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[bookmark: _Toc523188479]1.0 Introduction
Employers do not only seek academic qualifications and knowledge when they recruit and select any candidate for any particular job rather they demand some technical know-how and other sort of skills which make an individual able to get and maintain satisfactory work in a workplace. These skills are called employability skills which are very crucial in the context of modern days and every student who is entering into the professional world should develop these skills (Rao, 2010). With the courses of the time, the competition and the intensity in the professional world has been rising rapidly. Therefore, only having knowledge about any particular issue cannot make an employee competent enough for accomplishing the tasks assigned upon him/her and thus achieving the organisational objectives. However, it does not imply that the academic degrees are irrelevant or not sought by the employers. Industry experts now-a-days put emphasis on developing employability skills along with academic achievements to be stand out. Ultimately, the employers seek those individuals who have obtained degree which is applicable in achieving the objectives of an organisation and who is ready for challenge, adaptable to changes and enterprising. In this report some common employability skills which the author currently possesses and think essential to attain for being successful in his career is discussed. 
[bookmark: _Toc523188480]2.0 Definition of Employability Skills
Employability skills are defined by Morgan (2016) as the set of skills, knowledge and attributes which makes an individual fit for working in a workplace, a part of the organisational culture and makes him/her succeed out there. Employability skills are generic which is applied on everyone who is a professional to some extent. Acquiring knowledge about any particular subject is not adequate for a worker to get along with the other working people and meet the organisational objectives. Therefore, employability skills are expected from the employers. Employability skills are also defined as the qualities and skills which make an employee more competent than the other candidates during a recruitment and selection. 
[bookmark: _Toc523188481]3.0 Analysis of relevant employability skills 
Skills for working as a professional vary from industry to industry. But, employability skills are kind of generic and these skills are more or less same for every employee in every industry. In this section, five (5) employability skills will be analysed which the author may possess or want to develop in the future courses of time to gain the credibility and competency for attaining employment opportunities. 
[bookmark: _Toc523188482]3.1 Communication
According to Wilton (2011), communication is the process by which the ideas, views, knowledge and information possesses by an individual is passed to another. Without communication, the world would be barren and no knowledge could be acquired or spread. Communication is as much important in the workplace as well and without communicating properly the organisational objectives cannot be achieved effectively and efficiently. For instance, a manager or a leader needs to disseminate the information which he/she might possess to the peers, subordinates for better performance and also need to make them know which is expected from them. And, therefore, effective communication is very vital in an organisation for accomplishing the regular tasks.
Greetham (2011) argued that, the modern workplace culture has become very dynamic and desk-jobs and sending the findings via email has become quite obsolete. An employee needs to know how to talk in front of people to let them know something, to make them motivated and energized. Even presentation has become very common in the organisations where communication skills is the only weapon to ace those. Lowden et al. (2011) mentioned that, communication can be of many different types- verbal communication, non-verbal communication such as gestures, postures and written communication. An employee should possess all of those to some extent to make effective communication with the colleagues, clients, top management and so on. There are different communication models as well which highlights on the factors of effective communication and the barriers which impedes the effective communication. Whatsoever, the author should develop this skill by practicing more and more, studying how to communicate better in order to gain better credibility when searching job. 
[bookmark: _Toc523188483]3.2 Team Work
Team work is defined by Cottrell (2016) as the ability to work with different individuals who share the common goal to attain the positive synergy and thus achieve that particular goal more effectively and efficiently. With the course of the time, different organisations have adopted team culture which promote working as a team rather than individually because it is tested that working together can bring better result than working separately. Hackman has identified different factors for making a team and the team member effective for an organisation and according to that an individual should have the capacity to satisfy the internal and external clients by meeting their criteria, find meaning and satisfaction amongst the team members and enhance the capability to perform in the future. 
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Figure: Team Working Attributes
Source: Wilton, 2011
However, working in a team needs some special attributes as well such as adapting with the diversity. Because, a team can be formed with individuals from different backgrounds and thus mingling and co-operating with them is a daunting task. Husain et al. (2010) furthermore added that, working in a team demands the ability to motivate others to work towards the shared goals and common goals. Besides, motivation is also needed for resolving any conflicts in the team which might jeopardize the organisational efficiency. The author possesses this skill to some extent because as a student he has to complete some group tasks which have been making him work as a team member. But, this skill needs to be developed more by learning how to motivate others and how to work together towards a common goal for attaining positive synergy. 
[bookmark: _Toc523188484]3.3 Time Management
According to a Harvard Business Review article written by Collet et al. (2015), Time management is one of the most sought-after employability skills in the USA because the employee who can manage the time allotted for completing works effectively can generate higher outputs and better yield for the organisation. Therefore, acquiring time management skill is very important for the students who are intending to enter into the professional career; furthermore, time management is equally important in student life as well. Hence, the practice and development of this skill should be developed in this period. The author has been practicing to manage his time for last few months and time management can be developed by following some tools and techniques. 
According to Rao (2010), there is a modern approach for managing one’s time which is to make to-do or priority lists. Everyone in this world gets 24 hours per day and which cannot be extended or stretched. Therefore, the ultimate objective of an individual should be to use these 24 hours to the fullest extent. Employees have to set a list including which tasks needed to be done and which should be given the highest priority. Thus, completing the assigned tasks in time is a very necessary and possible if an individual follows this technique. McMurray et al. (2016) has mentioned about another technique called pomodoro technique which can be used as well for managing one’s own time. It is a Japanese technique and it compels one to work for a specific time at a stretch without any disruption or distraction. Another seminal author Morgan (2016) has mentioned the model of pickle-jar theory which deems time as a metaphorical jar and in that jar the pickles are those which are the top prioritised tasks; afterwards, those tasks need to be completed which are less prioritised. And, thus one can manage his/her time in an effective and efficient manner. 
[bookmark: _Toc523188485]3.4 Critical Thinking
Critical thinking skill is very important for the employees especially for those who needs to undertake managerial works and get engaged in decision making. Decision making about anything is an intense task and needs judgmental and critical reasoning before reaching to any conclusion. For making effective decision every aspect needs to be critically judged and thought. To be a critical thinker building analytical skill is a must (McMurray et al., 2016). Critical thinking is a skill which can only be developed by continuous efforts. An individual should have a mindset which is ideal for critical thinking. An employee cannot blindly believe someone’s statement and follow someone’s order rather he/she needs to be skeptical and question everything. 
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Figure: Critical Thinking Method
Source: Cottrell, 2008
According to Andrews and Russell (2012), organisations need to make a lot of decisions and decisions are taken mostly for solving any problem which arise as a contingency. Therefore, employees are expected to make decisions by thinking critically and not whimsically. Sometimes, conflicts are welcomed as well in the decision-making body to encourage critical thinking and thus the organisation can decide by knowing the pros and cons. Cottrell (2008) argued that critical thinking has three different steps where someone needs to develop assumptions based on the facts and the information currently possessed. Then, the assumptions need to be evaluated or verified critically from both positive and negative perspectives. And, finally one can reach to a conclusion through critical judgement which is also called the RED method. The author should develop this skill to be a better decision maker. 
[bookmark: _Toc523188486]3.5 IT Knowledge
With the advancement of technology and information, the business world and the organisations have been becoming largely dependent on internet and technology. Now-a-days every organisations communicate via email, computer, telephone etc. internally and externally. Some organisations are fully automated and no operations are undertaken manually. Therefore, to develop basic IT knowledge is a must for modern days employees. For instance, to know how to write emails and send them, how to store and organise data in Microsoft Excel, how to present a paper to an audience through PowerPoint is very crucial for getting and becoming successful in a job. 
According to Maund et al. (2010), IT skills are very significant to the employers and now employees are recruited and selected based on the IT knowledge they possess. IT knowledge includes operating a computer and smartphone quite efficiently, use of the common software, browsing internet etc. The author needs to develop IT skills by being coached by IT centers which teach the basic IT knowledge. Besides, technology is changing at a superfast speed and that is why ability to comprehend the changes and getting adapted to it is very important because the organisations which are prone to technology needs dynamic and proactive employees with IT knowledge. For instance, the highest paid employees now-a-days work in technological organisations and they need to have very intense knowledge about innovation and technology. However, generic employees need to develop these skills as well because organisations these days maintain information system and adopts many technological tools and techniques for managing the organisation in a better way. o


[bookmark: _Toc523188487]4.0 Conclusion
Employability skills are important and significant for students and employees to gain competitive advantages in professional world and to become successful. Because, the employers seek those individuals who have obtained degree which is applicable in achieving the objectives of an organisation and who is ready for challenge, adaptable to changes and enterprising. Employability skills are those skills which make an employee suitable and competent for an organisation because only having theoretical knowledge without having any ability to practical application would not be feasible for the employers. Therefore, the author needs to develop these five skills which are mentioned and thus he can be a competent applicant in the job industry. These skills are often called job-readiness skills because without developing these skills an individual cannot be ready for doing the jobs. Therefore, students should be serious and focus on developing these skills from their student life to make them fit for the job sector. 
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