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In search of employment chances, there are abilities that people must have or improve to achieve more credibility. 
According to Robinson (2000), employability skills are the abilities needed to get, maintain and succeed on a job. The two biggest employers’ goals are to find respectable and devoted employees and teach them. Even though employers would rather hire people who already have the skills they are looking for, some of them are enthusiastic about training the ones who don’t. 
This report objects to make an analysis about employability skills which are required by most employers because they dictate if the employee will or will not succeed on the respective job. There are different types of employability skills and even though every each one is important in its way, depending on the job, some of them are more general skills, which means that they are required for most jobs and are decisive on a recruiting environment such as: Communication Skills, Teamwork, Critical Thinking, Ethical and Information Technology (IT) Knowledge. (Doyle, 2017)
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The most important of all skills is to be able to communicate successfully. Communication is mainly about transmitting information, both if it is from somewhere to some other place, or from a person to another and it can be done in a verbal (vocal/written/visual) or in a non-verbal term. Verbal communication is about using voice, using written information like magazines, books or internet, or using logos, charts, maps etc. A measure of how good our communication skills are is how well we can receive and transmit information. (SkillsYouNeed, 2017)
Good communication is essential to achieve success in the workplace since many jobs involve solid communication abilities and people with good communication skills usually have superior social interactions with friends and family. The capacity to communicate efficiently with managers, co-workers, and staff is crucial, no matter what business you work in. Nowadays employees have to know how to successfully carry and get messages in person as well via fax, phone, social media or email. According to Doyle (2017), good communication skills will help get employed and be a triumph during your job. 

[bookmark: _Toc503110751]Listening

According to Doyle (2017), one of the best methods to be a good communicator is being a good listener since no one enjoys communicating with someone who does not care or understand what they are saying, someone who does not show interest on the subject. Listening is different from hearing since it involves comprehension, it is the capacity to correctly collect and understand messages and without that communication will not be successfully done. (SkillsYouNeed, 2017)
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To improve Listening Skills, an employee should practice active listening which means to pay attention to what the other person is talking about, questioning to be more enlighten and restating what the person says to guarantee that everything is well understood. (Doyle, 2017)
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Non-verbal communication is all communication which does not involve words (speaking, reading, listening etc.), it is defined by facial expressions, eye contact, body movements/language and tone of voice. (CREducation, 2017)
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According to Cherry (2016), people can interconnect data in many ways, so the employee should care about aspects like gestures, eye contact, position, body movements and tone of voice. All of these indicators can carry important data which is not put into words. The employee will improve his or her own capacity to communicate nonverbally by looking closer to other people’s unsaid movements.
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According to Doyle (2017), it is important for an employee to be able to cooperate well with others if he or she is working in group, a share of the workload needs to be equally done so that the work can be effectively done as well. In addition, in the workplace, colleagues need to be able to communicate well and friendly in order to reach the business goals and be successful. 
Employers expect employees to be able to work in a team. It is required by most jobs even if it is a job where the employee does not have colleagues because he or she might not have to deal with people but he or she needs to act in accordance to a general perspective of the business which includes other people. 
Team work is all about good communication, conflict management, being a good listener, reliability and respect. (Doyle, 2017)
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According to Price (2017), there are ways to improve teamwork in general which will respectively improve the business performance since the employees are the foundation of the industry and if they get along the work is done in a most successful way.
1. Leaders must take the role
2. Communication is the key to a better understanding in the workplace
3. Colleagues must exercise together
4. Rules must be established
5. Purpose must always be clarified
6. Recognize and reward the staff to keep them motivated
7. Ensure that the workplace is constructive for growth
8. Always take breaks not to overload because it increases the chance to generate stressful situations
9. Focus on team members strengths and give them tasks on which they are most likely to succeed
10. Always show gratitude and appreciate team members 
11. Always accept the differences and do not disrespect any of the staff
12. Celebrate when the goal is achieved
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According to Doyle (2017), being able to mediate problems between colleagues is an important teamwork ability since it dictates how well the work will be done. An employee needs to be able to discuss with his or her co-workers to solve disagreements and ensure that every team member is pleased with the team’s selections and options. 
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According to Pappas (2016), an employee comes across several difficulties on a daily basis at work. It can be both a disagreement with a colleague or an unpleased and unhappy customer and he or she must know how to surpass these kind of encounters so that he or she reaches his or her genuine potential.
Developing group cooperation tasks that need business beginners to work in a group and solve problems on their own and giving them guidelines that they should survey if a conflict happens by any chance is a good method to improve conflict management skills. It is important to always emphasize that working cooperate in between colleagues is the key to achieve the business goals.
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Critical thinking means being able to comprehend, make an analysis, an interpretation of a certain type of information and take a conclusion. An employee needs to evaluate conditions and resolve any complication that might happen, for that he or she needs to be rational and make logical judgements. (Doyle, 2017)
Essentially, critical thinking involves using abilities to reason. It is about being an active apprentice rather than a passive recipient of data.
A critical thinker meticulously query thoughts and assumptions instead of accepting them right away. An employee with those skills normally seeks to investigate if the information is correct and what can be improved. (SkillsYouNeed, 2017)
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According to Doyle (2017), an employee with analytical skills is able to analyse every aspect of a situation or every topic of the information in order to comprehend everything meticulously.
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An employee with creativity skills has the capacity of finding innovating solutions in order to solve a situation after doing a rigorous analysis of the information. (Doyle, 2017)
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Being open minded in a work scenery means to be able to analyse and evaluate every type of situation without judging or assuming anything. It is the capacity of being rational, logical and precise without looking at any differences. (Doyle, 2017)
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Ethical skills are about an employee’s values and moralities. Most businesses look for employees who can respect, understand, follow their rules and they also look for reliable and well educated staff so that the workplace can be a safe environment for everyone.
According to Laurence (2016), employees who steadily show blameless work integrities can be irreplaceable resources. Managers tend to identify who they are, pleasure them well and work with them to reach the goals of their businesses.
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An employee who is reliable normally is punctual, hardworking, accomplishes is tasks and is always available to work. Managers and bosses tend to appreciate reliable employees because they always arrive on time and does not miss work continuously so it means that the business is not losing money and also that they hired a good staff to complete their goals and reach success. (Laurence, 2016)
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A flexible employee is an employee who can adapt to every kind of business environment. Employers look for staff who have the capacity of changing in order to succeed on their tasks. In addition, if an employee is flexible it means that he or she are prepared for drastic changes that the business may face and managers and bosses always appreciate workers who are completely committed to the industry. (Janet, 2015)
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According to Janet (2015), employers always want to and must be able to put trust in their staff to meet their goals and work in a professional level. It is important for employers to hire people who do not require close inspection or cannot be believed to embody the business publically. 
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According to Laurence (2016), decent workers are normally altruistic and goal-oriented. Since in every job the employee receives a pay check as a good motivation, there is a need to look beyond that and always try to do their best to achieve certain goals even if it is not for your own benefit but only the businesses’. Some employees don’t look at a most general perspective and only care about doing their job and receiving their pay check but it is also important to work in behalf of the business, in order to succeed day by day, always looking in a future perspective. 
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IT is a hard skill because it is different from the soft skills which an employee can born with such as ethical and communication skills. Nowadays nearly every job require IT Knowledge, even if the job is not related to programming and extensive computer tasks. Microsoft Office is the most required computer program since it is used to write, calculate, to make presentations which is very common in almost every workplace.  (Doyle, 2017)
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This report aimed to define and analyse some of the most important employability skills. Employability skills are the capacities an employee must have to get, keep and succeed on a job and throughout his or her whole career. Communication skills are the most important employability skills because an employee needs to be able to communicate both if it is in a verbal way via phone, email, and letters and in person, or in a non-verbal way through body language and eye contact. It is also important for an employee to be a good listener in order to understand what he or she is being told. 
Teamwork is the capacity of cooperating with other co-workers in group tasks or in the workplace scenery on a peaceful way and it also depends on the ethics of each employee. Ethics skills involve the employee’s principles and values, it determinates whether an employee is reliable or not. 
Due to the development of the technology, Information Technology (IT) knowledge is required in nearly every job, even if it is just for the simplest programs and it became a very important skill.
 In conclusion, every employability skill is important in its own way and will dictate whether an employee is or not capable to succeed on the job environment. 













References
Cherry, K., 2016. verywell. [Online] 
Available at: https://www.verywell.com/top-nonverbal-communication-tips-2795400
[Accessed in 03 January 2018].
CREducation, 2017. Conflict Resolution Education. [Online] 
Available at: http://creducation.net/resources/nonverbal_communication/what_is_nonverbal_communication.html
[Accessed in 03 January 2018].
Doyle, A., 2017. the balance. [Online] 
Available at: https://www.thebalance.com/employability-skills-list-and-examples-4143571
[Accessed in 3 January 2018].
Doyle, A., 2017. the balance - communication skills for tge workplace. [Online] 
Available at: https://www.thebalance.com/communication-skills-list-2063779
[Accessed in 03 January 2018].
Janet, 2015. employment north. [Online] 
Available at: https://employmentnorth.com/top-10-qualities-and-skills-employers-are-looking-for/
[Accessed in 03 January 2018].
Laurence, G., 2016. chron. [Online] 
Available at: http://smallbusiness.chron.com/list-good-work-ethics-employees-21503.html
[Accessed in 3 january 2018].
need, s. y., s.d. Skills you need. [Online] 
Available at: https://www.skillsyouneed.com/general/employability-skills.html
[Accessed in 03 12 2017].
Pappas, C., 2016. eLearning Industry. [Online] 
Available at: https://elearningindustry.com/6-tips-improve-conflict-resolution-skills-online-training
[Accessed in 03 January 2018].
Price, H., 2017. jostle. [Online] 
Available at: https://blog.jostle.me/blog/12-easy-ways-to-improve-workplace-teamwork
[Accessed in 03 January 2018].
Robinson, J. P., 2000. The Workplace: What are employability skills?. Alabama Cooperative Extension System: A fact sheet, 1(3), pp. 1-3.











2

image2.png




image1.png




