagues, customers or stakeholders. Presentation skills include planning, preparation and delivering the information to the interested people. A good eye contact is most important in presentation as well as interesting voice, well manner, good knowledge, and imagination. Presentation skill is the initial way to attract an employer to hire him/her when he or she is asked for an interview. Presentation skills can be improved by regular practice (McMillan and Weyers, 2006).
 

Leadership skill
Leadership indicates the ability to influence others to achieve the desired goal. Leaders always try to direct the personnel who are working under him in such a way so that they can complete their task to achieve the goal of the organization. They work as a team player, make a group work together to achieve the best result for the employer by using least resources. Leaders respect others thoughts and give them the opportunity to express their thought. For an employee to be a leader he needs to have the following four skills 1. Good communication skill 2.Interpersonal skill 3. Strategic skill and 4. Leadership ability (Pears, and Shields, 2010). The person with leadership skill has the possibility of getting higher position as well as getting promotion with running employer (Gibbs, 1988). 

Numeracy 
Numeracy includes the ability to understand various numerical data, such as Statistics, graphs, budget etc. As an employee of the higher position, he needs to have the ability to analyze various numerical data to take various decision of the organization (Pears, and Shields, 2010). Sometimes he may be asked to prepare a financial statement of the organization or to make a budget for the organization. Without having this skill he cannot complete his task. Numerical data also helps to evaluate the present situation or progress of the organization. Numerical data also analyzed to make an important decision for the organization. Numerical data indicates the value of money as well as cost and profit. So this is must for an employee to have a good job or to attract the employer to hire. Numeracy skills include the ability to find out appropriate number by calculating, estimating and forecasting various related values, ability to use various formulas, ability to translate and analyze numerical and statistical data into the output, ability to present numerical information to others and ability to develop budgets for the employers (Morgan, 2016). 
.
Digital skills
Digital skill indicates the ability to use various digital devices and technologies Such as Computer, telephone, email, telegraph and other electronic devices. Most employers require some specific digital skills when recruiting an employee, without having these skills they are not allowed to work for the employers. A modern job will require at least some computer application, otherwise, employment seeker will make him unfit for the job. He has to know what can be done by using a computer or what cannot (Morgan, 2016). 
.
[bookmark: _Toc501117601]3. Employability Skills I Possess
I have developed my communication skills through talking with others and debating. I like to write which enhance my writing ability. I also completed some courses to develop my communication skills. I have improved my teamwork skills by participating various groups, such as sports team, presentation group, study group etc. It helps me a lot to understand and interact with others. Critically thinking skills were developed by me when I was a leader of a team, I was always used to making a decision and analyzed the decision to get a better result. As I am student and love to study mathematical terms, my numeracy skills have been developed through it. I have completed several courses in Mathematics and statistics. I am good at presenting something. As I was a debater it helps me a lot to develop my presentation skills. Besides our regular presentation system also helps me to enhance my presentation skills. I am also flexible and adaptable in every situation; my father helps me how to understand a given situation.
[bookmark: _Toc501117602]4. Personal Development Plan 
The following plan has been developed which could help improve my employability skills that I lack. 
	Objectives
	Success Criteria
	Process of Developing the Skills 
	Required Time

	Leadership Skills 
	Successfully leading the subordinates.
	I was assigned to a group which helps me to understand the other members of the group. I always tried to express myself with new idea and ideas were honored by the group members which help me to be a leader.
	3 months.

	Digital skills
	Making graphs and figure.
	As I was lacking from digital skills and worried about it. I have completed two courses on digital skills.
	2 month 

	Planning and organizing skills
	Making a plan
	Making plans regularly and following the plans to solve the problems regarding the plan. I always used to make a plan for our presentation group as well as for my study.
	6 month




[bookmark: _Toc501117603]Conclusion 
Employability skills are not only important for an employee but also for the employer. This can be said that employees who have a better degree have much more possible of gain a better job or starting point it also enhances the doors of finding a better job. Though a degree is not sufficient enough to get the desired job, employers try to seek those employees who not only have a better degree but also have the skills regarding his job. The more an employee has the skills the more he has the possibility to get a better job in the competitive job market. To sustain into a competitive job market one needs to have various skills regarding his job. This report describes the importance of those skills as well as the various ways to gather skills. All the above employability skills I summed up in this report needed to every employee who is looking for a job. I also pose some skills as an employee but I have also some lacking which have been indicated in the above. I believe that I will help myself to improve my employability skills within the period of time I have indicated.
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