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[bookmark: _Toc501703681]Introduction:
To get involved in anything, some set of skills are necessary to have. This is also true in the context of employment. Employability skills are the necessary skills or features someone needs to have to get employed. These are must-have traits to be employable.  These skills are also called foundation skills or general skills. These skills contain both soft skills and hard skills. And, these skills are very wide in range. So, someone must analyze the skills he owns and the skills they need to acquire to get employed(Dowling, Festing and Engle, 2017). In this report, an analysis has been made on the employable skills which I already have and also on the skills I must contain in me from the perspective of employers. 
[bookmark: _Toc501703682]Task 1:
[bookmark: _Toc501703683]Employability Skills:
Employability skills are the necessary traits a person must contain to become qualified for a certain job or task. The employability skills may include skillsets, concepts, knowledge etc. These skills are necessary since the employing organizations employ people after judging them based on the criteria of the employability skills. So, having the most valued employability skills may increase someone’s chance of getting hired and grow in acareer(Dacre Pool and Sewell, 2007).
[bookmark: _Toc501703684]Employability Skills Which I have
Since I have been pursuing my study, I have gained some employability skills with the passage of time. Those skills are described below. 
The foremost skill in this category is communication skill. This denotes the ability to exchange ideas in an effective way. This skill is vital since miscommunication at any level can harm the whole operation of the work. For example, if a manager cannot deliver his objective effectively, his workers will remain in confusion and will become inefficient(Foot, Hook and Jenkins, 2016).Communication skills can be further divided into two categories – oral and written communications.
The help of communication skills starts at the very beginning of job application. Necessary job application skills like writing cover letters, writing curriculum vitae, facing interview etc. also fall into the category of communication skills.Further, to be successful in the job life, communication skills play avital role. I write reports, assignments, notes etc. in my university to improve my written communication skills. And, to make my oral communication better, I go to speech clubs, give presentations and talk to as many people as I can. 

Figure 1: Main Branches of Communication Skill
Source: (Price and Price, 2011)
Networking skill also helps a lot in being employed. The network works as the connecting cable between job providers and job hunters. According to a survey done on 46000 individuals by Right Management, 46 of the individuals agreed that networking was effective in getting the jobs (Right Management, 2017). I am involved with many club and co-curricular activities in my university. This is helping me flourish in being a good networker. 
In workplaces, people work together to achieve organizational goals(Wall, 2015). So, team-working is another important employability skill. An organization may fail in a bad way if the team members of the organization cannot work together to achieve a single goal (DeCenzo, Robbins and Verhulst, 2013).By working in various clubs, I have been pretty good at teamwork.  There, I collaborate with others on various tasks or projects which help me a lot in increasing my technological skills. 
In any organization, the employees have to analyze many things to find out the important insights about many things. This is why, they employees must have analytical skills so that they can get better at identifying problems better(Greenhaus, Callanan and Godshalk, 2010). This skill is also prerequisite to problem-solving skills. In my courses, I face many case studies which push me to use my analytical skills. Also, in club activities, I make budgets and generate ideas, which again make me use my analytical ability. This is why I think my analytical skill is growing steadily. 
Again, it is said that” If you fail to plan, you plan to fail”. In theworkplace, a variety of planning is done every day. This is why, applicants with proper planning skills are highly valued by the employers(Bachy, Harache and Coquerel, 2010). In my clubs and other associations, I create plans for events, meetings, banquet etc. Thus, I am having practical insight into planning and I have become pretty confident in planning. Negotiation skill is also important because the employees of any organization have to confront various parties every day. And, this skill helps them to win the bargain. By working for many clubs, I am getting better at negotiation steadily. In my daily life, I negotiate with many people like ashopkeeper, taxi driver etc. In college, I have to negotiate with my group mates while dividing tasks. Again, while arranging events for my clubs, I have to negotiate with various other parties. Thus, I have developed a pretty good negotiation skill. 
[bookmark: _Toc501703685]Employability Skills Which I Need to Develop
There are few important employability skills which I currently do not have. But, these skills are necessary to develop to get preferred by the job providers. I have identified those skills and have plans for improving them.
	Skills Needed to Be Developed
	Necessary Actions
	Probable Timescale

	Problem Solving
	1. Studying problems and solutions
2. Practice critical thinking
3. Doing brainstorming
	Two Months

	Time Management
	1. Keeping Journal
2. Making Priority List
3. Identifying most important tasks
4. Delegate tasks
	Four Months 

	Decision Making
	1. Participating in decision making 
2. Evaluate the decision-making process
3. Learning through trial and error
	Five Months

	Digital Literacy
	1. Attending courses
2. Taking help from peers
3. Searching online.

	Three to five months


Table 1: Employability Skills Which Are Needed to Be Developed
In organizations, the workers have to solve an array of problems every day. And, these problems can be both known and unknown. This is why businesses look for people with agile problem-solving skills. This skill is specifically mentioned in many job advertisements now a day(Scarborough, 2014). Since I do not have much practical experience, I think I have some lack of this skill and need to work for this. To solve this issue, I will study as much case study on various problem-solving issues as I can. Also, I will practice critical thinking in my everyday life whenever I can so that it becomes an integral part of my thinking process. Then, I will do as much brainstorming as I can to find out the real solution. I wish to be adept at this skill within two months.
Organizations run for specific goals which need to be achieved within certain frames of time. Lagging can seriously affect the overall performance of the organization. So, time management is another very important skill for employability. I feel that I am a bit flakey in time management. So, I should try to improve it.I have decided to take some measures to solve the problem. First, I will keep a journal to track my daily activities. Then, I will analyze and prioritize my task list. Also, I will try to identify the most important tasks and do them first. I will try to delegatetime-consuming tasks to others too. Within four months, I want to stop wasting time. 
There are thousands of decisions made in an organization. However, if a decision is taken in wrong way, it can affect the whole organization. For example, by removing only one olive per meal, American Airlines saved around $40,000 in 1987(Forbes, 2017). So, decision making skill is a very lucrative one to the employers. I need to improve this skill too. First, I will try to participate in as many decision-makingprocesses as I can. Then, I will analyze how the decision making was done so that I can assimilate the process. Then, I will take some personal decisions and try to learn from the outcome what went wrong and what did well. Within five months, I want to be a good decision maker. 
This is the era of digitalization. Everything is getting digitized in a very rapid away. This is why the employees must be adept at running in line with the change. So, digital literacy has been a must-haveskill for employability. Even, many experienced employees are being laid off because of the lack of such literacy. To improve this skill, I will find and join some good courses which can help me effectively become literate in term of digital aspects. Also, I will take help from my friends orpeers. And, when necessary, I will search things online to get help.
[bookmark: _Toc501448881][bookmark: _Toc501703686]Evaluation of Own Effectiveness Against Defined Objectives
An employer always tries to find the best employee for his organization so that the employee can help the business in achieving the organizational goal. So, an employee must know whether he has the skills inside him. A way to do so is doing self-evaluation from the perspective of an employer. 
A good way to do so is Personal SWOT Analysis. It shows the internal factors – the strengths and weaknesses - an employee has. It also denotes the external factors – the opportunities and threats which an employee can face. My personal SWOT analysis is given below. 


[bookmark: _Toc497853610]Figure 2: Personal SWOT
Source:(Robbins, Judge and Campbell, 2017).
In the figure above, I have done a personal SWOT analysis based on the guideline of the mentioned source.
Strengths denote the internal power a person has within him. The new graduates have varied strengths today. They are better at communication skills today. Advancement in theacademic curriculum and the availability of learning materials have made the communication skills better. Also, they are better team players now a day. Technology has facilitated the collaboration among people which has fueled this increase in teamwork. Also, in universities, alot of team tasks are being provided in recent times. Analytical power is also another strength for new graduates as the fresh brains can have more analytical energy. Businesses are increasing rapidly now a day. So, the employees are also having better negotiation skills since they are communicating with various parties.  Proper planning skill is also another plus for the employees. 
Weaknessrefers to the personal shortcomings of a person. The most severe weakness of any new graduate is the lack of hands-on experience in the job. So, because of the lack of experience, many good candidates are overlooked. Also, the new graduates may not have proper skills in leading people since till now they have been on their own. So, this may stop them from getting a leadership position soon. Again, many freshers do not have the proper self-management skills and thus they get overwhelmed after entering into a job. Another weakness is the lack of interpersonal skills for the fresh graduates. So, the graduates should keep sharp eyes to reduce these weaknesses.
The new graduates can have a great range of opportunities. They can have new role models whom they can follow to grow in their career(King and Lawley, 2016). Also, they can have new learning opportunity which may bring them new employability skills and make them more competitive.  
The new graduates may have some threats ahead too. Their job opportunity can be grabbed by laid-off experienced people. Also, many employers have negative attitudes toward the fresh graduates. Also, fresh graduates are often the first when it comes to lay off. 
Anyone can be successful if he can supply what is being demanded. This is also true for the employees. If the employees can understand the need for the employers and built themselves according to that, they can be easily employed. So, one should evaluate himself to check which skills they have and which they need to add to their list. My personal SWOT analysis has helped me a lot in finding out where I should put more efforts and what skills I should leverage.
[bookmark: _Toc501703687]Conclusion:
[bookmark: _GoBack]Everybody tries to do something in their life. For many, the dream is to lodge him or her in a better organization. However, the organizations often require a person to have a certain skillset to employ him. This report has identified and discussed the necessary employability skills to go ahead in acareer race. Through this, the most important employability skills have been put under themicroscope. And, the skillset of mine and my fields of improvements to be done have also been identified in the report. A personal SWOT analysis has also been done to identify my career prospect. It can be said that assimilating these skills can help anyone seek an employment easily and also help him to grow the career. 
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