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Executive Summary

This report describes  importance of  employability skills in  a few pages .
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Introduction

   Every graduate would eventually enter the job market to find the job most suited for them. Doing a job requires a number of skills. They can be both general skills and specialized skills. Every job requires several same qualities in their employees. They are the general skills. On the other hand, there are some skills that are necessary only for that particular job. They are the specialized skills. Every employer looks for several important criteria in their employees. Some of them are mentioned in the job description where most are not. It is very hard to define a specific number of skills for any particular job, but it is very important for any candidate to acquire some of those skills before he enters the job market.skills that makes a candidate employable. As students who will enter the job market very soon, we have to know about the employability skills that employers today prefer the most. 





























Findings

There are many different skills that are important to an employer. According to many survey the top 10 are:
Verbal & non-verbal communication
Teamwork
Commercial Awareness
Analyzing & investigating
Initiative/Self-Motivation
Drive
Written Communication
Planning & Organizing
Flexibility
Time Management
Each of this skills are discussed below

Communication:
In today’s fast moving corporate world Verbal Communication is the most important skill to have. Most jobs require good verbal skill. Very few job such as low level technical jobs might be done without sufficient verbal skills, but they are few and gives very low pay. This is the skill that helps a candidate to get through interviews and other initial screening processes. This skill is also very important to get ahead in workplace and build sustainable work relationships. Not everyone is naturally good in this skill. There are ways to improve the verbal communication skills. Like most other skills practice is the key here. Listening and asking questions   very important part of verbal communication. In a conversation if one person is always talking then that would create a problem. That’s why it is just as important to listen to other people with care and sincerity.
                   Written communication is a very formal skill. Every employer assumes that a graduate student would have sufficient skills in this sector to survive in the job world. Still there are a significant number of graduate who fail to impress the employers with their written skills. In today’s world we have become to relied on technology. So many aspiring employees do not care enough to learn this skill. Three main element of this skill are: structure, style, content. Structure helps us express our thought precisely in written words. Style refers to the way that the language is used. Content is the thought of the writer. Written skills importance starts even before employment. Without adequate written communication skill the applicant will not be able to write a good CV and cover letter , this will decrease the possibility of getting a good job.
                       
             Communicating with others it’s not only a verbal communication or  written form of issuing commands  and tasks. As state in “ A  woman`s framework for a successful career and life “    nonverbal communication is important too and it`s all about body language and how other people see us.
            Nonverbal communication is pointed out  also by Andrew Maund  in “ Certificate of higher education :skills for the workplace  student yearbook” as communication to which we do not use  words but the body, gestures ,facial expressions for communicating with others .
               Refer to  “How to stand out -proven tactic for getting noticed”    by  dr. Rob Young  non-verbal communication can be also vocal prosody - in other words the manner in which we speak or the tone of our voice and how we express our opinion. Non -verbal communication serves to supplement speech and helps to strengthen the information transmitted.
                        In agreement with Christine Harvey “three aspect of impact are  :words 7%,voice 38% and non-verbal  actions55%”
Teamwork:
In most jobs today people have to work in teams. Teamwork refers to the skill of working well with other people within a team. This is generally on near the top of the list of skills required to do any job. No institution works without the cooperation between people. Team work is essential to bring success to plans and ideas. Every employer expects that a candidate will be able to work and adjust well with people from different backgrounds to accomplish a task. People face different problems in teams. Some of the most prevalent problems are: lack of communication, lack of leadership, to many talkers not enough listeners, people who take credit of others efforts , unsympathetic team leader etc. There are ways to solve most of those problems. A good employee will find a way to solve the problems  and  deal with problematic individuals.  
                             Quoting Michael Jordan “Talent win games ,but teamwork and intelligence win championships”  
                               Many jobs require the cooperation of group of people in order to achieve a common goal . Employees are a team , they should support each other and create a strong group. 
               
                     Teamwork is as well   thinking about others  ,carrying about and cooperate with them .
                As explained in” Promote you self the new rules of building and outstanding career”  -“if you  talk up others ,they will usually look for ways to do the same for you “
                       

Commercial Awareness:
The term Commercial awareness is not a buzzword like the previous two skills. Nonetheless it is a very important skill. This skill refers to the ability to understand the intricacies of real business world. Most of the graduates will do to work for large and small corporations and business. Some of them will become entrepreneurs themselves. So this skill is very important to all graduates. An employee, even in an entry level, should have an idea about the environment the business operates. This environment can be both external and internal. They should also have a familiarity with all the different stakeholders of the organization. A stakeholder is a person or entity that is related to the organization in any form. Employee himself is a stakeholder. There are many intricacies in and out of an organization that the employee should try to learn.

Analyzing & investigating:
This skill is similar to problem solving skill. For an employee in any level this is a must have skill. It becomes more important as the employee rise in the career ladder. The top managements main job is to solve problems and take decisions. Every employee should learn the basic methods of problem solving in a job environment. In today’s school curriculum this skill is emphasized more than other skills. An employee must be able to analyses a situation, gather important facts and create a solution that works. It is also important to those things within limited resource and time. Doing this might also require teamwork. Students in the modern world generally participate in a lot of activities to learn this skill. 

Initiative/Self-Motivation:
Employers like employees that takes initiative and are self-motivated. Many young graduate fails in this skill. This is a common complaint from employers about young entry level employees. So to be successful an employee should try to achieve those skills. Taking initiative is kind of a vague term. It generally involves making use of opportunity quickly, taking extra responsibility, proposing innovative solutions to problems etc. Employees should show enthusiasm to the things that they do. They should not wait for superior’s orders to do the right thing. They should not shy away from new and challenging tasks. If an existing way of doing things is not working, they should propose innovative improvements and help implement them. A self-motivated employee is a blessing for any organization. 

Drive:
New employees should have the drive to achieve something. They should have ambition to reach the highest position, achieve something that was thought to be impossible. It is unfortunately true that not all employees will have sufficient drive to achieve excellence, but it is also true that those few that do have that drive will become leaders in an organization. Those few have the capacity to try new things in the organization. 


Planning and organizing:
This skill might not be as important in the entry level of most jobs, but it increases in importance once a person reaches any leadership position. Planning is one of the five core functions of a manager. Others are: organizing, staffing, coordinating and controlling. All employees should strive to reach a managerial position as soon as possible. Planning involves setting objectives and taking actions to achieve those objectives. To plan successfully a person should know his and his organizations strength and weakness, also other stakeholder’s strength and weakness. A very important part of planning is to stay calm when the plan faces problems or the plans do not work. So a good employee should be able to modify his plan fairly quickly. Organizing is also very important. It mainly involves using limited resources to organize activities to make a plan successful. Those resources include land labor and capital according to classical economists. Though in modern world the situation is much more complex. A good leader is essentially a good organizer.

Flexibility:
A good employee should be sufficiently flexible. Plan place schedule. In the modern world every sector is changing constantly. So to survive an employee must be flexible. Flexibility can mean many things. An employee is expected to be flexible regarding work hour. Sometimes he might have to work more than he usually does. Or  might have to cover a shift if someone else is absent . An employee should be flexible in executing plans. If possible change plans according to the changing realities . An employee is also expected to be flexible about his working place. Especially in sales jobs, any employee might be transferred within short notice. The technology around us is always changing. In any job an employee will have to learn new techniques and see their old knowledge become obsolete. Fortunately, young people are more adaptable in this regard than older employees. It is true that most employees do not adjust well with change. To really make an impact in the organization an employee must possess this skill.

Time management:
Time management is a very important skill for any level of employee. Time is a scarce resource. Every organization runs most of its activity under strict deadline. If a person or team does not meet the deadline, the whole organization suffers. Time management is a vital element of success for any plan. Even in exams, we have to manage our time. It is not enough to know the answer; it is just as important to solve a problem within a given time. In the job life meeting deadlines are even more important. There are some things that we can do to manage time effectively. Like, prioritizing activities, avoiding procrastination, breaking down tasks etc. Though ultimately everyone would have to manage time in their own way.
                                  Quoting Clare Evans in  “Time  management for dummies” :
"Set clear goals and objectives for what you want to achieve in life – whether it's your career or life plans. If you want to change career or improve your job prospects, create an action plan and do something every day to move you forward – update your CV and learn new skills."
          Time management can be divided in to  the blocks that should be implemented in order to make a task complete :
   -Setting goals-the initial stage of the task implementation, Identifies the  actions to  be taken in the task
- planning-deployment of  previously identified tasks over time 
-making decisions-making decisions as to actions, right order, necessity  .
-Implementation-the right phase of time management .During this process the planed tasks are carried out in accordance with the previously planned data.                             
There are a lot of other employability skills. For example:
Negotiation - According to : https://www.skillsyouneed.com/ips/negotiation.html   professional negotiation process can be carried out according to 6 phase list :
       1.1Preparation – defining the goal, developing  strategy  and tactics
        1.2Discussion -building a negotiating power ,choosing the form  ,style and place of   negotiations
        1.3Clarification of goals-negotiation 
        1.4Negotiate towards a Win-Win outcome-Closing negotiations-agreeing ters and creating a contract
Agreement-Implementation of the findings  and achievement of the assumed results 
Implementation of a course of action-control of implementation and possibly some correction

Leadership- Put forward by  Peter Jones  three ways to behave like a leader  are :
2.1 synchronise   you team and conduct orchestra
2.2  make good decision 
2.3 show interest by being creative and follow the progress of joint ideas with your team”
 Numeracy
Computing skills
Tolerance
Integrity
Creativity etc.





























Conclusion (average of 10% of word count)



Here we tried to discuss some of the important employability skills that the employers value most. In this evermore competitive world, employers are looking for more and more skilled employees. In today’s world it is no longer sufficient for a new graduate to have knowledge of only his academic subject. It is increasingly becoming more necessary for students to gain those skills that will increase their employment prospect. There have been a lot of detailed research on what makes a candidate employable. Naturally people are better at some skills than others. Still in this highly competitive world students must acquire and master as many skills as possible, as millennials are the most educated generation yet in the world history.
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