Naomi Kapinga 
Student Id; 2011268

Task 1;
What is employability? 
Employability is having skills, knowledge and understanding that would make a person more likely to employ you or choose the right for you to work for this role successfully. 

Employability skills are skills that are required for a person to be employable, alongside knowledge and understanding that is taught. These skills will equip an employee or student to the best of their ability. 
These skills are; 
· Communication and interpersonal skills
Communication is the ability to deliver what you mean or feel clearly, this can be written and spoken. You can listen and relate to other people. The best way to utilise these skills is by having eye contact and engaging with service users. Simply by nodding your head or having the right posture allows the person to know that they are being listened to and their values and points are being appreciated. To add to that when the person that was listening also responds according to what has been said, this also becomes a good quality because then it shows that the person can follow instructions.

· Problem solving skills
Problem solving skills are very important because sometimes you can be put into very complex situations that need to be resolved for the better of yourself, and the better of your employer or service user. Problem solving also needs very good communication skills, so that you can understand exactly what the issue is and the better way to handle it so that everyone is satisfied. Listening to everyone’s opinions also plays a good game, because you cannot choose favouritism. For example, you need to choose the safer and wiser options. The step that needs to be taken by this is to break the problem down and identify the important key issues and find solutions that will fit everyone’s preference. It’s almost like solving a task, and this shows leadership if you can also take this into your own initiative. 
· Team working
Teamwork is a slightly more important skill because you will be around people from different backgrounds, with different morals and understandings. So, this also varies around communication also, because this can cause conflicts. Some people will feel as if their upbringing will be right and others will and can disagree, but it’s about finding right ways around this. It’s good because their times you will need to do group projects and have meetings. This a skill that should be properly taken into consideration because not everybody has it. 

· Time management 
Time management is an especially important skill, because without this skill you would be delayed in a lot of important things, miss schedules and important dates. Time management gives you time to plan and prepare. You can jot down the most important things you need to do first, by doing this you can see which subjects need more time or less time, and this will prepare you for the next day or you can even have things ready for the next day. Outside of that people also have their own lives, and they may not be able to juggle everything because their own personal affairs may conflict. So sometimes it’s important to say no to times that you may want to go out friends, but you have not finished important things, or got ready for a meeting, interview the next day. 
Preparing yourself shows that you have professionalism, and that you are person that is reliable and trustworthy, because you deliver tasks when you say you will and get them done. I will also touch on ‘goal setting’ . Goal setting is good because when you have a date or set a date to accomplish, it makes things a lot easier and vivid.  
Procrastination can make you lazy that you do not want to do it, but the best way to deal with it, is to avoid things that distract you, maybe friends, or gadgets such as phones, because using these things will only delay with things that you need to get done, and make you lazy and make you look even lazier and complacent in the eyes of your colleagues and managers or even teachers. 

From my own understanding and things, I have noticed about myself. I feel as if my employability skills aren’t the best, but they can be adapted from watching how other people apply these skills to their everyday life. I think a skill that I find very hard to apply to is Presentations. I tend to get nervous and not make eye contact with the listeners, and I know that it is very important to engage with your listeners because they will either feel as if you have not prepared and do not know what you are talking about. Eye contact shows the listeners that you want them to listen and engage with them and that they understand exactly what you are trying to say. I have tried to use this specific skill when it comes to school presentations, especially group presentations where I'm most likely going to present in front of my peers and lecturers, and I need to learn how to conduct myself, and speak clearly and project my voice to everyone, so that people that may be in the back of the room can fully hear me and understand each word being spoken. Another skill I feel is very important to myself when it comes to presentation, is to face the audience, because when I do not face the audience, they tend to not hear me, and I do it because I am shy of everyone facing and looking at me. 

I also feel like when it comes to employability skills, I am very good with time management. I normally buy calendars and planners or include them on my phone, so that it is noted and has an alarm and date for each important task that I must do. I firstly start by writing which tasks deadlines are closer to date, and which tasks are more important than others, in this time, I plan out which to start with and I manage time by avoiding distractions, such as turning off my phone or silencing it, so I will not pick up my phone until I have fully finished with my tasks. Once I complete a task, I will check it off and move onto the next tasks that allows me to feel good about myself because once I have completed a task, it will give me the energy to finish another one, other than having so many tasks piling up on myself for no reason. 

I feel as if another employability skill that I do have is note taking, because I am able to jot down all the important pieces of information, that need to be gathered. This helps me because I can gather information and data bases and statistics. I feel like this is such an important skill because there might not be a lot of time to write everything, because there are other skills to think through. If you are given 45 minutes to read through something and write important data, then that should happen. It will show perseverance and determination and that you can get tasks done under or at a set time, because in lectures you might not always get a lot of time to hear everything, and I also feel as if Its important to either get notes from other colleagues and peers. I feel a better way that I have noticed how to write notes is to use different colour pens and highlighters. This will differentiate your notes and the importance of these notes. I use a key code on a notebook (it’s also important to use a notebook or note pad to write down notes, and not on a piece of paper or the back of your hand, because you can lose this stuff or get damaged, and pen can rub off your skin) 
I can get a long in groups, the only problem I do have is conflict, because I am a very outspoken person and feel as if everything, I say Is right. I am still learning how to function in groups, also because not everybody is the same as me, so I must understand that some people are slower than me, or more intellectual than I am and work at their own pace. The important part of this is to have good communication skills, and if I feel as if something is wrong, I do tend to speak to my colleagues and hear them out, because everyone has different backgrounds and understandings, and some people can take things offensively. When working in a group, it is important that everyone shares a part of their work, and that nobody is excluded. Everyone must partake because it is unfair for one person to not help the group as it shows inconsideration that everyone else has either researched or spent their time and that someone else has credit for doing nothing. 


‘The business Scotland magazine’ states that young people are most unlikely to be employed because they have poorly written CVS's, no experience and cannot choose a long-term career path. The statistics show that over the last 8 years, 120 young people were offered work experience to gain knowledge for employability skills and choose the right career path based on their education level or results. Also volunteering opportunities were offered and the placements were paid for, and they were supported by places such as the NHS, that cover care homes, nurseries and schools. A lot of placements were based on where the children wanted their career paths. 

Websites such as ‘Indeed’ require a lot of employability skills and experience whether that is long term or not. Recruiters look for a very expanded CV. Your CV is supposed to make your recruiter know facts about you and your skills, your experience and degree level. It shows the recruiter if you are a good person for this role. They will invite you in based on your CV and they will see you in person and ask you to talk them through your CV, once you talk them through your CV, it allows them to understand what has been written down on paper. It also shows your public speaking skill, this will allow them to know how well-spoken you are, and if you can engage with customers and colleagues. First impressions are very important to recruiters, because they go from how you present yourself, if you present yourself in a bad manner, they will think you are unprepared and unprofessional for this role. But if you present yourself in an orderly manner, have respect, and do not speak slang, they will think you are professional and the right person for this role. It is important that you wear appropriate attire, and do not attend the interview late.  The recruiter may ask your questions to test your critical thinking and to see whether you can work under pressure and if you are under-staffed, it’s important that they also ask you how far you live, because punctuality is key, and if you live far, you might be in traffic and might not always make it to work, therefore communication is also very important. Employers will also ask you of your problem-solving skills, to see who comes first, and what happens if it is a hectic day, and you have a frustrated customer what would you be likely to do. Depending on your answer that will determine whether you are fit for this job. It is also important that when applying for jobs you read the requirements. They will also reflect on your decision-making, because what decision you make doesn’t only affect you, but it also affects the other customers and your colleagues. Your leadership skills are also important, because you will have to show empathy to others. Your CV will also show what other places you have worked and gained experience and if you have been reliable in previous jobs. 




