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Executive Summary



The main aim of the research is to find out what the employability skills are and the benefits of having them. The report will discuss why the employability skills are needed in our daily life and why universities and organizations and in search with graduates with these skills. The report looks at various different skills but in particular it looks at time management and communication skills. This report provides a number of recommendations on how to improve on these skills and how to obtain them. 

The report explains the difficulties that come across if there is a lack of these skills.
The report concludes that it is essential to have all these skills regardless of what job field a graduate is going towards.




Introduction

Every employer needs employees that are well skilled to fulfill their requirements. In the modern world there is competition between all different types of organizations so according to that every organization has to hire their employees with at least the general skills. Organizations need employees with relevant qualifications and experience to reach the company standards and targets. All this helps the organization be number one. 

All employees use their qualifications to open door in an interview, after that they need general skills and experience to succeed in that interview and job role. The general skills are called employability skills. 

Main Findings

Employability skills can be defined as transferable services required by an individual to make them employable. Employability depends on employee assets, these are knowledge based skills, personality and behavior. 

General Employability skills are as follows below: 
· Communication and Interpersonal skills
· Time management 
· Teamwork
· Problem Solving
· Creativity and Enterprise 
· Planning and organizing 
· Technology
It is very important to develop and understand employability skills.

Communication and Interpersonal Skills
No matter what industry a person works in, it is essential to communicate adequately with colleagues or staff. In this modern world it is important to be able to communicative digitally as well as in person. Communication can be verbally, non-verbally, visually or written. 
· Verbal: verbal communication is communication carried out through speech. Through verbal communication it is possible to find out the persons attitude through the tone of the persons voice and also the type of language. 
· Non-verbal communication: Non-verbal communication is physically. Interpersonal skills are usually to do with non-verbal because you are communicating with facial expressions, body language and gestures. Additional information is found out by non-verbal communication because mood can be shown through facial expressions. Attitude can also be shown by non-verbal communication because if a person is not giving eye contact it shows they are not interested however if a person is nodding along it shows they are listening.
· Visual Communication: Visual communication is through eyesight. Visual communication includes information that can be seen such as color, logos, signs and graphic designs.
· Written communication: this is communication by printed writing or digitally for example websites, email, messages or social media. This is the most popular type of communication for any type of organization. 
Interpersonal skills include different skills like communication, listening questioning and understanding. Asking open questions which the opposite person can respond to carry outs the conversation, however closed question means the opposite person can only respond by saying yes or no.

(R1)


Ways to improve communication skills	
· Writing assignments based on the course, as it is the main part of studies however also because it gives continuous practice. 
· Preparing presentations and also explaining to others as this boosts confidence.
· Spending time to discuss.
· Work experience with customers gives a sense of reality. 
Time Management
Time management is the ability to organize activities throughout the day depending on the most important to the least. It is better to get more activities done throughout the day rather than just one and worrying about all of the rest. 
· Having good time management gives you a good professional reputation as it shows control over the person’s life.  
· Good time management gives less stress because a person knows they have no work left behind. 
· Time management is very important for organizations as goals and aims are established
How to improve time management 
· Running away from responsibilities will not solve anything so it is essential if they is a job then it should be fulfilled without delaying.
· Set up deadlines so the work is finished on time and no energy is wasted doing other jobs.
· It is not advisable to multitask as concentration will be on two different jobs at the same time meaning both jobs will not have full concentration and may not be fulfilled correctly.
Teamwork
Working in a group efficiently for an organization is called teamwork. Teamwork is an essential skills because it proves you are able to get along with people. It is important to be friendly and getting along with team members is a must. Maintaining a good relationship with team members is crucial because teamwork is everyone’s different strengths and weaknesses to complete a target. Despite any dispute it is necessary for all member to come to an agreement as his or her targets and work come first.

Ways to improve Teamwork skills
· It is very important to respect team members and help them if they are confused or not sure about a certain topic.
· It is essential every individual know his or her responsibilities to avoid confusion. Confusion can cause misunderstanding, which will then lead to dispute and arguments. If any member is not sure what their role is then find out for them.
· Trust is essential in teamwork because every member needs to rely on the other members to finish tasks on time. 
· Motivation is key in teamwork, pushing your team members to work at the best of their ability.
(R2) Morgan.P(2017, P.206)
“The way the team is put together is key to being a successful team. Teams can be put together in various ways- for example, according to personal knowledge, according to the importance of having certain connections outside the team, according to members’ abilities and according to individuals’ access to financial and other resources”

Problem Solving
Problem solving is the process of an individual or a team finding a solution to their problems or difficulties. It is not possible to solve a problem straight away. In order to problem solve logical planning and analysis is needed to find information. After finding out information it is important to discuss with others to resolve any problems occurred. Some problems are more difficult then others however they must all be solved.  Taking time management into consideration is important. Setting a certain time to find solutions is advisable so time is not wasted.

Ways to improve Problem Solving
· Researching is a must in problem solving. You can only solve your problems if you have the correct facts and information.
· Setting goals is essential because a person feels determined to accomplish that job.
· A good problem solver knows how to decision make. To problem solve a person needs to be able to decide which is the correct method to find the solution.
· Looking at alternative ways to find the solution is important 
· Taking advice from more experienced people is essential because it gives more ideas. 
(R3) Morgan.P(2017, p.311)
“When we thing of what some call ‘the creative arts’, we might think of drama or painting or writing. There are many ways to undertake those activities, but there are times when we can view the problem-solving process itself as an analogy.”
Creativity skills
Creativity is the ability to use imagination and come up with ideas. The first step is to think and then produce. Having passion in thinking is important because it gives motivation to create. Creativity can be an idea or an object. Organizations use creativity to expand business and to make them unique.
A part is creativity is taking risks to complete ideas.  

As a researcher creativity is found as an artistic work. There are many ways creativity can be structured. 

Planning and organizing
It is a process of setting goals and targets and making sure they are finished on time without any delays. Planning is essential because it gives you a plan and also helps with time management. 
Checking the progress of the task is also a main function of the organization. 

Ways to improve planning and organizing
· Prepare a time table so all tasks are scheduled. Making sure all tasks are strictly followed to avoid waste of time.
· Transportation is essential for getting to places so finding out how or when a person is travelling is important so it can be planned in advance.
· Although time is very important a person should be able to manage time for work, family and sports by scheduling 
· A way to plan the right way is to give certain responsibilities to the right people. You must only give a task to someone if they have the ability to fulfill it. 
· Monitoring the progress is necessary as it gives motivation but also so a person knows what tasks are left to do. 


Self-Management
Self-management is the main key role in everybody’s life, it is what helps get through life. It involves self-motivation; setting up goals, time management. Positive attitude and stress relief. Self-management shows that a person is productive whether at work or not. 
 
Ways to improve self-management
· Having work experience or getting a job helps because it give you confidence and practice to work on yourself.
· Finding new responsibilities helps change what a person is used to and changes an individual’s life style.
· Having the ability to make disions is necessary because it shows you have control and are able to know what is right and what is wrong.

Technology
Technology is a set of techniques, methods, skills and procedures that are used to run a system. Technology is updating very quickly in the modern days, so according to that everyone has to improve on their skills. 
Technolody is used by every organization in some form of way whether that’s using computers or a form of communication. 

Ways to improve Technology Skills
· It is advisable to take an IT course to improve on these skills as it give practice and teaches ways to use a computer that you may not have known before.
· Seeking help from team members is a great way to improve on yourself.
· Comparing modern day technology to the older days proves how everything has advanced.
· Using social media is a must to improve on technology skills because it has information from across the world. 





Recommendation

Here are a few recommendations the researcher needs to follow to improve their employability skills according to the requirements of employers. 

Recommendations to improve communication skills:
· Body language
· Think before you speak
· Maintain a positive attitude and smile
· Be brief, yet specific
· Treat everyone equally

 https://www.right.com/wps/wcm/connect/right-us-en/home/thoughtwire/categories/career-work/10-ways-to-improve-your-communication-skills

Recommendations to improve on IT skills:
· Read technical books
· Read online tutorials
· Create website
· Embrace a variety of software
· Learn to program

https://www.stevepavlina.com/blog/2006/08/10-ways-to-improve-your-technical-skills/

Recommendations to improve on time management:
· Have a system of managing time
· Keep a well edited calendar
· Strategically concider when organizational change will take place.


http://www.zdnet.com/article/five-ways-to-improve-time-management-at-work/



Conclusion


The conclusion of the researcher is to improve on communication, technology and time management skills.

The reasecher will have to take part in certain classes such as IT or ICT classes to get practice and knowledge about technologic devices. 

[bookmark: _GoBack]Employability skills are important in management of organizations to take them in leading roles. 













