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Why are employability skills so important?


The question to ask here is ‘why are employability skills so important?”. Indeed, 
employability is an important concept in the recruitment community – employers’ side - and for those looking for jobs. Considering the intensification of the competition for jobs in all sectors, to be successful in the role you will need to demonstrate a range of flexible skills. Having said that, employability encompasses several elements such as skills, capabilities, competencies, aptitude, attitude and behavior. (Allen, 2019). The UK Commission for Employment and Skills (UKCES) (2019) defines employability in rapports of skills “the skills almost everyone needs to do almost any job”. Thus, the employability skills are different from subject knowledge, qualifications or specialist experience. Any jobs seekers should be aware of what the prospective employers are looking for in any given employees. The future employees should demonstrate that they are employable individually as a person, a team member and as a contributing member of the employer business entity. (Allen, 2019).

A future employee’s CV may perfectly matched the job description and academic requirements, and the person be called for first stage interview. The person might not go through to second interview stage for lack of employability skills: although the interviewing panel might have been impressed with the candidate subject knowledge, the panel may refuse to invite the person for the second stage for lack of employability skills such as: the person seemed not-committal, lacking in enthusiasm, or the panel may think that the candidate would not engage with colleagues at work or the business entity. In addition, in answering the questions during the interview, the candidate’s attitude might have been as withdrawn or even diffident and indifferent. According to Allen (2019) personal attributes like: a positive attitude: a ‘can do’ approach, good work ethic and willingness to learn, timekeeping and personal organization, honesty and integrity or team working, collaboration and co-operation milk up the employability elements of employees. The candidates need to identify the transferable skills and qualities and demonstrate them. An example is to demonstrate higher-level of communication skills through CV by highlighting the personal strengths and transferable skills appropriate to the position the candidate is applying for. This includes skills such as attention to detail, strategic thinking, time management, inter-personal communication and negotiation and so forth.
Line management is a hard – but gratifying – engagement and one that’s a continuous learning journey.


1. TIME MANAGEMENT

Time management skills is an essential variable to both the employees and the employers. To efficiently manage his/her time, the line manager must ensure that he/she put emphasis on the key areas: planning and prioritizing, how to deal with his/her subordinates and considers the different ways of working as a team or individually. “Time management” is the process of organizing and planning how one could divide his time between specific activities.  For any line manager, good time management enables the line manager to work smarter – not harder - so that the line manager could get more done in less time, even when time is tight and work pressure seems higher. If the line manager ignore the time management and fails to deal with it effectively, this might damage his effectiveness and causes stresses. 

As far as ‘planning and prioritizing’ are concerned, the line manager should have his/her priorities very clear and ensure that they are kept safely in his/her mind. Every morning, the line manager must plan for the current day. By so doing, the line manager should stick to his or her plan despite all distractions. The setting of truthful deadlines is important whereas the line manager needs also to consider all likely problems. In all the defined tasks, it is important to distinguish between those that are urgent and those tasks that are important. 

Besides the above, the line manager should learn and implement all policies and personal attributes on how to deal with staff and other member of the organization. Dealing authoritatively with interruptions is vital. During his office, the line manager should learn and understand how to say ‘no’ and mostly act insistently. While working as a member of the team, the line manager ought to limit online time or phone time.
Considering the ways of working as line manager, it is important to the line manager to consider completing difficult task first, cutting the clutter, focus on limited number of tasks. The time being precious, it is important to be mindful of the time, construct the thinking time too.

According to Doyle (2019), time management reflects the fact of working efficiently. Researches revealed that most employers in every sector of business activity hunt for staff who could make optimal use of the time available to them on the job. To this end, the organization’s money can be saved when the time is saved. This increases the revenue of the business entity too. Any good time management leads to more productivity, more efficiency, and the employees are more likely to meet deadlines. For this reason, staff are expected to focus on the most important and time-sensitive tasks. By so doing, there will be limit in the amount of time wasted on non-essential duties. According to Doyle (2019) this implies a good analysis of the workload, assignment of priorities, and staff striving to uphold focus on productive endeavors too. The benefit to the employers or organization is obvious as the time management eliminate distractions and procure support from colleagues to help accomplish their assigned goals.

According to the Balance (2018), prioritizing is essential part of time management. By prioritizing, the line manager will be able to complete the most 
important tasks in an order that makes sense. 
Prioritizing involves the consideration of the time each task needs to be completed, how long it might take, how important it might be to others in the organization (The Balance, 2018). Moreover, it is important to ascertain the effects of undone task, any interruption that may occur while carrying out a task because you must wait for someone else or a colleague. There are some important stages that contribute to the efficiency of the time management such as:
Scheduling
Scheduling is important for any line manager. It affects the line manager’s day, his/her week, his/her month, along with other people, their projects, and even their short and long-term plans for projects and tasks within the organization. Critics suggest that scheduling could be an essential manner to avoid procrastination.

Keeping to To-Do List
Researches revealed that ‘To-Do lists’ support the line manager in properly prioritizing and integrating with his/her schedule. It is a variable that prevent the line manager from forgetting something very important. It avoids the line manager to use more energy to remember tasks, or to be exhausted and overwhelmed to think the different tasks the line manager supposed to do. Today’s list helps the line manager to split all the necessary tasks into a doable list for each day.

Resting
It helps to resist the lure to over-work or to see the drop of the productivity.  It encompasses breaks, quitting time in the line manager’s schedule.


Delegation
the delegation of some tasks is essential to the line management, depending on the type of the work. The line manager needs to consider what to delegate and when to do so. It is an important skill for time management too. 

Considering my own skills, I would argue that I see the time management as the opportunity to manage my time well. This can help me improve in my career.
However, it is not sometimes easy to get the time management right in view of my different roles and responsibilities at work, home, family and community engagement. Being a parent, I must look after my children, prepare them every morning for schools and ensure that I collect them after the school finishes and feed them too. Besides, I must work every day to bring bread on the family’s table. I am a member of big family and committed to the community activities on regular basis. Finally, I am a student.
Considering all the above personal involvement, it is crucial that I manage my time efficiently and evenly as all the duties are weighted equally.

By organizing each single day supports my effort to complete work on time, stayed engage during important meetings, and be able to submit my coursework on time. I normally wake up around six in the morning and follow my daily schedules. The time management gives me space to be creative and proactive in my daily tasks. I have realized that having strong time-management skills is paramount because it could eventually lead to accomplishing main goals and advancing in my position too. Sometimes, when I come back home I am so exhausted. However, I have identified some important areas that I will need to improve in respect to the above constraints. For all the responsibilities and roles, I should in the future prioritize a list of tasks, projects and focus on higher value tasks with more immediate deadlines; in case of multitasking, I will have always to shift smoothly from one task to another. It is important to manage effectively my time keeping and be punctual at work, college and children’s school. To this end, I will need to create daily, weekly and monthly “to do” lists to eliminate time wasters and audit how my time is spent. In all these activities aimed at improving my time, I should avoid any procrastination and act instead of worrying. In brief, I will be proactive and assertive to say no to inappropriate demands that distract from my central duties at work, home, family, community engagement. The benefits for time management are enormous: these include: “greater productivity and efficiency, a better professional reputation, less stress, increased opportunities for advancement. and greater opportunities to achieve important life and career goals”. (https://www.mindtools.com). Whereas there also some undesirable consequences – when failing to consider efficient time management - such as: missed deadlines, inefficient work flow, poor work quality, a poor professional reputation and a stalled career and higher level of stress. (https://www.mindtools.com).

Conclusion
Time management skills include a variety of skills that will help me manage my time well. There are different ways to improve the time management skills. However, planning is a fundamental part of time management. By being efficient in planning out my day, meetings and how I will accomplish things will help me stick to my schedule. Other most important time management skills include organization (maintaining an up-to-date calendar, for instance, prioritization. There is a need to assess each of my duties for priority. It is essential to adopt efficient manner to prioritize what I need to accomplish. In addition, the goal setting enables me to understand my end goal and things I need to prioritize to accomplish it. Furthermore, it is crucial to develop strong communication skills to my plans and goals clear to people I work with. Furthermore, delegation and stress management could help having boundaries to manage my time well and ultimately accomplish your goals.
To sum up, the time management is paramount in the sense that it helps me structure my work in a way that enable me to accomplish goals. Therefore, it is important to develop each of the above skills that help me organize my daily work. To improve time management skills, I will thus need to, set short and long-term goals, manage my calendar and prioritize my assignments. This is a continuous engagement and I should keep learning the time management skills

2. Inter-personal communication

Inter-personal communication involves both verbal and non-verbal variables of communication. This could happen at work, family, college or society. The inter-personal communication is essential in the daily life as it encompasses information, feelings and meaning of things. It is also described as contextual. Because it could be psychological, relational, situational, environmental or cultural. The inter-personal communication is an important tool to the line manager as it is about connecting the messenger to the recipient via channels such as speaking, writing, graphics, video and so forth. During the communication there are coding and decoding of the message transmitted by the messenger and received by the recipient.
The line manager – when using the inter-personal communication skill – should always think through in advance what he or she wants to say. There is need to have the report writing skills too.
To be more effective in the inter-personal communication skill, the line manager need to work deeply and first of all on his or her interpersonal skills. this will enable the line manager to help organize himself or herself and be able to defuse any though situations. The process will avoid the mines too.
There are many ways to improve and develop the inter-personal communication.
(a) Empathy: this supposes the line manager needs to see things from the
perspectives or point of view of other members of the organisation. Since it is important, during the communication process, for the line manager not to be judgemental or biased by preconceived ideas or beliefs. The perspective of the other members of the business entity should prevail over the feelings of the line manager. 
(b) Learn to listen: the line manager should have to learn to listen in using
some useful techniques of clarification and reflection to always clear up what he is getting from others. This implies good listening skills. It helps avoid confusion.
( c) Communicate effectively: the line manager should ensure that he
Understands clearly the meaning of what he says or what he receives from other members of staff. This will increase the understanding within the team. Moreover, the line manager must present the information in a very simple and understandable manner by avoiding jargon and other over complicated language. The simplicity is requested when explaining new words or things. In this process the use of non-verbal tools could also facilitate the communication. Furthermore, it is essential that the line manager uses humour to increase the inter personal communication. Considering the written communication for instance, it is essential for the line manager to arrange data in a logical sequence, develop his argument in a logical way and briefly summarise the content. 

Conclusion
As far as my inter-personal communication is concerned, I strongly believe that I have to acquire many useful skills. I need to learn how to have immediate positive impression on others, how to have presence, show confidence in myself and others or have a positive impact. moreover, I will have to work on how to have clarity of voice, pitch, tone and volume during presentation. I am naturally a shy person; thus I have to work out my eye contact too. Furthermore, for my future presentation, I will focus on PowerPoint, Visual aids, diagrams and pictures. In brief, I need to have a changed communication, a interpersonal style to gain buy-in from types of people. Mostly, to be eager to hear ideas of others within my organisation.



3. Negotiation

It has been demonstrated that where people live together, there is always conflict, disagreement. ‘Negotiating’ comprises being able to discuss and reach a mutually satisfactory agreement. To avoid this situation of conflict or disagreement to persist longer, it is better to negotiate. This will stop any argument and resentment from all parties. Thus, the negotiation will be used to reach agreement between the parties in conflict without bringing another barrier to communications. Negotiators equal good communicators, it is said.
The process of negotiation involves good listening. The negotiator needs to be neither passive nor aggressive. It is recommended that the negotiator be more assertive. He will thus express his views and feelings in a manner that other parties in conflict could understand and respect. This attitude is fundamental to successful negotiation. 

The negotiation – as a process – needs a preparation before discussion between parties. The negotiator needs to clarify the goals between the parties and ensure that his negotiation efforts will bring a Win-Win outcome. In the end, there will be agreement between parties and the implementation of a course of action. The line manager will need to acquire the negotiation skills. To this end, the line manager needs to develop a line of reasoned argument, emphasizing the positive aspects of his or her argument. Developing a line of reasoned argument. It is important for the line manager to understand the needs of the person he is dealing with and ensure that he uses tact and diplomacy.  It is possible to make concessions to reach agreement too. The negotiator will have to use open and encouraging body language; knowing when to compromise and establish mutual trust. The above skills are essential in many employments, particularly in fields like advertising, buying, sales or marketing. In brief, these skills are important and valuable in everyday life. 

Considering my personal situation, I must learn how to use both verbal and nonverbal persuasion or negotiation skills. Evidence suggests that it is worthwhile using open, encouraging body language such as mirroring, not defensive or closed. I need to develop the use of five main skills of negotiation namely, information-gathering, decision making, persuasion and influence, innovative thinking, and implementation. By so doing, I will therefore learn to recognize the interests in play for both sides of the negotiation described above and determine the most effective course to follow for a fruitful outcome. The training is important as I will become more aware of the negotiation skills and avoid costly errors in my life and the life of the organization I work for. This will change my own thinking habits and those of others too.

Conclusion
Since I lack the negotiation skills, by participating in a training on negotiation, the programme will strengthen my ability to reach agreements that work. The tailored programme will uncover my strengths and weaknesses as a negotiator. This will change not only the way I thing about my own approach to negotiation, but also the way I think about the negotiation behaviour of others. The training will help me in every situation in which negotiation is relevant such in my work, my family, community or in relationships with people in general.
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