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Executive Summary
The purpose of this report is to access the importance of employability skills. The report accesses some key employability skills, that are important to employees and employers. The report also accesses the need keep up to date in some of the skills.

The report concludes that flexible and transferable employability skills are imperative for any individual in the current job market. As the job market and the employability skills within are constantly changing, it is vital for individuals to keep up to date with training, especially in I.T. 
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Terms of Reference

On 30th January Marie Pitson requested a report from Kirsty Mitchell.
To be submitted on 2nd March 2018. The report assesses the importance of employability skills.



















Procedure
 
The researcher read many relevant textbooks, journals and websites in order to compile this report.






















Introduction

There are a wide range of different skill sets that individuals bring to both employers and employees. According to Leblanc (2016) the current job market is more varied than ever. There are now a multitude of opportunities for employees if they have the appropriate skill set. Leblanc (2016) then goes on to say that often employability skills may be more important to employers than job skills or experience. It has therefore become imperative that employees not only gain job skills and experience, but to also improve their knowledge of employability skills. 

For many individuals today, a lifelong career is not an option. Through a person’s life they may hold a variety of jobs across a wide range of sectors. It has become imperative that they have a set of transferable skills, these are not specific to just one role or career path (skillsyouneed.com, 2018). According to Gretbach and Lewis (2007) cited by Glasgow Caledonian university (2018) due to the intensely competitive labour market generic employability skills are important. Employers across all sectors are looking for employees who are flexible, can undertake a variety of different tasks and can take the initiative.

The undertaking of courses such as the University of Wales Trinity Saint David Skills for the Workplace has become even more indispensable than ever for employees and employers. 









Findings
Due to the demands of the workplace it is imperative that employees and employers develop their skills. Leblanc (2016)

 Time management

According to Westland (2013) the ability to organise and prioritise tasks to achieve the desired outcome on time is an imperative skill for a project manager. This is also supported by Thomack (2012) who suggests that the setting of goals, measuring of outcomes and development of plans are the best ways to manage time. According to Morgan (2017) one of the best tools an individual can utilize to manage their time is a diary. 

Morgan (2017) then goes on to suggest that that the use of a diary is a simple yet remarkably powerful. A diary can help an individual to identify what tasks need to be done, and then enable the individual to prioritise the tasks. An individual will need to be clear on how much time a project or task will take. They will need to leave some flexibility in their schedule and ensure that they stick to the plan. The use of a diary can help an individual to understand what they are doing from hour to hour and day to day. An individual will find they are able to meet their deadlines and to feel more in control. 

According to Covey (2015) people are too easily distracted. Instead of putting “first things first” and managing their time efficiently. They get uprooted letting life and social agendas get in the way of important tasks. There for it is imperative to eliminate distractions such as mobile phones, social media, television programmes and noise pollution. Covey (2015) has also come up with a time management matrix (see appendix fig 1).


 According to Morgan (2017) This is a tool that illustrates how individuals manage their time by using two categories – importance and urgency to differentiate between tasks. This is supported by Lebowitz (2015) who suggests that urgent tasks will require an individual's immediate attention. Important tasks are an individual's goals and values. Individual's will want to focus mainly on tasks that are important but not urgent. Individual's will want to deal with tasks before they reach the crises zone. The crises zone comprises of tasks which are both urgent and important.

Communication

According to Thamhain and Gemmill (1974) cited by Ziek, P. and Anderson, J.D (2015) one of the most important skills in project management is the ability to communicate both verbally and non-verbally effectively. They concluded that a project manager’s capacity to influence team members was consistent with effective communication.  This is also supported by Biafore (2011) who suggests that communication is an essential skill whenever individuals work together on a project. communication is an integral part of a project managers job. keeping other members of the team informed on how the project is doing. Communication can be as simple as a weekly status report or as sophisticated as a collaborate website. Biafore (2011) then goes on to suggest that the deciding of which team members need to know what to do, when to do it and knowing who is best to delegate tasks is also a key skill in communication that a project manager will need.

Individuals all see the world through their own unique filter. This means they do not start with the same perspective as other people with who they wish to communicate, nor do they perceive things in the same way. Some of the things that can affect an individual perspective are experience, prejudices, feelings, environment and visual (Deluliis, 2016). This is supported by McPheat (2010) who suggests that individuals all have their own filters when they come to communication and perception, as in the picture of the young women or old crone (appendix fig 2). Both are possible and valid perceptions.

Leadership

Patterson (2010) argues that because of the complexity of projects visionary leadership is the most important skills required. Not only must a project manager possess a vision of what the future can be they also require the ability to make the changes happen. 

Khatun (2013) suggests that for organisations to achieve a competitive advantage and cater to ever changing demands, it has become a vital necessity to undertake leadership training to focus on how to develop effectively.  Leadership training can help a person to unearth skills they did not know they had and also develop existing skills. Training also focuses on how creating relationships, sharing expertise and supporting others can enable them to achieve their business goals Preston and Chappel (1990).

According to Skillsyouneed.com (2018) to develop as a leader an individual would need to develop their leadership styles. Everyone has a default style they find the easiest to use, to become a leader they need to develop their skills beyond this. First, they will need to identify their leadership style then identity their strengths and weaknesses. There are many quizzes available online. These will identify the way they can develop their skills.











Analytical 

The University of Leeds (2018) suggests that the best way for an individual to improve their analytical skills is to practice by using quizzes that assess their abilities and the way they solve problems. For example, mindtools.com will give them tips and strategies to improve their skills. This is supported by job-interview-site.com (2018) who state that an individual’s ability to gather information, visualize, conceptualize, articulate, solve complex problems and make decisions are all analytical skills. They are essential to ensure productivity and problem solving to keep the workplace functioning smoothly. The best way to improve analytical skills is to practice. There is a verity of websites that offer ways to challenge and improve an individual's skills. Dolye (2017) suggests that analytical skills are essential for a verity of jobs across a wide range of fields.   

According to Doyle (2017) analytical skills are the collection and analysation of information, the solving of problems and the making of appropriate decisions. Strengths in these skills can help companies with any problems that arise and also increase the companies’ productivity. This is supported by the University of Leeds (2018) who suggest that the ability to identify important elements and details from the examination of information or situations. Then use their strengths to quickly and efficiently identify problems, compile potential solutions, then decide on a solution and how to implement it are key analytical skills. Dolye (2017) also suggests that employers are looking for employees who are able to investigate problems and to find a solution in an efficient and timely manner.

Williams (2002) cited by Maund et el (2017) every day individuals’ can be faced with hundreds of decisions. All these decisions have a consequence but not all the decisions some individual faces are simple. So, learning how to understand the importance of a decision and analyse the situation is critical. By applying analytical skills such as critical thinking, problem solving, being objective, weighing up the evidence and considering different options. An individual can improve the quality of their overall decision and be confident in that they have done everything they can.

Digital 

SkillsYouNeed (2017) suggests that most individual’s will need some I.T skills when in the workplace. Being familiar with a computer and acquiring basic digital skills can open up a variety of opportunities for an individual and may increase their marketability in the workplace. In the modern job market some knowledge with computers and an understanding of what computers can and cannot do is desirable. Even if an individual’s place of work will not require them to use a computer, knowing the basics such as how to compile, send and receive emails, use a word or spreadsheet software and know how the use the internet effectively are key digital skills and will increase job opportunities.

According to Frenadez (2015) today’s workforce have more powerful technology than ever before, yet productivity is at an all-time low. While companies may offer their employees role-specific and targeted development, there is a lack of training when it comes to digital skills offered. Fernadez (2015) suggest that due to technological advances all individuals’ should 8 basic yet essential digital skills these are:
Document creation, collaboration and management
The ability to not only create a document but also be able to format and collaborate on a document with other member of a team.
Project collaboration and management
Being able to work on and complete a project with other members of a team no matter of their location.
Focus and attention management
With today’s technological advances individuals are constantly being interrupted with a verity of different devices and app all wanting their attention. So, they need the ability to prioritise tasks and focus on what needs to be done.
Communication 
The ability to comprise, read and reply to emails effectively and efficiently is a must have skill when it comes to digital communication.
Digital etiquette
The knowledge of digital etiquette also known as “netiquette” is knowing how to have a smart social presence. It is also knowing what and what not to do when it comes to online communication.
Search and research
The ability to utilize the internet to search digital archives efficiently and to cross reference data in order to acquire accurate information.
Platform flexibility
The ability to utilize a verity of platforms across many devices, this may include smartphones, laptops, wearable devices, tablets and P.D. A’s.
Security and privacy
The need for employees to be kept up to date on security and privacy awareness is key. There are ever-increasing breaches to security due to human error where and individual has not received adequate training.





 








Conclusion 

To conclude, due to the current job market, flexible and transferable employability skills are more imperative than ever. This is supported by Leblanc (2016), SkillsYouNeed (2017) and also Gretbach and Lewis (2007) cited by Glasgow Caledonian University (2018). This report looked at just a few of these skills.

Morgan (2017) and Lebowitz (2018) both support Covey (2015) in the importance of using tolls such as coveys time management matrix, is a key skill covey first published his matrix in 1994 and it is still widely used today.

Bifore (2011), Deluliis (2016) and McPheat (2010) all agree that effective communication and knowledge of how an individual perceived and how their experiences can affect the way the communicate is essential.

Khatun (2013), Preston and Chappel (1990) and SkillisYouNeed (2017) suggest that constantly developing leadership skills, is essential to stay on top of the ever-changing demands of business. 

Doyle (2017) and Job-interviview-site.com both agree with The University of Leeds in that it is imperative for an individual to constantly lean and practice their analytical skills in order to keep pace with the current job market.

Constantly keeping up to date with the latest changes in information technology can set and individual apart and can open up more opportunities. This is supported by both Frenadez (2018) and SkillsYouNeed (2017)
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Appendices

Fig 1 Covey, S. Time management matrix





Fig 2 
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