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Executive Summary

The purpose of this report is to analyse all the different key employability skills which employers now look for in potential recruits for an organisation. It looks into the importance of each skill and how they affect the work field. 
The conclusion that this report came up with is that there are so many aspects of employability skills and that each skill is important for different aspects of every organisation. The researcher was able to discover the strengths and weaknesses that is currently present, and ways in which these skills can be improved to help in the work field of teaching. 




























Table of Contents
Executive Summary	1
Terms of Reference	3
Procedure	4
Introduction	5
Findings	6
         6.1   Transferable skills………………………………………………………………………………………………………………6
         6.1.1 Problem solving and analytical skills………………………………………………………………………………….6
         6.1.2 Leadership skills………………………………………………………………………………………………………………..7
         6.1.3 Organisational and Planning…………………………………………………………………………………………....7
         6.1.4 Presentation skills…………………………………………………………………………………………………………7-8
         6.2    IT skills………………………………………………………………………………………………………………………………8
         6.2.1 Using initiative………………………………………………………………………………………………………………….8
         6.2.2 Time management skills……………………………………………………………………………………………………8
         6.2.3 Team work skills………………………………………………………………………………………………………………..9
         6.2.4 Communication skills…………………………………………………………………………………………………………9
         6.3   Critical thinking skills………………………………………………………………………………………………………….9 
Conclusion (average of 10% of word count)	10
Recommendations	11
Bibliography	12
Appendices	14
Acknowledgements	17




Terms of Reference

This report has been compiled by Aleha Begum.
The report has been requested on the 30th January 2018  by Marie Pitson, and was submitted on the 2nd March 2018.
The reason this report has been carried out is to investigate all the different employability skills, and then research what employers expect from individuals. 
It looks at how a person can use these key skills to carry out effective work in the work place. 
The problems that were researched were what skills were essential for a teaching job, and what qualifications are required to achieve a high standard teaching role. 
The issue looked at were how the researcher can improve on current skills to do better in the future. 

















Procedure

The resources that the researcher used to help complete the report are, books from the local library, books from the university’s online library, books given by the university, and trusted online websites. 
























Introduction

What is the definition of employability skills?
They are specific skills and advantages that a person possesses to progress in the work place, as it gives employees a head start in making certain decision making, problem solving and to become a stronger person within the organisation. (Skills you need, 2018)
Another term for employability skills is known as ‘transferable skills,’ which are the skills and strengths that job roles now need. Most employers now expect individuals to be prepared for job positions with at least skill already acquired. (University of Manchester, 2018) 

What is the importance of employability skills?
A study from the University of Nottingham and Exeter (2007), found that a candidate with s mix of generic and technical skills is thought to have an advantage in the work field, as it means that they can endure greater workloads, and have more connections with other organisations. It also increases more team work, as there will be communications with colleagues. 















Findings

After carrying out extensive research using different types of books, websites and the online library from the University’s website, the researcher managed to create a report around what employability skills are and how they are implemented in the work field. The researcher then compared the findings to own experience, working out what additional support and experience the researcher needed to successfully be able to become a teacher. 

6.1 What are transferable skills?
Transferable skills are otherwise known as those key skills that employers look for in a person, which they find will be beneficial for the specific role but also those that can be passed on to others to help better the company. 
The four main types of transferable skills are, interpersonal, organisational, leadership and communication. These consist of many different qualities that individuals hold, some of which they themselves may be unaware they have. 
Interpersonal skills are those such as providing motivation through the group, reacting and resolving problems that arise successfully and in the best possible manner. (Princeton University, 2018)

6.1.1 Problem solving and analytical skills
The University of Kent (2013) says that problems solving, analytical skills and having the initiative, are part of some of the top wanted key skills that employers look for in candidates. These skills are vital in preparing someone who steps up and accepts responsibility to ensure that all set targets are acquired. These skills help to show alternative ideas to carrying out tasks. It helps to make sure that employees keep trying and don’t accept defeat. 
Having adequate problem -solving skills will increase an employee’s chance of going up the ladder within the organisation. (Careers builder 2018)
Problems solving is a type of skill that provides employees with the ability to judge ahead of every situation, analysing all different aspects of the problem, and looking at all the ways of resolving the issue, as well as thinking ahead, understanding what the outcome will be from each action taken. (Knowledge network by and for educators, 2015)
The researcher has basic knowledge on problems solving techniques, and through the findings on this subject, the researcher has found that extra training and guidance should be looked into in order to receive the best possible outcome to becoming a teacher.
6.1.2 Leadership skills 
A person with strong leadership skills will have good initiative. It means tasks can be completed without waiting for someone’s instructions. A good leader portrays the ability to try new things within the organisation and will find different ways to complete everyday tasks. A leader will always remain proactive, make good decisions, analysing them before acting. Time management skills are also enhanced as it helps stay organised. Feedback is always a positive thing for a good leader as it may reveal something about the person that they may not have been aware of.  (Elevation networks, 2018)
The researcher is confident in the leadership skills that they already have. As a qualified level 2 teaching assistant, most of the qualities related to leadership skills has been investigated. Please refer to the appendices for more information regarding teaching specifications and the qualifications the researcher currently has. 

6.1.3 Organisational skills and Planning
Organisational skills are the general and key skills that employers search for in employees. Having good organisational skills ensures that employees can manage time load, work, files and other equipment effectively. 
Planning is an effective part of organisational skills. It helps better a person’s supervisory roles, making sure work is completed on time. 
Scheduling is also a category within organisation. It involves setting out timetables for all tasks and assigning them to the correct colleague. 
The time management aspect is vital. The individual will need to be aware of the time frame they have. It helps prioritise work, ensuring everything falls in place before a deadline. 
(Chron, 2018)
Working as a teaching assistant in many different schools in Cardiff, the researcher has had practice in displaying organisation and planning skills. However, in order to become a teacher, it requires a lot more organisation skills. Please refer to the appendices for more information.  

6.1.4 Presentation skills
As Rourk, J (2016) said, first impressions are very important in any work field. It is always good to smile, stay positive and engage in conversations with nice comments. 
Body language is a good way of portraying what one says during a presentation. Many people find visual presentations more rememberable than those just spoken out. 
The researcher feels that the correct amount of knowledge regarding presentation skills have been provided through the experience the researcher already has. How important presentation skills are for a teaching profession is explained in detail in the appendices. 
6.2 IT skills
Employers expect candidates to have at least the basic technology skills such as using word processor on the computer or laptop, emailing and the ability to use a photocopier. 
Other skills that are desired are software skills such as video editing and using social media. Hardware related skills include using cash registers, digital cameras and using EFTPOS. 
(Youth Central 2018)
The researcher is confident in using most of the technology skills mentioned in this section. However, the researcher feels more training will be useful for future knowledge regarding some of the less used soft wares. 

6.2.1 Using initiative
Using initiative is the ability to think and react creatively, adjusting the things that are already there. It’s about thinking out of the box and looking at ways to make things work.  
(Youth Central 2018) 
thinking in a creative way and coming up with new ideas is part of a teaching assistants job. The researcher could benefit from more guidance in how to come up with more innovative ideas to keep students entertained. 
6.2.2 Time management
As Kirton, B (2012) defines in his book that time management is a key skill that ensures individuals can balance their daily routines and all the tasks that come with their job. That includes personal aspects of one’s life too. 
To manage time effectively, it involves understanding when the mind and body is likely to concentrate the best. 
Good efficiency skills are shown when an individual may pass on work or any paper work to another colleague if they feel that work won’t be completed on time. This doesn’t prove anything negative about the person in fact it shows that the individual is a responsible person. 
the researcher considers themselves a very organised person, and understands the importance of time management in order for that to work. Refer to the appendices to see why time management is such an important factor for teaching.
6.2.3 Team work 
As Christopher, M,A (2009) explains in his book, great team work skills mean understanding and acting on an individual’s personal qualities and skills that they have, to improve the whole team’s results. 
Being a good team player depends on an individual’s behaviour, and the relationship that they have with the rest of the team.
A team player will always accept responsibility for all relationships, not waiting for someone else to give instructions if a situation arises that needs attending to. 
Team work is a group of behaviours and different personalities that join to work together.
Team work plays a major role in a teaching environment as the researcher has identified during her work as a teaching assistant. Refer to the appendices for more information regarding this topic. 
6.2.4 Communication skills
It is important to show an employer that a person has good communication skills. These skills must be written, verbal and non-verbal. Having effective writing skills means that the work done is in a formal format and logical. It is important to ensure that the writing is appropriate for the audience. Having good verbal communication means that each word spoken is clear and that the language is formal. Having good non-verbal communication skills means maintaining eye contact with the audience and appropriate facial expressions are used. Having these skills means that the person’s point of view has been clearly understood and that there are no misunderstandings.  (Skills you need, 2018). 
The researcher feels that more training can be undertaken to improve communication skills in ways that will benefit the role of becoming a teacher. The researcher is self-assured in carrying out the basic communication methods. Communications is very important in the teaching field of work. See appendices for more information. 

6.3 Critical thinking skills
Employers look for employees that can use their initiative to solve problems and are able to make big and smalls decisions. To make decisions and solve any problems that arise, it is important it is important to gather information from reliable sources. After gathering the information, the information need to be evaluated and come up with different solutions and then select the best solution. It is crucial to plan jobs effectively for all other employees and the individual themselves to achieve an aim as quickly as possible. Thinking creatively also means that new and effective method can be found to get a job done. (Skills you need, 2018). 
This is an area that the researcher feels work is required. The researcher is always making decisions based on guidance, so to be able to confidently make decisions with more thorough thought and understanding. 
  
Conclusion

To conclude, the report has opened many views about all the different aspects that an employer looks for when recruiting for their company. 
The main employability skills that seemed to be looked at are, communications skills, leadership, organisational skills and team work. Many of the other skills that were discussed in this report, showed that they all had connections to the skills talked about and helped to improve them. 
Problem solving was another key skill that showed a lot of importance for most companies. It can help in leadership, team work and time management skills. 
This report showed how an individual with just some of these skills can still be able to progress in other areas. 
The researcher was able to conclude that having already achieved a level 2 in teaching assistant, a lot of the key skills that were talked about in the report, the researcher felt had already gained experience to be able to demonstrate these skills already. 
















Recommendations

Considering the conclusions made from this report, some of the things that the researcher will now need to do are:
Spending extra time to understand ways of improving communication skills and find out about any training or additional guidance that might be available to help. 

Using initiative is a great way of increasing knowledge so, the researcher can find more information to work on different techniques that are available to widen the range of ideas that a situation can be looked at. 

As technology is now one of the main teaching techniques, it is important that the researcher is able to keep up with the every expanding soft wares that are now available. 
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Appendices

The employability skills that are required to become a teacher. 
Time management
Time management is a key skill that is like a root to the teaching system. Time management controls daily tasks organisations, classroom organisation, decisions of how long each subject should last for and the time taken out to record the progress of all students. 
Daily activities in classrooms all revolve around effective time management. This includes planning, working out routines to reduce time wasting, making use of learning centres, individual assignments, as well as working out specific seating orders within groups to allow work time and creating certain environments within the classroom, where it allows students to swiftly run from one session to another. 
As each day in school is split up into different sessions, a lot of possible learning ties are reduced during breaks and lunch times. (Scholastic, 2018)
As stated on the site (Teacher certification, 2018), it talks about the benefit of having teamwork, adaptability, communication, leadership and patience skills and how they benefit a teacher. 
Team work
Team work is a very important part of teaching. It can become quite difficult without the support of other staff. As a team, teachers can work together to help improve a student’s learning as well ensuring they are enjoying themselves.  

Adaptability 
Teamwork can also be associate to adaptability. All kids learn differently, so some sessions ay require special teaching techniques. A good teacher will understand how to set out their lessons to help all children.



Communication 
Every teacher needs to understand the importance of having good communication skills. They need to present their teachings in a clear and concise manner. The lessons will always run smoother if communication is clear. 

Leadership 
All students depend on their teacher for guidance and to be able to run the class successfully, therefore leadership skills are a necessity in teaching. Obtaining the correct level of leadership skills can be hard work, so looking for ways to get help may be a good option. 

Patience 
Having patience in teaching is the most important skill to acquire. They may be faced with stubborn students and learning styles may differ to that which the teacher is familiar with, so keeping patient is a very good skill to have as a teacher. 

Organisational and planning skills 
Organisational skills play a major role in the teaching field. It requires planning, time management, lesson planning and classroom arrangement techniques. 
Being well organised helps the lesson run well, and the teachers can learn to master these skills systematically as opposed to testing and trialling. 
Lesson planning consists of four stages, ‘initial, active, in-flight and follow up.’ The routine would be to understand and see the lesson beforehand and knowing about the requirements for the session. The teacher would try and work out the possible responses from the students. The next step involves putting all the required materials together, ready for the lesson. In-flight planning revolves around working through the day and making changes accordingly, depending on what the change in circumstance is, for example, a fire drill.  (ASCD, 2018)

IT skills
Technology has advanced dramatically and most teachers no use technology in the forms of emails, internet, USB drives, digital cameras, DVD players and much more. Desktop conferences and other online programmes are also available now for additional support. Hence, a teacher with poor or no technology skills is not acceptable any more. Most schools now use computers, laptops and tablets to assist in their teachings. 
Some of the basic skills required for a teaching role are word processing skills, power point, spreadsheets, email management and so much more. 
Teachers need to be able to use word processor to do written tasks within a good time scale.  (Turner, L. 2005)



Presentation skills 
Communication techniques are a huge part of presentation skills. As a teacher, the classroom is the stage. A teacher needs to feel confident in engaging with all the students and to constantly be moving around the classroom. 
Ensuring all the required materials and resources are available before starting helps to keep things under control. 
Preparation is key. Every teacher needs to be prepared for every lesson. Preparation not only includes to be physically prepared, but also emotionally and psychologically. 
A teacher needs to sound confident. To do this, they need to be heard by the students, so speaking loud and clear helps to engage with the audience.  Speaking at the correct pace is also important to retain the students’ attention. 
Facial expressions and body gestures help to emphasise what a teacher is saying. Avoiding pacing or doing anything that be distracting will help to avoid student’s losing focus.  To get the students to learn, the teacher needs to show enthusiasm in the topic. The more exciting it sounds whilst presenting it, the more likely the students will be interested. (The Teachers Center, 2018) 

Qualifications needed to become a teacher	
Research carried out from the website ‘Prospects (2018)’ stated that to become a qualified teacher in the UK, there are several requirements. 
Every individual will need to take an Initial Teacher Training (ITT). This will then result in a Qualified Teacher Status (QTS). 
All individuals will need to have gone through the learning phases where 50% is University led and 50% is school led. A minimum requirement of a 2:2 plus other essentials such as a DBS (Disclosure and Barring Service) will need to be checked. 
A graduate will always go through at least 120 days of practical experience in classroom in at least two schools, gone through academic studies which provides the individual with the knowledge to be able to teach, received professional experience in monitoring in managing a classroom, and a continued assessment of the teaching skills they have. 
Some schools that are recruiting will also look for candidates who have obtained a PGCE (Postgraduate Certificate in Education), which is a one-year course carried out by universities.   



Acknowledgements

The acknowledgements for all the information within the report goes to the lecturer Marie Pitson, the researcher’s family and friends for all the help around the help, giving the researcher time to work on the report, the researcher’s local librarian, and Menna who provided extra guidance. 

 17

image2.png




image1.png




