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Introduction 

Employability skill satisfies employers to get the best productive and creative inputs from their employees. A skill is the ability to do something well with a measurable and discerning level of competence. Such competence can be utilized in employment, academia, sports,the arts and many spheres of life. There are natural abilities in areas like sports, dance and creative arts but still have to hone the skills for the workplace while many skills are learnt by formal education through schools, colleges, Universities or by informal training like apprenticeships or short term  job training  such as driving a commercial vehicle. It is the combination of these skills in an individual that constitutes their employability skills. Although the modern digital society still have jobs with low level skills such as shelf stacking in a supermarket or picking seasonal fruits on a farm, increasingly such jobs are requiring interacting with modern digital technologies as will be shown in the report. Thus employability skills need to be developed to meet modern demands. 

The academic skills I need to acquire and develop on this course include listening and reflective skills, information technology(IT) skills, people skills, research and referencing skills, presentation skills, organizational skills and problem solving skills among many others.
The employability skills I will possess at the end of  an  undergraduate course will be a combination of academic, adaptive, transferable and job related skills that I will have gained.
Current research and informed literature suggest the range of employability skills employers are looking for. Many are common to all workplace environment while others are industry specific. The following analysis will examine different skills making note of those I posses already and highlighting the shortfalls to learn and develop.

Presentation Skills.

The ability to give a good presentation is essential and seen as a standard part of life in the workplace and business community. (Morgan, 2016). There  are four broad strands to this skill; preparation , structuring, delivery plus identifying and using visual aids.
In preparation the aims and goals of the delivery determines the style of delivery varying from formal to informal. Giving information and persuasion could for example be the style in a Business plan presentation where you are trying to pitch to secure funds for a project or new venture. Other  styles include inspirational, challenging, teaching and helping others to learn, interactive style and entertaining at the informal end of the scale. The audience you are presenting to, impact the presentation in many ways. If you are trying to sell something or persuade the audience then their expectation will influence your preparation. However if you are merely teaching or giving information then you have more control on the success of the presentation. Additional impact of the audience include their knowledge and understanding, emotions about the content  and how your message is delivered, their level of alertness or tiredness and the size of the audience. (Morgan, 2016) Finally a good and confident presentation has rehearsing as vital to the delivery to ensure that everything works as it is intended. I rehearsed my part of the group business presentation using index cards for bullet points and video recordings from my mobile phone. While structuring and delivering the presentation are important details the use of visual aides especially the PowerPoint slides on the computer has become an integral part of  business presentation. There are many other useful visual aids such as flipcharts or digital media, handouts, pictures and videos. Use of PowerPoint is a skill I already possess to be further developed.

Team-Working and Effective Communication.

Team working is mentioned briefly in terms of  Synergy which means that productivity or output of the team is greater than the sum total of the individual members of the team. Effective communication within a team  as well as between employers and employees bring success to the business. Communication covers verbal, non-verbal and written communication and listening. (Anon., n.d.) As part of a workplace team it is about being able to listen to the views of others and being clear, concise and focused. Good communication skills in listening attentively to colleagues or my boss and being able to express precisely what I want done to my employees is a skill I possess and want to enhance.  There ae varying aspects of communication including the context, the process and the applying of communication skills. (Morgan, 2016, pp. 242-270)
The context of communication looks at attitude, emotions, behavior ongoing communications that involves encoding and decoding messages based on the interpretation of non verbal behaviour, learning, context, words used and the channels of communication. The most important aspect of communication is active listening and giving feedback through our reactions. The academic skill we are learning in terms of report writing, paraphrasing, researching resources and structured referencing will enhance my written communication skills,


Leadership. 
A graduate need to show leadership qualities with the potential to motivate teams and other colleagues that may work for them. It is about assigning and delegating tasks effectively, setting deadlines and leading by good example. There are models of leadership such as the Ohio/Michigan Leadership Studies and  Hersey and Blanchard’s(1977) Sitautional Leadership Theory (Morgan, 2016, pp. 230-231). The John Adair’s model of action-centred leadership (Morgan, 2016) emphasizes that a leader needs to have some way to monitor and then improve each of the three areas of  task management, team management and individual management as the team develops and progress. Notwithstanding the leader’s style he must be flexible enough to address the three issues on a regular basis. Other aspects of leadership quality is to have commercial awareness of knowing how a business or industry you are applying to works and what makes the particular company stand out in the industry. That necessitates an understanding of what the organization wants to achieve through it’s product and services and how it competes in its market place. Leadership also entails perseverance and motivation which enables you to find a way through when the going gets tough. That in turn means an ability to work under pressure by keeping calm in a crisis without getting overwhelmed or stressed. Finally confidence in ones ability without being perceived as arrogant is a skill that allows you to have confidence in your colleagues and the company you work for.


Problem Solving and Creativity. 
There are four stages to problem solving; clarifying and defining the problem, establishing the causes of the problem, generating the options for solving the problem and finally making a balanced choice to solve the problem. Creativity comes in stages and different forms and classified into four stages in a creative problem solving process by Whetton and Cameron(2011) (Morgan, 2016, pp. 304-317). The four stages are :
· Preparation where the problem is defined and information is gathered
· Incubation where the ideas unconsciously germinates and are combined in an attempt to find a solution.
· Ilumination where an insight is recognized in some spark of a moment
· Verification where the propsed solution is evaluated thoroughly.
There are techniques for enhancing creativity such as brainstorming where individuals contribute ideas when trying to develop  solutions to problems, examining past experience by looking at sources like professional magazines, academic and business magazines, internal sources etc. We can enhance our own creative abilities by discussing ideas with others, give ourselves time for thinking, seek a relaxing place, read something new and remove ourselves from barriers. It is therefore clear that one need to display an ability to take a logical and analytical approach to solving problems and resolving issues and to show that problems can be approached from  different angles.


Other Aspects of Employability Skills.

Organisational skills is about showing the ability to prioritise, work efficiently and productively and manage time well. It is also good to show employers how you decide what is important to focus on and get done, and demonstrate how you meet deadlines.
Time management is very important in meeting deadlines and as such there are time saving techniques such as the Pareto rule or the 80/20 rule in which you focus on twenty percent of the priority tasks which gives eighty percent of the desired result. Also there is the Eisenhower method of time management which divides task into boxes of urgent/non-urgent and important/non important in order to choose tasks to  prioritise, delegate or postpone.
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