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Executive summary
This is a report that outlines recent research about Employability skills. It will look at what employability skills employers are looking for, also it will discuss how the in-demand employability skills have changed over the last decade. 
Using our finding we will then discuss the employability skill I have and also those which I need to develop in order to keep up with the effect that economical changes are having on employability.















Contents page

1) Executive summary
2) Terms of reference
3) Procedure
4) Findings
5) What are employability skills? 
6) Changes to employability skills?
7) Important skills for employers
8) Time Management
9) Negotiation
10) Inter-personal communication
11) What skills does the researcher (you) have? 
12) Conclusion
13) Recommendations
14 )Appendices
15) Acknowledgements
16) References

[bookmark: _Toc12145360]Terms of reference
This report was requested by Christian Felices, on the 18/06/19.
The purpose of my report is to critically analyse Employability Skills
: Employability skills and their importance.
: Changes in employability skills 
: Employability skills a employer would expect to see from an employee.
This report was complied by Darren Wilson 1817418 and is to be submitted by 3pm on the 05/07/19.
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Procedure
The procedures used to complete the report will be secondary sources only: websites, books, journals…
Research will be done to conduct a conclusion.
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Findings
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: Soft and hard employability skills needed today.

Top 5 Hard Skills

1. Statistical Analysis and Data Mining
2. Middleware and Integration Software
3. Storage Systems and Management
4. Network and Information Systems
5. SEO/SEM Marketing

Top 5 Soft Skills

While hard skills may get your foot in the door, soft skills will keep you there. When people talk about being great communicators, or having good time-management, they’re talking about soft skills — the “people skills” that candidates mistakenly overlook or undervalue during their job search efforts. Employers want to hire professionals who, yes, have technical skillsets, but they are also looking for candidates who will be a good fit for the team, which means these individuals must be a good fit for the organization personality-wise, too.


The National Association of Colleges and Employers (NACE) conducted a study on 260 employers (including Chevron and IBM, according to Forbes) and found the following to be the most valuable in employees, in order of importance.
1. Ability to work in a team structure
2. Ability to make decisions and solve problems
3. Ability to communicate verbally with people inside and outside an organization
4. Ability to plan, organize, and prioritize work
5. Ability to obtain and process information
The above list of soft skills may seem predictable and cliche, however the key is to support them with examples of situations where you carried out these skills successfully and efficiently in a professional setting. For instance, to convey your ability to “work in a team structure,” you’ll want to provide an example of how you worked together with a group of individuals to complete a task or project and outline the specifics of the event: scope of work, job titles of the team, how responsibilities were assigned and delegated, whether there were any obstacles to overcome as a team, the outcome, etc. Recruiters want to see how you used soft skills in a professional setting and how this helped the company meet its objectives.

https://www.payscale.com/career-news/2015/01/5-hard-and-soft-skills-that-will-get-you-hired

Top 10 Employability Skills
1. Communication skills — Listening, speaking and writing. Employers want people who can accurately interpret what others are saying and organize and express their thoughts clearly.
2. Teamwork — In today’s work environment, many jobs involve working in one or more groups. Employers want someone who can bring out the best in others.
3. Analytical and problem-solving skills — Employers want people who can use creativity, reasoning and past experiences to identify and solve problems effectively.
4. Personal management skills — The ability to plan and manage multiple assignments and tasks, set priorities and adapt to changing conditions and work assignments.
5. Interpersonal effectiveness — Employers usually note whether an employee can relate to co-workers and build relationships with others in the organization.
6. Computer/technical literacy — Although employers expect to provide training on job-specific software, they also expect employees to be proficient with basic computer skills.
7. Leadership/management skills — The ability to take charge and manage your co-workers, if required, is a welcome trait. Most employers look for signs of leadership qualities.
8. Learning skills — Jobs are constantly changing and evolving, and employers want people who can grow and learn as changes come.
9. Academic competence in reading and math — Although most jobs don’t require calculus, almost all jobs require the ability to read and comprehend  instructions and perform basic math.
10. Strong work values — Dependability, honesty, selfconfidence and a positive attitude are prized qualities in any profession. Employers look for personal integrity.

http://www.opportunityjobnetwork.com/job-resources/help/top-10-skills.html













Changes to employability skills

What has changed in the last 10 years?

A lot can happen in a decade…
And the workplace is not exempt from this fact.
According to a recent survey by BambooHR, there have been some significant changes in employee productivity, management procedures, and a variety of other areas that make up the workplace we know today.

Some of these changes are a result of technology, others have come about because of shifting perspectives and expectations, and some of the reasons behind this fluctuation will remain a mystery. Old-school workplace policies have been transformed or have even been thrown out completely.
Think about it – how many companies still expect their employees to attend work in the classic suit and tie or skirt and heels? Traditional office hours have become more flexible as more employees have started to work remotely, and outdated routines, like the annual review, are on their way to becoming obsolete.
BambooHR’s survey, “Then and Now: How a Decade Changed the Workplace,” revealed a variety of workplace changes that have developed over the last 10 years. The 2016 survey was created around questions and responses from several 2006 surveys on HR-related topics, which were compared to today’s data.
A few examples of their findings include:
In 2006, about 50 percent of employees’ states that they came up with their best ideas while they were at their desks. Whereas the percentage of employees who agreed with this in 2016 was only 27. This change could represent several different things, such as an increase in the percentage of remote workers or more flexibility on the job.
The results of the 2016 survey demonstrated an increase in workplace satisfaction in numerous areas. For example, 17 percent more employees felt good about their workload and 8 percent more felt like their company supported a healthy work/life balance compared to 2006.
There were also some things that seemed to remain the same per the surveys. Employees that felt the quality of their work environment impacted their level of job satisfaction came in at around 9 out 10, which closely resembled the 2006 results.
So, what else was revealed about the present-day workplace in the 2016 survey? Check out the infographic below to find out.

https://engageforsuccess.org/much-workplace-changed-last-10-years












What has changed?

Increasingly, ‘graduate attributes’ are more important than the degree subject studied (Harvey, 2000). For the majority of employers, the actual degree that students graduate with is not as important as the skills and attributes that the graduates have acquired. Recruiters look for a different range of skills such as confidence, oral communication skills, teamwork skills, self management, problem solving and recently popular, leadership skills. (Warn & Tranter, 2001)

It is very important that UK graduates prepare themselves for the future and that is not just with a degree they have obtained but also with a mixture of skills they have acquired and work experience that they have gained and are able to show off to potential employers. In the last 3-4 years, it is vital that there is a balance between work experience and academic qualifications. This is because employers and potential graduates especially have different views on what is needed to be employable. 

Whilst 5 years ago employers would employ graduates based on their academic qualifications, in the past few years the story has changed. They look for a variety of things such as commitment, dependability, willingness to learn and other attributes that represent positive things about them. 
From the research I have and proof I have shown above it shows that employers expect a lot more than they did 3-4 years ago, you graduates need to adapt to the present and have clear understanding of the minimal requirements and attributes when going for interviews with an employer.
[bookmark: _Toc12145365]Important skills for employers
https://homebase15019317.blogspot.com/2016/04/employability-and-what-has-changed.html
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Beat Work Overload. Be More Effective. Achieve More.
With effective time management, you can take control of your time and get on top of your to-do list. 
https://www.mindtools.com/pages/main/newMN_HTE.htm
:How To Improve Time Management.
Time management would make many people’s lives better, if only they realised it. A lot of people spend a lot of time running around being busy. But as Thomas Edison said, “Being busy does not always mean real work… Seeming to do is not doing”. Anyone that has spent time dealing with continual emails or sitting in pointless meetings can probably relate to that. If you find yourself wasting time in these ways, then working on improving time management could be a great benefit to you. Vilfredo Pareto was an economist around the turn of the 20th century who discovered through his studies that 80% of the wealth of Italy was in the hands of 20% of the country’s population. To cut a long story short, from this the Pareto Principle was developed, which also can be tied to time. If you look at the things that you do every day, you will undoubtedly find that you get 80% of your success from just 20% of the things that you do. This is the Pareto Principle or 80/20 rule and it is particularly helpful for time management purposes. After all, when you put it that way, why would anyone spend 80% of their time focusing on activities that bring them just 20% of their achievements? 
https://www.intelligenthq.com/improve-time-management/
:Seven Skills to Improve Time Management, Intelligenthq
1. Focus on what is not urgent but important (quality) – according to Stephen Covey there are four quadrants of time management, based on urgency and level of importance. Always working on what is urgent and important is to always be fighting fires
2. Block out time – people will always put meetings in your calendar if there is space there for them. If you block out time in your calendar for the other tasks that you need to do then they cannot do that. 
3. Do not check your email – yes you read that right. Do not. Set aside a time at the beginning and at the end of each day to check your email and do not dip into and out of it at other times. It will only distract you from the other things that you are supposed to be doing.
4. Make “to do” lists – making to do lists will help you to better manage your time as you will be able to see what really is important at a glance on any given day. 
5. Allow a task only the time it needs – experts say that if you allow three hours for a task it will take three hours, even if it could have been done in one, if the person was focused and concentrating. 
6. Quit procrastinating – procrastination is the enemy of efficient time use. You think to yourself, “I’ll do that right after I have fed the dog/done the washing/checked Facebook”, or whatever your own personal favourite excuse is. 
7. Delegate – ask yourself, do I have to do this task? If not, delegate it to someone else who can do it instead
[image: Seven Skills to Improve Time Management.Intelligenthq]
https://www.intelligenthq.com/improve-time-management/
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What is negotiation?
Negotiation is defined as a discussion among individuals, each one trying to present his best idea to come to a conclusion benefiting all. An individual gains nothing out of conflict and misunderstanding; instead it leads to stress and anxiety. It is always advisable to compromise to the best extent possible and try to find out an alternative which satisfies all.
https://www.managementstudyguide.com/negotiation-skills.htm

:Stages of Negotiation
In order to achieve a desirable outcome, it may be useful to follow a structured approach to negotiation. For example, in a work situation a meeting may need to be arranged in which all parties involved can come together.

The process of negotiation includes the following stages:

: Preparation
: Discussion
: Clarification of goals
: Negotiate towards a Win-Win outcome
: Agreement
: Implementation of a course of action 

1. Preparation
Before any negotiation takes place, a decision needs to be taken as to when and where a meeting will take place to discuss the problem and who will attend.  Setting a limited time-scale can also be helpful to prevent the disagreement continuing.
This stage involves ensuring all the pertinent facts of the situation are known in order to clarify your own position.  In the work example above, this would include knowing the ‘rules’ of your organisation, to whom help is given, when help is not felt appropriate and the grounds for such refusals.  Your organisation may well have policies to which you can refer in preparation for the negotiation.
Undertaking preparation before discussing the disagreement will help to avoid further conflict and unnecessarily wasting time during the meeting.

2. Discussion
During this stage, individuals or members of each side put forward the case as they see it, i.e. their understanding of the situation.  
Key skills during this stage include questioning, listening and clarifying.
Sometimes it is helpful to take notes during the discussion stage to record all points put forward in case there is need for further clarification.  It is extremely important to listen, as when disagreement takes place it is easy to make the mistake of saying too much and listening too little.  Each side should have an equal opportunity to present their case.

3. Clarifying Goals
From the discussion, the goals, interests and viewpoints of both sides of the disagreement need to be clarified.  
It is helpful to list these factors in order of priority.  Through this clarification it is often possible to identify or establish some common ground. Clarification is an essential part of the negotiation process, without it misunderstandings are likely to occur which may cause problems and barriers to reaching a beneficial outcome.



4. Negotiate Towards a Win-Win Outcome
This stage focuses on what is termed a 'win-win' outcome where both sides feel they have gained something positive through the process of negotiation and both sides feel their point of view has been taken into consideration. 
A win-win outcome is usually the best result. Although this may not always be possible, through negotiation, it should be the ultimate goal.

5. Agreement
Agreement can be achieved once understanding of both sides’ viewpoints and interests have been considered.  
It is essential to for everybody involved to keep an open mind in order to achieve an acceptable solution.

6. Implementing a Course of Action
From the agreement, a course of action has to be implemented to carry through the decision.

Failure to Agree
If the process of negotiation breaks down and agreement cannot be reached, then re-scheduling a further meeting is called for.  This avoids all parties becoming embroiled in heated discussion or argument, which not only wastes time but can also damage future relationships.
At the subsequent meeting, the stages of negotiation should be repeated.  Any new ideas or interests should be taken into account and the situation looked at afresh.  At this stage it may also be helpful to look at other alternative solutions and/or bring in another person to mediate.

https://www.skillsyouneed.com/ips/negotiation.html
In any negotiation, the following three elements are important and likely to affect the ultimate outcome of the negotiation:
: Attitudes
: Knowledge
: Interpersonal Skills
: Attitudes
All negotiation is strongly influenced by underlying attitudes to the process itself, for example attitudes to the issues and personalities involved in the particular case or attitudes linked to personal needs for recognition.

https://www.skillsyouneed.com/ips/negotiation.html
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Inter-personal communication

The skills required to work well with other people are known as interpersonal skills.
Good interpersonal skills allow you to participate effectively as a member of a team, satisfy customers’ and clients’ expectations, negotiate, make decisions and solve problems with other people, and generally work effectively with other employees. Well-honed interpersonal skills allow us to empathise and build rapport with colleagues and clients, leading to a better and less stressful working environment.
:There are a range of areas covered by interpersonal skills, including:

Communication skills - these are the skills required to transmit or receive messages accurately to and from other people by speaking or in writing, without misunderstandings. These skills include:
Verbal Communication – or the words that we use, whether face-to-face or in writing. The balance between face-to-face and in writing is likely to vary in different jobs, but few, if any, will not want at least some of each type of communication;
Non-Verbal Communication –  or what we communicate without words, for example through body language, tone of voice, or even emojis; and
Listening – how we take in and then interpret the verbal and non-verbal messages sent by others, including in writing.
Emotional intelligence – or the ability to recognise, understand and manage your own and others’ emotions, and use them positively to achieve the desired outcomes.
Team-working – the ability to work with others in groups and teams, both formal and informal. Not everyone is required to work in a close-knit team—despite the language used in many organisations—but the ability to function well in a group is a vital skill in most jobs.
Negotiation, persuasion and influencing skills – these skills all relate to finding mutually agreeable solutions to problems or situations, whether by persuading others that your solution is best, or finding a better alternative by sharing ideas. 
Conflict resolution and mediation – or the skills required to resolve disagreements in a positive way, whether your own disagreements or those involving other people. These skills are often underrated until there is a problem.
Problem-solving and decision-making – or the skills needed to work effectively with others to identify, define and solve problems, including making decisions about the best course of action. Of course, it is also possible to make decisions and solve problems on your own, but being required to do so with others adds an extra dimension to the situation.
https://www.skillsyouneed.com/general/employability-skills.html 
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What skills does the researcher (you) have?
1. Communication skills 
2. Teamwork 
3. Analytical and problem-solving skills 
4. Personal management skills 
5. Interpersonal effectiveness 
6. Computer/technical literacy 
7. Leadership/management skills
8. Learning skills 
9. Academic competence in reading and math 
10. Strong work values 
11. Ability to work under pressure
12. Presentational skills

http://www.opportunityjobnetwork.com/job-resources/help/top-10-skills.html
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Conclusion
A Final Thought
There are, inevitably, a wide range of skills that could be useful to employers. Each of us also has our own personal range of skills, and we therefore can each make a unique contribution to any organisation. Learning to recognise and use your skills appropriately is essential.
An open mind, and a willingness to embrace new ideas, is probably one of the most useful attributes that you can bring to any organisation.
https://www.skillsyouneed.com/general/employability-skills.html
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Recommendations
In order to keep up with the recent changes in employability skill, through my finding I have identified that I need to further develop my IT skills. This will be achieve by attend a computer literacy course.
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Appendices
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