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[bookmark: _Toc511065668][bookmark: _Toc386390713]                                                Introduction

The assignment is about building employability skills of the employees who are already recruited or want to get a job. This report will discuss what type of employability skills the employer expects and how can someone acquire those skills to be a good employee. A perfectly skills person Needs to have employability skills, which make the person a little more credible in the job market. An employee in a workplace or a person who is pursuing job has to learn the employability skills to be successful in their job performance (Harrison, 2009). On this assignment the employability skill that I will discuss are Leadership Quality, Communication skills, Learning skills, Decision-making and Teamwork. 

[bookmark: _Toc386390714]Leadership Quality 

A leader should be working along with the team instead of just showing them the right direction and pushing them towards it. A leader should never force, a leader should guide. As a leader, he should always make sure his team never feels low or alone. He should keep guiding them until they get into the right track and fill their mind with positive thoughts. A leader should motivate them and also teach them about self-motivation. A leader should gain their trust of his team so that they can rely on his ideas and him. As a leader, he should always seek the advice and suggestions of his juniors so that they do not feel left out. Grievance management, stress management, time management, planning and organizing, decision making – all these has to be taken care of by a leader. A leader having all these qualities can guide that individual’s team towards success (Chen, et al, 2017)
[bookmark: _Toc386390715] Communication
Communication skill is something that all the recruiters look for while appointing new employees. An employee must have good verbal and written communication skills in order to get a decent job. One of the basic employability skills is verbal and written communication skill. A workplace is always loaded with new thoughts and ideas. If we do not communicate properly we would not be able to share our ideas with our superiors or colleagues. Without proper communication skills one cannot network well within the business. To build up trust inside the business we need to communicate in a clear manner so that the listener gets my idea perfectly. (Khanna, 2017)
                                                    
A person should have great flexibility and can adjust to working hour & working capacity according to the need of the business. Have a balance personal life and work life.  The person should want to be productive at office and do hard work to boost the growth of the business. All the employers seek flexible employees who would be able to adjust their schedule according to the organizational requirements. The more flexible a candidate is, the more job opportunities that individual would be getting. Employers will always prefer those employees who would not mind going beyond their job description and follow the instructions given by the employer without questioning. This way, employers are getting their job done at ease. A flexible employee is undoubtedly an asset to the organization. A employee should adjust life according to the work requirements. Flexibility is one of strongest attributes and this will help to get employment opportunities in future. (Christensen et al, 2015)
A person needs to be very good at recognizing his strengths and weaknesses and work accordingly. The person needs to be confident, optimistic and self motivated. With self-management skill set target, plan methods to get it done, motivate their self to work for it, gives hundred percent to implement their idea. With proper self-management skill the work will be done in the fastest way. Self-management is considered as the key skill of a job aspirant (Jackson, 2014). The person can manage along with the work given. Be able understand the areas of interest and make-work interesting through creative ideas. Recognizing their drawbacks and then turning them into their strength is something they need to do   for their betterment. The person needs to work hard in order to overcome their drawbacks. Their self-management skill has to developed with the time making them more confident about themselves. (Block, 2016)

[bookmark: _Toc386390716]Learning Skill 
A person needs to be always open to new interesting thoughts and ideas. A person should read books, newspaper, watch news, Documentary and whatever come across to keep themself updated about latest happenings around the world.
willing to learn new things so that he can grow as a working individual. He should want to acquire knowledge regarding organizational behaviour for better understanding towards my working environment (Segal et al, 2014).
A person should come up with ideas and work hard for it. But lack of proper planning creates procrastination. Planning and organizing skills are important to employers as this is linked with completion of work and meeting deadlines. There is no use of coming up with ideas when no proper planning are being done or arrangements are being made to execute the same. A successful execution of an idea is not possible if there is no pre planning. The person should acquire this skill so that he becomes a smart planner and organiser (Vecchiato, 2015).
When it comes to work, time makes a huge impact on a organization and employees working there. The work given should be done in time so that the client is satisfied. But if the work gets delayed and client becomes upset, that would be worst-case scenario for the organization. Repeated incident of procrastination in an organization can be disadvantageous for the organization. To make sure deadlines are met on time, employers are prone to find more employees with good time management skills. Unfortunately, I lack this most important employability skill. With proper time management any kind of work can be completed on time from housework to office work. If I can manage time and utilize it as per my requirement and workload then I shall definitely become a successful working professional in future (White et al, 2017).
[bookmark: _Toc386390717]Decision Making 
Taking decisions, which is of the best interest of the organization, is the most important part of becoming a successful working professional. A skilled employee can understand which solution will be beneficial for the organization. Decision-making can extend from choosing the best suitable strategy to selection of the most eligible employee. Success of an organization lies in these important decisions, which has to be taken wisely to stop further problems. A decision has to be free from decision traps and thinking errors to ensure the best outcome. If the decision making process is happening in a group then proper collaboration, communication, cooperative learning, negotiation and active listening is required to make it successful (Proctor, 2010).
Analytical and problem solving skills are not my field of excellence. Decision making and problem solving is closely related as the solution of any problem lies upon correct decision taken by an individual. If a problem arises and three solutions are available for the same, I get confused while choosing the apt one. In fear of getting a negative outcome, I always get perplexed and end up making the problem more complicated. I need to work hard on my problem solving skill to produce better results at workplace. Efficient decision making and problem solving will help me to become more productive at workplace. To find best solution to the problem I must evaluate the problem first, then break them into crucial components, take the right decision and choose the most appropriate way through brainstorming, if required (Hall et al, 2017).

 Teamwork skill
A team is a number of characters working as one to accomplish a particular goal to which they are all jointly commited. (Morgan, 2017). Teamwork means to work with a group of people for completing a task. Teamwork helps to contribute to a productive work and increase the quality of the task. To learn to work with a team an employee has to be able to work with people irrespective of gender, race, political view, age etc. Besides, I have to know it clearly that what I am supposed to do as a team member. In the situation of future planning for the organization, budgeting, crisis solving as an employee I have to gain the ability to work with the team which is formed by the direction of the top management of the organization (Loehr and Schwartz, 2013).

According to Sergio and Forsythe (2018), the employees of an organisation need to work in a team or a group of members that helps the business to perform effectively by meeting the deadlines. They need to work collaboratively by dividing all the tasks within themselves, which also saves an ample amount of time along with enhancing the work efficiency. Effective teamwork performance helps an organization to enhance its productivity along with producing many ideas that fulfils the goal of the organization effectively.
Decision making and problem solving is closely related as the solution of any problem lies upon correct decision taken by an individual. If a problem arises and three solutions are available for the same, the person will get confused while choosing the apt one. In fear of getting a negative outcome, the person always get perplexed and end up making the problem more complicated. A person needs to work hard on their problem solving skill to produce better results at workplace. Efficient decision making and problem solving will help them to become more productive at workplace. To find best solution to the problem they must evaluate the problem first, then break them into crucial components, take the right decision and choose the most appropriate way through brainstorming, if required (Hall et al, 2017).

Taking decisions, which is of the best interest of the organization, is the most important part of becoming a successful working professional. A skilled employee can understand which solution will be beneficial for the organization. Decision-making can extend from choosing the best suitable strategy to selection of the most eligible employee. Success of an organization lies in these important decisions, which has to be taken wisely to stop further problems. A decision has to be free from decision traps and thinking errors to ensure the best outcome. If the decision making process is happening in a group then proper collaboration, communication, cooperative learning, negotiation and active listening is required to make it successful.
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[bookmark: _Toc509988897]After completing the assignment it can be said that the employability skills are an integral part of an employee. It helps him to go far in career and eventually shine in job life. The employers of the organizations are now very much aware about the technical skills of their employees because the job sector is very much competitive. When the employees of a particular organization are more skilled then the organization goes to the top of that sector because employees are the main key element for organization success. For that reason, the people who are doing their graduation should focus more on learning employability skills and practice them well. The educational institutes should also introduce an academic program that will help the students to get a reputed job after completing their graduation in this very competitive labour market. Besides, the employers are also providing training programs especially for the newly recruited employees so that they can cope with the new working environment and maintain equity among all the employees.
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