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Employability skills are very important in all industries, both to you as graduate looking for an employment opportunity and to the employers looking to recruit talented people. 
[bookmark: _GoBack]Task: write a report of 2,000 words, in which you provide an analysis of relevant employability skills that you have or need to develop in the future to gain credibility in search of employment opportunities. You need to consider the perspective of an employer trying to recruit.
Employability skills are transferrable skills that make you employable and can be used in any job or sector, they are also known as “soft skills” In the United Kingdom there has been a focus on employability skills, such as communication, teamworking, ICT and self-management which are built in to the curriculum. Graduates wish to acquire these vocational skills to better equip them to enter in to the job market. Knight and York (2004) state that graduate skills, attributes and competencies are used interchangeably, but its not always the case that these definitions are shared amongst graduates’ employers or university teachers. (Tomlinson, 2012, ‘Graduate Employability: A Review of Conceptual and Empirical Themes) 
Whilst there continues to be variations in the “classification of employability” there is a broad understanding of the qualities, skills and knowledge which comprises employability generally and specifically for graduates. This report will further elaborate on these employability skills that employers seek when recruiting. 
There is an expectation that graduates will have technical competencies, but broader skills that are expected to be demonstrated include team working, communication, critical thinking, leadership skills and problem solving. 
Communication: 
Employers want interactive and personal attributes, interactive attributes are communication, teamwork and interpersonal skills and with a range of people or organisations. Good interpersonal skills allow an individual to build a rapport and maintain relationships, also to network. It also allows for effective teamwork, and the ability to adapt to new working ways and projects. 


· Verbal communication: this can be face to face or in writing Non verbal communication: body language, includes facial expressions, non verbal cues, eye contact  
· Active listening
· Giving feedback- communicating and presenting opinions effectively 
Effective communication is the ability to communicate with others and to get along with a variety of different types of personalities, these are desirable qualities in candidates. Employers want to know if you have the ability to organise your thoughts and ideas effectively.  It is imperative to express your ideas clearly when speaking or writing. Other effective communication skills are the ability to persuade others when presenting ideas. This can be displayed at the point of interview with examples of scenarios where achievements have been met through communication, such as sales of a service or goods, or using a topic of debate and being able to influence others on your opinion. This can be conducted by making effective presentations, and at interview stage some employers request this to see your interpersonal and communication skills (Quintanilla and Wahl 2017) 
Dillard, Solomon & Palmer 1999 state that when you communicate with people there are two layers, the first is the content layer which is the information being discussed, this is descriptive information, exchanged to retrieve basic information. The second layer is “relational” this reveals how you feel about the other person, such as feelings of control, like or dislike or comfortable or anxious. In the relational layer the choice of your words and non verbal communication, such as the tone of your voice, use of space and eye contact determine this. An employer will look out for these skills at the point of selection.(Maund et al, 2017 ‘Certificate in Higher Education, Skills for the Workplace Student Handbook’  Pg 79)  
Team working:  
There are four elements to effective teamwork. These are 
· Commitment (Shared objectives) 
· Communication (keep others informed) 
· Contribution (everyone playing to their strengths) 
· Collaboration (sharing expertise to achieve a goal) (CIPD 2015) 
Being able to work effectively in a team requires being able to work well with others. A skill required for this is how stressful situations and conflict is handled. Skills that employer will look for within this is the ability to work together to achieve a goal, this can include doing group work, thinking about how you can work better with other people, and giving examples of how you have resolved conflict or remained professional when working with other personalities/ individuals with views different to your own. Teamwork is about promoting diversity and mixing different people with various skills, when brought together these create a strong team. Skills that need to be developed for strong team work is to be supportive, responsible and honest. An employer looking to recruit will look for examples of where something has been achieved as a team, or where a candidate has worked within a team and how they have managed that. (www.nationalskillsnetwork.in/employability-skills-teamwork) 

Leadership
This skill involves inspiring others to achieve a goal, communicating effectively and building effective relationships. A way to develop this skill is to enable others to trust you, this is about displaying integrity, consistency and competency. There needs to be clear goals set out, this means to set realistic targets that can be achieved, and creating a balance so that there is ambition and motivation but the goal is not over optimistic or unrealistic so that the team feels pushed too far. Vroom and Jago (1988) looked in to leadership skills and explained that there are three different decision making styles, decisions the leader makes alone, decisions which consult others and group decisions where the leader delegates another authority to make a decision. This skill will need to be developed further to become desirable to employers and can be utilised when working in a team or group. (Morgan.P, 2017 ‘The Business Student Guide to Study and Employability’ pg 232)
Casner-Lotto & Barrington (2006) surveyed 400 employers across the United States and found the most important skills cited for college graduates to possess were professionalism/work ethic, oral and written communications, teamwork, and critical thinking. Candy & Crebert (1991) stated that one of the main criticisms that employers had of their new employees was that they leave university full of theories, principles, and information but are often not equipped enough  in the workplace with skills such as problem-solving, decision-making, working in a team, and learning for themselves”  This shows that university leavers should take every opportunity to develop these skills further and have clear examples to the employer on how they meet these requirements. (Arensdorf.J 2001  ‘The Perceptions of Employability Skills transferred from Academic Leadership Classes to the Workplace, PG 233) 

Problem solving and creativity 
This skill includes a set of stages, the first is to clarify what the problem at hand is, establishing causes, then developing potential options and outcomes and finally making a choice. The best way to develop this skill is to understand what it is you want to achieve, and to make a balanced choice that is rational. Sometimes the problem solving can be more creative- this means to see the problem in a new way, Amabile (1998) says the ability to be creative consists of technical knowledge, creative abilities and motivation. Simply this means trying to solve something by thinking out of the box. Mumford (2000) found that when an individual is focused on processes and concepts it is more successful rather than focusing on the goals. (Morgan. P, 2017 ‘The Business Student’s Guide to Study and Employability’ pg 304-305) 
One way to develop this skill is to use brainstorming, this allows to evaluate ideas. Creative abilities can be enhanced through reading new material, discussing your ideas with others and giving yourself time to think about solutions. 
Other skills that employers look for are self-awareness, ethical values and honesty, attitudes to others, numeracy and also confidence and assertiveness. The UKCES (2009) describes employability as “having a foundation of Positive Approach: being ready to participate, make suggestions, accept new ideas and constructive criticism, and to take responsibility for outcomes” They state a positive approach which supports functioning skills such as using language effectively, meaning to write clearly and concisely, using IT effectively, basic systems, and learning other applications and technology to communicate. Numeracy skills, using numbers effectively. In addition there are personal skills such as self- management, this includes time management, overcoming challenges, problem solving and developing solutions.  (Blades. R et al, 2012 ‘Measuring Employability Skills’ pg 12) 
Employers would seek you to demonstrate how your concepts and ideas relate to real world situations or a particular scenario relating to the job. This means taking theories, methods and techniques and applying them in to practice. 
An employer will deploy models, methods, techniques, and/or theories, in that context, to assess current situations, perhaps to formulate plans or solutions to solve problems, some of which may be innovative and creative. This is likely to involve,look for instance, the use of real world examples and cases, the application of a model within an organisation and/or benchmarking one organisation against others based on stated criteria. You should show awareness of the limitations of concepts and theories when applied in particular contexts. Skills for Professional Practiceskills of professional practice, examples and evidence with need to be presented, demonstrating initiative, collaborative working and the skills discussed in this report. It important to communicate this effectively, as effective communication is the key principle in all of the employability skills. 
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