[image: image1.emf]
Certificate of Higher Education in Skills for the Workplace
ACADEMIC AND EMPLOYABILITY SKILLS

Module: BMSK4001 - Group 1

MR.PETER ALLEN

Student id : 1707272 

RITA ELENA MARIN 

Date: 07/01/2018
Academic and Employability Skills
Introduction
     The theory of employability can be difficult to identify; there can be many factors that contribute to the idea of being employable. Little (2001) suggests, that it is a multi-dimensional concept, and there is a need to distinguish between the factors relevant to the job and preparation for work. Morley (2001) however states that employability is not just about students making deposits in a bank of skills, Knight (2001) further considers the notion of employability to be:

“A synergic combination of personal qualities, skills of various kinds and subject understanding”. (Knight and Yorker. 2001)

     Defining employability is a difficult process; as Hill age and Pollard (1998) suggests, it is a term used in a selection of contexts with a variety of meanings and can lack clearness and accuracy as concept. This literature review is an attempt to analyze the concepts of employability in regards to UK graduates. And further exploring the affects, self-efficacy has on student's ability to be successful in the workplace.
Employability
Knight and Yorker (2003), however, define Employability as:
“A set of achievements, understandings and personal attributes that make individuals more likely to gain employment and be successful in their chosen careers.” (Knight and Yorker, 2003) .

Employability has been used as a performance indicator for higher education institutions (Smith et al, 2000) and represents a form of work specific (pro) active adaptability that consists of three dimensions: career identity, personal adaptability and social and human capital (Fugate et al, 2004).
At the same time, Knight and Yorker (2004) have put forward the four broad and interlocking components of USEM account of employability:
· Understanding (of the subject discipline)

· Skilful practices in context

· Efficacy beliefs

· Meta-cognition

Employability is having a set of skills, knowledge, understanding and personal attributes which make a person more likely to choose and secure occupations in which they can be satisfied and successful.' (Dare Pool & Sewell, 2007)

     It is widely accepted that lifelong learning through acquiring new skills improves employability. However despite there being different concepts to analyze the make up of “employability”, the consensus of these is that there are three key qualities when assessing the employability of graduates: 
1) Job specific skills: reading, language, and numeric capacity, listening, written communication, oral presentation, global awareness, critical analysis, creativity and self-management. Lees (2002), Harvey (2001), little (2001), Mason et al (2003).

2) Process skills: Problem solving, decision making, planning and delegating, understanding business and its commercial interests, prioritizing, team work, and negotiating. These skills are developed through work experience rather than through academia.

3) Personal qualities: AGR states that their research has shown that employers are looking for qualities that include “self-confidence, self-control, self- esteem, social skills, honesty, integrity, adaptability, flexibility, willingness to learn, emotional intelligence, stress tolerance, punctuality, efficiency and the ability to reflect”.
Recruitment Strategies
    “Recruitment is the process of seeking and attracting a collection of people from which candidates for job vacancies can be chosen” (Analogue, 2007).
     According to Price (2007) there are three main approaches to recruitment strategies: suitability, malleability and flexibility. He further suggests that these aspects can easily become mixed up and are therefore generally combined when hiring new employees. Suitability is important since it focuses on finding the applicant that is best suitable for the job, however, with a rather inflexible approach. Malleability on the other hand is to do with finding people who are generalists, with diverse qualities and an attitude that will fit the organization’s culture. Flexibility has shown to become a key word for companies when looking for new workers, since people who are flexible and adaptable to future change has become a main source for competitive advantage.

     These individuals, or talents, are not easy to find, and when found, they might be found hard to manage. However, finding a diverse set of talents with high goals will undoubtedly turn out to be an asset to the organization. (Price, 2007) Organizations have to ensure that the recruitment processes are planned carefully in order for it to run smoothly and for the employer to find the best candidates. It is therefore vital also for companies to be flexible yet cautious when they recruit, so the recruits they hire fit into the organizational culture.
Academic institutions
     The daily mail news report recognized that one in three top organizations struggled in filling graduate vacancies due to the shortage of skills acquired after leaving universities (Harris, 2012). These companies noted that graduates required "transferable skills" such as team working and good communication skills to sustain employment.
Employability Skills in Childcare Sector
     Professional development is the process of increasing one's skills through training opportunities and reflection. Employers consider continued professional development to be an integral part of working within the childcare sector.

     This summary will discuss the importance of transferable and employability skills such as communication, team work, project management, leadership and multicultural awareness, which will be of benefit to both the employer and employee. It will explore how continued professional development increases the knowledge, understanding and skills of an individual, as well as the importance of taking responsibility for one's own learning and development. A supporting portfolio provides evidence of the practitioner's skills and professional development in the child care sector and reference will be made to these examples.

     Practitioners in the childcare sector should be able to utilize a number of skills to ensure all the needs of children are met. Morton wrote about the findings of a report compiled by Ousted which identified that , ........ a recurring strength in the settings was the practitioners' high level of experience, qualifications and ability to identify and meet children's varied needs Morton (2010)

     They must create a warm, nurturing environment for the children and provide comfort in times of upset and distress. Have an awareness of child protection issues and be aware of the setting policy and point of contact should any concerns be raised, the need for confidentially at all times should be upheld. The ability to set boundaries for the children and manage behaviors appropriately, ensuring the safety of the other children will maintain the smooth running of the setting and maintain relationships. Being able to recognize and respond to a child's individual interests and support these with a stimulating and challenging environment ensures that the practitioner is addressing all the needs of the child in a holistic manner.

     Daily contact with parents and other professionals requires good communication skills both verbal and non verbal. Empathy and patience are essential for forming and maintaining positive relationships with the family and wider community. When children observe secure positive relationships it encourages them to respect and cooperate with others. This in turn will aid the development of the child. Brookston (2006) pg241 writes about effective communication being essential for the well being of the child and that positive relationships are the 'building blocks' of productive relations which will benefit the child.

     All parents and children should be greeted by staff and shown respect regardless of their differing backgrounds. Every child within the setting is unique with a differing cultural heritage, by introducing multi-cultural awareness through activities and displays practitioners can help staff, children and their families understand the values and beliefs of each individual. The Early Years Foundation Stage DCSF (2008) Principles into practice 1.2 agrees that all children should be treated equally regardless of their background and practitioners should make sure their own knowledge of diversity is current as well as reflect on their personal attitudes.

     Team work is an integral part of any profession and plays a major role in the child care sector, a successful team is one that works together to collaborate ideas and accomplish collective goals that ensure all children succeed in a happy enriched environment. A stable team is important in creating positive outcomes for children's development and the provision of quality care as team stability is essential to the development of strong relationships between children careers and staff. Tansy (2006) pg3.
     The key to efficient team work is efficient leadership. Leadership is critical to teamwork. The team leader is the person responsible for ensuring that members work effectively together to achieve their goal or objective and must facilitate the co-operation necessary for the team to perform well. (Eclipse Research Consultants (2004).
     A competent leader must facilitate harmonious relationships between staff and show confidentiality, understanding and empathy when dealing with problems. Being sensitive to others feelings and valuing their input and interests is vital but, possessing the aptitude to make the final decision and delegate appropriate tasks to the team will ensure the setting staff works to the best of their ability and each person's strengths are recognized and utilized. 
     A proficient leader will control regular meetings with staff and cascade relevant information as well as discuss ideas and problem. This coincides with Garner (1991) who identifies in his theory of multiple intelligences that a person with interpersonal intelligence has the ability to communicate effectively with others and work within a group.They are perceptive to other people's moods, feelings and what motivates them. In agreement with this Sierra & Dorsey (2002) pg 26 who write that:
    “ Two way communications in a meeting permits an interchange of ideas and feelings and provides a forum for thoughtful discussion and clarification of problems and issues”.

     A strong leader must also be an entrepreneur and project manager who has a sound knowledge of education and be responsible for the development of their setting in order to move it forward, having vision and drive to plan and implement their ideas to develop both the setting and its practice to achieve best results for the children their families and the staff.

    The ability to record and write informative non judgmental interpretations of events, plan activities and develop practice within a team around the analyses findings supports the developmental journey of the child.( Nut-brown and Carter (2010) pg 113 agree that:
     “Other reasons for observing and assessing young children centre around the adult's role as a provider of care and education....The extent to which educators can create a high quality learning environment of care and education is a measure of the extent to which they succeed in developing positive learning interactions between themselves and the children.....”).
     Practitioners need to be responsible and take charge of their own learning they must recognize their strengths/ weaknesses and set achievable goals which can be altered as each goal is reached. Finances, time, family commitments and motivation can impede the learning process at any time and it is important that practitioners address these barriers when compiling a development plan.

Peddler, Burgoyne & Boyd ell (2007) pg 5 define self development as;“..a person taking primary responsibility for their own learning and for choosing the means to achieve this. Ultimately it is about increasing your capacity and willingness to take control over and be responsive to events“.

(Cable & Devereux (2005) pg19 ) recognize that professional development needs supplementary training along with qualifications and opportunities to accept change so writer has taken both essential and transferable skills to a higher level through experience, personal development and training how to implement them, as well as extending transferable skills such as motivation, organization, planning, timekeeping, problem solving, information technology and self reflection has enabled a greater success in employability.
Teamwork skills-Today's society, only have the individual working ability is not enough, more and more works need a group of people to complete together.Work in groups can speed up the progress of work and also through brainstorming to create a better idea of the company.
Problem solving skills-companies will faced various problems at any time, solving the problem successfully enable the company ride out the storm or it will fail.
Self-management skills-Companies also need graduates have self-management skills to complete the work alone or almost alone, without the need for someone to stand over the employees constantly and tell them want to do.(Foster,1998, p.14).

Planning and organizing skills-Employers need graduates to make plans and organize the limited sources to achieve both short and long-term goals of company.
Technology skills-In the technological age, technology skills become increasingly important, company need employees use computers and telecommunications systems proficiency, understanding current trends and gathering information to predict the company's operating condition through technology.

Life-long learning skills-In order to make the company development sustainably, only require employee continuous learning can let the company keep pace with this rapid-developing society, and employees who have the life-long learning skills can also bring benefits to the company.
Initiative and enterprise skills-Employees recruited by the company are all with multi-skilled, the company may frequent transfer their employees to different departments and to take different roles within a company. (Heather and Peter, 2006, p.2) . 
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Strengths :
· My personal strengths generally involve my ability to be innovative and creative, as well as keeping an open mind. These three parts enable me to be much more efficient and effective in my ways compared to those of my peers as well as others in my general environmment.
· My innovation in particular allows me to stand out in my environment because it is a knowledge-intensive quality, which exemplifies my education and abilities (Kinicki & Williams, 2009). 

· I have good team work and organizing skills. In the group work I can build on ideas with other members and as team leader I usually will make plans to allocate tasks to the group members to make sure everyone enjoys the tasks they are assigned to.

· I can management my time well and get thing done without being pushed. Usually I will write down the things what I need to do and sort them out according to the importance and the time sequence them to the calendar so that I can know clearly what and when should I do next.

· I do well in learning. I willing to put in time and effort to learn new skills. As a student, beside the major I also join the free English class and the Assessment Centres mini module to improve myself.

Weaknesses 

· Weaknesses are inevitable when it dealing in a competitive environment. Weaknesses in an organization can be defined as “the drawbacks that hinder an organization in executing strategies in pursuit of its mission” (Kinicki & Williams, 2009 p.180). Weaknesses are also any positive skills that your competitors may have but you don't which helps them but may not necessarily harm you.
· I have no employment experience, even the part-time job experience.

· I am weak in problem solving, when I face problems usually I can not see all sides of them and can not provide good solution of them.

· My Communication skills are weak.I feel shy when I talking to strangers.
· “The benefit of [avoidance] is that it buys time in unfolding and ambiguous situations. The weakness is that it provides only a temporary fix and sidesteps the underlying problem” (Kinicki & Williams, 2009 p.425).

Opportunities

· Opportunities are “situations that present possibilities for exceeding existing goals” (Kinicki & Williams, 2009 p.206). For example I may not take an additional extra class that I could have just because I wasn't required to, and it comes down to me and one other person to get an open spot at a job and we both have the same education background which could have made the difference to get the job.

· Other opportunities can be found in social opportunities to make connections, or generally any chance to gain benefit from a situation.
Threats

· Threats can be viewed as anything that may stand in the way of accomplishing one's goals, including factors that negatively affect your ability to compete with others (Kinicki & Williams, 2009). Threats come in many different forms and various levels of severity. Some of the most common threats that many people share include: opposing competition, internal struggles, and external obstacles in their field.

· The textbook defines technology as “all the tools and ideas for transforming materials, data, or labor (inputs) into goods or services (outputs)” (Kinicki & Williams, 2009 p.265). My career field is actually in the health profession and is not something that technology can threaten anytime in the near future because technology can't replace the human element.

· Employers and organizations will be looking for well educated and bright individuals to fill the open positions, which means I must stay unwavering and persistent in my drive to obtain a good education. The people in my future profession seem to be currently at the same position that I am in now, with the same amount and type of education and capabilities.
Conclusion

     Through careful observation and close monitoring of the setting it was noted by me that there were no clearly defined areas and each area was not accessed and utilized by the children as it should be. Due to managerial barriers regarding the development of the setting I made the decision to undertake the task of re-organizing and enhancing areas of provision. On reflection it was realized that I held very little knowledge of auditing and re-developing practice, according to Bruce T (2006) pg 5 informed reflections will pinpoint areas of learning that will improve your practice. 
     Research was carried out as how to compile and implement audits and other staff and children were asked to input their ideas.These ideas were valued and incorporated into the planning. Current frameworks were consulted to gain advice on best practice and how to organize the areas to ensure they would meet the requirements of all the children. A small budget was obtained and resources were sourced, a record of the expenditure was kept and logged into the accounts. 
     Various interactive displays were added to illustrate the differing cultures around the world. The majority of staff was involved and I delegated tasks to them and gave advice throughout the project. 
    The process was successful and the setting is now running more efficiently, although it needs regular monitoring and evaluation to ensure it continues to meet the needs of all the children.
     Communication skills are the essential component of the today's life. There are several advantages of communication skills and it is successful key for the organization and any other company or firm improves the general knowledge of employees regarding business and dealing with others including professional and non-professional relationships. It also teach that chance to speak should be given to everyone so everyone can interact with others and new ideas can be generate all those aspect will help to increase the profit rate of business (Miller.1996).

PAGE  
1

