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Report
[bookmark: _Toc7910358]Introduction:
It has been a very important activity to have a clear idea about the skills and competencies one has and to analyse the dimensions of those skills. The people who offer jobs to others always look for candidates who have the desired skills. So, it is very instrumental for one to have the academic and employability skills for getting jobs and other responsibilities (Rouse, 2017). While preparing this write up, I shall identify my skills and competencies relevant to working in organizations and getting responsibilities and subsequently analyse them critically. The report has been an instrument for the job seekers to provide full and comprehensive information about their employability skills and it also offers the opportunity to the employers to gather detailed information about the skills of the prospective employees (Hind and Moss, 2017). The critical evaluation of my skills will be done by using the star method while relating every concept with real life examples and situations. The employability skills that I have developed are Team Working Skill, Time Management Skill, Leadership Skill, Communicating Ideas, and finally Ability to analyse Critical Situations. An analysis of how I will improve some of my other skills along with fine tuning the already attained skills through a to do list. 

[bookmark: _Toc7910359]Skills Employers Looking For & Why:
Although the skills and competencies requirement varies widely organisation to organisation and depends largely on the nature and operation of that organisation. However, there are some common fields that are essential for working in any organisation and are the keys to success in every area to work (Keogh and Sugden, 2015).  The skills and competencies include proper time management skills, ability to communicate ideas and solutions, ability to critically analyse critical situations, problem solving ability, the ability and confidence to lead a team or organization, working in a team etc. There are some other skills too and they are enthusiasm to develop new skills, having thrust for knowledge, ability to working with big data etc. Those skills are something any employer looks for first before evaluating any other professional and non-professional skills. The reason is if anyone has those skills, then she or he has every chance to be successful and bring success to the organisation they are working for. Such as the time management skill is most essential to run any organisation and to produce something valuable for the stakeholders (Bellingham, 2016). Another reason is that those skills are required to tackle the situations that are very common in every organisation no matter whether it is a manufacturing company, service company, healthcare clinic or restaurant business. 

[bookmark: _Toc7910360]The Relevant Employability Skills I Have:
The employability skills are the skills that are essentially asked by the employers before offering the jobs or responsibilities to the prospective employees. The definition, utilities and other detailed information on the employability skills I have are given below: 
Team Working Skill – It refers to the ability of the prospective employees to work in a team and it is one of the widely asked skills as in every organisation, team work is a must. If a person does not feel comfortable in the team, she or he cannot be fit for any valuable activities (Keogh and Sugden, 2015). In this global age, cross functional team is a popular and widely concept and so the skill to work in a team is a must skill for people seeking employment. 
Time Management Skill – It refers to the competency of one to slot all the activities properly so that all of them are completed on time and the desired emphasis is given to each activity (Osborn, Osborn and Osborn, 2017). For all time, the ability of managing time is highly valued by the employers because one having the time management skill can offset some of the other lackings. This skill is required in every organisation and so  I think I will be evaluated differently for this skill. 
Leadership Skill – This skill denotes to the ability of one to lead, guide, manage, envision a group of people to achieve a common objective. This is the skill that is valued highly in every organisation because the management wants to recruit employees who have the capability to lead the firm once they take retirement from service (Reed and Learning, 2017). I have managed a couple of clubs and philanthropic organisations and I am skill working in in executive committee of a voluntary organisation for promoting awareness against smoking.
Communication Skill – This is the skill of transmitting the necessary information, solution or issues to the corresponding authority in an appropriate way. This skill is also looked for because if not communicated well, an awesome innovation does not have any value and will not be implemented anyway (Hind and Moss, 2017). I have full competency over oral and written communication and have strong listening power. 
Critical Situation Analysis Competency – It denotes to the ability of one to analyse a critical situation, evaluating the far-reaching impact on the organisation, identifying the solution that can mitigate the effects and taking appropriate steps to avoid this type of situations in the future (Keyte, 2015). As I have worked voluntarily in many organisations, I have been well trained in this field. Moreover, I have worked under the close supervision of many well renowned people in their respective fields and leant to analyse critical situations. 

[bookmark: _Toc7910361]Competency Statement using STAR Method:
In this segment of the report, I will develop a competency statements for Team working skill. The competency statement is a statement that evaluates how competent I am in a particular skill by explaining some past situations I faced or overcome. A widely used competency analysis method is STAR method where the competency is evaluated by analysing different dimensions of a past situation such as Situation, Task, Action, and Result (Bellingham, 2016). Two competency statements are depicted below:
[bookmark: _Toc7910362]Competency Statement for interview: Team Working Skill
Situation: I have worked as a food server in some yearly cultural festivals of the club I was associated with. There I have to work in collaboration with a couple of other members. I did the job for four consecutive years before switching to the Logistics division of those programs.
Task: Our jobs were to order food items, pay the bills once the finance secretary would pay us, collecting the food items, distributing the food token, distributing the foods, ensuring everybody got every item and finally wastage management.
Action: The first thing I would do was to call a group meeting in person if possible and take the suggestions from every team members. This would help us to break the ice among us and make all members feel their voice is also valued. Secondly, I would open a facebook chat box and this is very essential to maintain efficient information flow and make a more effective decision. Thirdly, I would divide the responsibilities based on the specialization principle that is the person who was an expert in managing token was assigned to do that job. Fourthly, I would abide by all the orders my team leaders would make. This would lessen the chaos in food management.
Result: For proper and well-organized management of food, we have won the best working committee award twice and recognition from the club president and secretary. Food Management was the most organized system over the time in all the festivals of that club. It is still a matter of pride for us who have worked the

[bookmark: _Toc7910363]Analysis of the Significance of Employability Skills for Employers:
It is basically the root of future success to recruit employees who have relevant academic and employability skills (Rouse, 2017). It is very crucial for the employers because the employee recruited today will perform and ultimately lead the company tomorrow. So, the future performance is closely and systematically related to the employability skills of the employees. These are the basic skills that are tough to teach them. 
Moreover, the employers have to bear to the risk of any mal-actions of the employees that might lead to huge monetary loss to total shut down of the operation. For example, if a doctor of a medical clinic do any mistakes or make a late to attend a patient who is supposed to get treatment on a regular schedule, the hospital has to bear the loss in case of any damage to the patient (Reed and Learning, 2017). 
Finally, if an employee has those employability skills, then there is every chance that he or she will succeed in his/her career and this success will also carry benefits for the organisation (Keyte, 2015). Moreover, if the employees do not have the required skills and competencies, they will never be confident. And even they can destroy the organisation culture.

[bookmark: _Toc7910364]Employability Skills I Need to Develop and the Work Plan:
Although I have acquired many employability skills, I have still lacked in some areas such as problem solving and public speaking. These are two skills that are very essential for being recruited by any organisation. The problem solving skill is related to every field one wishes to work and the public speaking skill helps one to communicate the message to the mass audience. Right now I would like to develop my public speaking skill and after that, I will improve problem solving skill and so the work plan for improving a public speaking skill is drawn below:
	Schedule
	Activity
	Duration
	Priority

	7.00am to 8.00am
	Reading Newspaper and journals
	1 hour
	Medium

	8.30am to 10.00am
	Watching Youtube Video
	1 and a half hour
	Low

	7.00pm to 8.00pm
	Joining live broadcast
	1 hour
	Medium

	8.00pm to 9.30pm
	Demo Public Speaking Test
	
	High



This is the schedule of home exercise and taking expert service that I will start next month. I believe by following this routine for the next 4 months, I will be able to have competency over public speaking. If this plan does not work, then I will take another reinforcing program from any other more specialized education centre on public speaking. Once the public speaking skill is acquired, I will opt for developing problem solving skill and then I think I will have all the most valued employability skills.

[bookmark: _Toc7910365]Conclusion:
This report is basically a self-evaluation and through this, my competencies and lacking are clearly identified. Here my core competencies are on leadership, time management, team work, ability to scrutinize critical situations and communication skills. On the other hand, the skills that I need to improve are public speaking skill and problem solving skill. A work plan is already developed for this that I will start to follow from next month and will continue for the next 4 months. The employability skills are the things a prospective employee focuses on first and so who are willing to be recruited should develop them first.
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