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Introduction:
The aim of this document is to analyse and illustrate the different types of employability skills necessary to be successful in the workforce. My analysis will explore and define the various employability skills and attempt to show their usefulness in the workforce. I will identify the skills that I have and the ones that I need to cultivate and explore how I can improve them for my future career goals.


Communication skills: 
Communication is the act of giving, receiving and exchanging information, signals or messages through the appropriate medium, enabling individuals or groups to seek information or to express emotions (Anon., n.d.).
Communication is a very important element to completing any process, it is a useful tool to have in a wide spectrum of communication, it could be used to interact with family, friends, work colleagues and to solve solutions. There are different variants to communication, it can be written or spoken. Communication is a very vital tool in the workforce, and it is especially important that communication is conveyed in a proper manner to transfer crucial and accurate information to a receiver so they can interpret and implement it accordingly.
To have good communication, it is essential to possess the following skills: Be competent in reading, writing, listening, creative thinking, strong self-esteem and have leadership qualities.
In today’s workforce, employer seek individuals that have the above qualities not only in managerial roles but throughout the workforce because these skills are an integral part to any organisation operating smoothly and maximising productivity. There are two types of communication: Verbal communication and Nonverbal communication.
Verbal communication consists of using any type of speech or media that uses sounds or words to transfer a message or communicate with another person or a group, (Anon., n.d.).
Nonverbal communication is the communication through visual cues like gestures, facial expressions, body language, eye contact and physiological changes without speaking, (Anon., n.d.). 

Communication is a skill that I have and use successfully in my daily life, I have come to understand the difference between verbal communication and nonverbal communication and appreciate it even more through the academic process and I have finetuned my communication skills with the help of my studies. I am good at listening, reading and writing and have a very deft knowledge in articulating my points and ideas without prejudice and the new knowledge I’ve acquired while studying has helped me to develop my communication skills for the better (both verbal and nonverbal).
These skills are vital in the work force primarily because it helps with the smooth running of an organisation and enhances productivity and improves team building. 

Employability: 
Employability is having a set of achievements-skills, knowledge, personal attributes and understanding that makes a person more likely to gain employment and be success in their chosen occupation which benefits themselves, the workforce, the community and economy (Yorke, 2006).
I wanted to enhance my employability chances in the health and social services sector, so I decided to enrol at this university to have a better opportunity in the workforce. I used the SWOT analysis to determine where my strength and weaknesses were and which areas I needed to strengthen, studying this course has given me a better insight on how to improve my weaknesses and I am confident that upon completion of my studies, I’ll be better equipped in gaining sustainable employment.

Skills: 
Skill is defined as the ability to perform an activity in a competent manner. There are two segments to skills: Hard skill and Soft skills. Hard skills are the technical expertise and knowledge needed for a job or task. Examples of hard skills include computer programming, accounting, mathematics and data analysis. Soft skills are interpersonal or people skills, this can be related to an individual’s personality and their ability to work with others. Examples of soft skills are good communication, listening, attention to details and critical thinking, (Doyle, n.d.) 
Employers are increasingly recruiting their employees with both hard and soft skills, essentially it has become more important in the job force for applicants for a job to have both skills set to bolster their chances of employment. In the past, employers tended to require most employees with soft skills to managerial positions but in today’s market force, it has become essential to have both hard and soft skills to enter the job force and become successful. 




Critical Thinking:
Critical thinking is the development and the use of information beyond memory and repetition, essentially, its thinking outside the box and coming up with strong arguments for a particular view and providing a clear and detailed interpretation of situations and events, (Morgan, 2017).
Critical thinking is one of the most important aspects associated to employability skills, it has become one of the most vital requirements for employers in the workforce today, this skill in most useful in small and emerging industries where working as a team is important especially when innovations and new ideas are part of the operation of the organisation. It is particularly important to think outside the box and be of sound judgement and consider all opinions in other to reach an informed and balance solution. A critical thinker must possess the ability to decipher information and determine whether they are fact or fiction, realistic or unrealistic and be able to reflect and review their approach in finding a solution. They must also have a strong character to effectively express their views without prejudice to others.
Personally, critical thinking is a skill that I have and use on my decision making, I have been able to improve my skills whilst studying and learning move about employability skill academically.

Time Management Skill:    
Time management is the ability to control our use of time to such extent that we are able to plan and manage what we do without undue stress and tension, (Morgan, 2017).
Time management skills is one of the most fundamental skills required in today’s workforce, employers want reliable staff that will adhere to their shift patterns and arrive to work on time. Time management skills enables an employee to plan and organise their tasks in a very efficient way in order to achieve goals and targets so as to attain excellent productivity and a smooth operation.
Time management skills is synonymous to effective planning, they both have similar traits. The use of time, planning and organising are essential elements in having good time management skills as it enables you to plan effectively and use your time wisely. This in turn enhances productivity and helps an organisation to run smoothly. Good time management enables an employer to plan shift pattern accurately, meet deadlines and targets and for industries like sales and deliveries, it’s helps them to fulfil their targets and satisfy their customers demands. It is very important to have good time management skills, for instance it will be very unprofessional to arrive at a meeting late without informing your colleagues in advance or not be able to meet deadlines or targets, this will have implication on others working with you and this can create an impression with your work colleagues of you not been reliable to work with, (Morgan, 2017). 
My time management skills are slightly above average and it something I need to improve upon and with the added academic knowledge I will attain during the cause of my studies, I hope to achieve a better understanding and improve my time management skills in preparation for employment in today’s workforce.           

















Conclusion:
Employability skills are a very important component in employment, time management skills, critical thinking skills, effective planning skills, organisational skills etc, are all vital to the workforce. it is fundamental for every individual seeking employment to possess these skills and be ready to learn more and improve upon the ones they already have to be successful in today’s fastmoving work environment. These skills will always be necessary for employers seeking new recruits. Therefore, it is important to brush up on the skills we already have and move with the times because new innovations come’s up every so often for anyone to stand a better chance of a good employment.
In my analysis, I incorporated the SWOT theory (strength, weaknesses, opportunity and threat). I looked at my strengths and ways of how to maximise my opportunities in my career goals, and I also assessed my weaknesses and the ways of improving them to be able to achieve a better understanding in boosting my opportunities in the work force. The SWOT theory was a very beneficial tool to use in my research in my assignment. I also employed the use of Personal Development Plan (PDP) in my research and found it very useful. With the personal development plan, it enables a person to assess their career goals and implement plans of achieving their targets and goals with comprehensive guidelines when followed properly. I found it very useful and helpful in completing my research.   
Good time management skills and an improved communication skills-set are two of the most important skills I need to be successful in the health and social care sector and with my continuing studies, I believe I can attain these goals and have a good chance of succeeding in my chosen career path. 
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