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Introduction
Gravells (2010, P19) identifies the difference between employability skills and employment skills. Employability skills are soft skills, reliability and honesty for example which are transferrable between jobs which makes someone employable. Employment skills can be deemed as the same, but a difference is evident. Employment skills are the required skills to perform that role effectively, Job specific qualifications, basic reading, writing and computer literacy. 
Certain employability skills go beyond experiences obtained from previous job roles held. These are skills and traits learned through life experience and honed in order to benefit not only professionally but also personally.
Most of the time, people have the talent and expertise for their ideal job but are unable to "boast" their experiences on a curriculum vitae or resume. All that is required is to make their application stand out to a prospective employer. 
Anyone can improve their job performance by defining their skills in the workplace and gain more    experience, as well as discovering new strengths and ensuring perseverance is demonstrated to fully develop a career.
This report will identify the key employability skills, explaining how they manifest and why they are important, critically analyse the evolution of employability skills and discuss how and why they have changed in recent times.


















Main Findings
There are several skills that employers value, and these will vary with more reliance of certain skills than others depending on the industry sector. Employers are looking for applicants someone who is trustworthy and eager to learn, that can help develop and enhance their organisation and bring something new to the table in order to keep the company up to date, modern and the company performing well. Demonstrating the required skills comes from previous experiences professionally and personally. 
Certain roles required minimum qualifications. A potential employee obtaining these qualifications are already showing a sustained interest in the sector which is reassuring for an employer. Although academic qualifications are an indicator of a candidate’s abilities, it is the immeasurable personal skills that differentiate one candidate from another. 





















Resilience
Resilient – Recovering easily and quickly from shock, illness, hardship etc (Collins Softback English Dictionary, 1992, p. 1278). 
In an ever-changing landscape within any employment sector, employees are expected to keep up with any changes in the industry. Changes can range from small changes in company policy to government-imposed changes and/or even sanctions in certain sectors. Resilience comes from willingness to accept and how quickly a person is prepared to adapt.
“Life doesn’t get easier or more forgiving; we get stronger and more resilient.” 
Maraboli, S 2009, 

According to NoBarriers (2020) Resilience is very important because it gives a person strength during any time of struggles. The ongoing Covid-19 pandemic has tested employee’s resilience over a sustained period exacerbated by the reporting of unclear rules and changes to restrictions due to different countries within the UK taking different paths out of lockdown. A recent government report (Public Health England, 2021) from April 2020 showed increases in self diagnosed cases of anxiety and stress from the initial national lockdown which then reoccurred in October 2020. This recurrence coincides with the rise in infection rates which led to the announcement of the 2nd national lockdown.  The reason for the increase in mental health cases can be attributed to change of the norm, having to home school children, not seeing friends and extended family and in some cases fear of job security. When the 2nd lockdown was announced, resilience was tested even further as the population started regaining what was viewed as normality due to kids going back to school, non-essential retailers reopening, and social gathering rules being relaxed for it all to be taken away for a second time.
According to Craig (2021) Resilience in a workplace can be classed as being able to deal positively with changes in the business. This leads to a portrayal of confidence which spreads to fellow workers and creates motivation. This generates improved teamwork and harnesses win-win relationships which is one trait of highly effective people as highlighted by Stephen Covey (1989). 












Time Management
The process of arranging, prioritising and coordinating how to split a person’s time between specific tasks is known as time management. When time is short and demands are high, good time management allows a person to work smarter, not harder, and potentially get more done in less time. Failure to control time management has a negative impact on productivity and can lead to stress as certain tasks that require more attention than others may get missed which has a ripple effect on business operations as a result. 

Stephen Covey (1989) introduced his Urgent and important matrix (Appendix A) to help with time management by categorising tasks into varying degrees of importance and urgency. 

By identifying tasks and categorising them within the matrix above, it helps prioritise workload. The 4 sections are divided into: 
Important and Urgent – Tasks that have a deadline, essential tasks that if not dealt with now can lead to issues later that can jeopardise the task in hand. 
Important but not Urgent – A task that requires completing but not under an enforced time frame to complete.
Not important but urgent – A task that does require your attention but does not have any wider negative repercussion if dealt with after more important tasks are completed first.
Not important and not urgent – Undertaking a task not related to the job or task in hand, a task that should mainly be completed in free time or even possibly delegated. 
It is important to understand that the perception of the importance and urgency of a task is based on the values and outlook of each individual person. Another person may have different values and their own interpretation of what is important and urgent and may classify a task in a different category. This can also be influenced by the resources a person may have available to accomplish a task and their own personal circumstances. A task may also be classified in a different section to another due to the knowledge and experience that person possess from completing similar tasks.
Time management is important as it improves efficiency and productivity. Having a structure to tasks will then in turn reduce stress which has health benefits and learning time management skills helps with self-discipline and becoming more organised. Understanding the philosophy of time management allows reflection on what drives and motivates people. The video, The Philosophy of Time Management (2017) encourages people to question why time is important. By questioning why time is important, it helps with understanding and will reveal the true reason for their prospective. Personal gratification, monetary rewards, sense of achievement, providing a better life can all be reasons of what motivates them in how they spend their time, and it creates a more defined focus on how to spend time efficiently for a person’s own gain and drivers. Once this is realised, motivation is understood in order to assist in achieving personal goals.






Emotional Intelligence
The definition of emotional intelligence (Cambridge Dictionary, 2021) is the ability to perceive how people feel and behave, and to employ this knowledge to make sensible decisions and avoid or solve problems. 
Daniel Goleman (1995) took the concept of emotional intelligence beyond its previous understanding and adapted in order to understand and utilise emotional indicators to help with decision making, conflict avoidance, resolving issues and influencing of others for mutual gain in the workplace. 
Having this skill, allows productive interactions through empathising and understanding of a person’s feelings. Understanding how a person feels at any point in time and the significance this mood has on others is the initial step to develop emotional intelligence as self-realisation helps identify these triggers. The next step is being able to identify these triggers and reactions then allows to develop the ability to handle these emotions effectively to the point of being able to proactively take action to address these in others. This moves on to the 3rd step which is defined as empathy as it is a skill which helps identifying and how to respond to the emotion being displayed. By displaying empathy, this can help interactions with colleagues which will lead to the 4th step of motivating a person as they will feel listened and understood. Barriers come down and people become open. This can help with identifying motivators and by using this information, it allows engagement and motivation of colleagues. These skills are transferrable to improve social skills in most interactions a person will have in day-to-day life.  This should provide a sense of pride and accomplishment being able to interact with people in socially acceptable manner and should not cause upset and/or offence. 
Emotional intelligence is a skill that would need to be understood and demonstrated to a higher degree in higher managerial positions within a company due to the type of interactions a manager would have with their subordinates.
Emotional intelligence should be viewed as a whole and cannot be displayed as effectively if a person is only proficient in identifying their own emotions. 










Digital Competency 
Digital competency according to the EU Science Hub (2019) describes 5 areas that should be effectively demonstrated: 
Information and data literacy: To convey information requirements, search and retrieve digital data, information, and content. To determine the source's relevancy and content. Digital data, information, and content must be stored, managed, and organised.
Communication and Collaboration:  Being able to communicate and collaborate through appropriate digital means taking into consideration, etiquette, cultural and digital experience differences. To ensure your digital reputation is maintained.  
Digital content creation: Displaying a knowledge of creating and editing digital content, understanding this content to apply to existing subject matter knowledge. Adhering to copyright laws and ensuring digital content can be understood by its audience.  
Safety: Protecting of personal data in line with current laws, safeguarding physical and mental health from exposure to digital technology for social well-being and social inclusion. 
Problem Solving: Being innovative and resilient in digital evolution. 
The above areas are a very detailed description of digital competency with the presumption that a person has basic digital knowledge. ICS (No date) state that a concerningly large percentage of people lack basic digital competency skills which can lead to placing jobs at risk due to evolution of businesses becoming more reliant on being run digitally. 



 












Evolution of employability skills
Employability skills have evolved over several years due to the options available compared to what was available to previous generations. 
Biasi (2017) explains how employability skills were developed by developing a basic knowledge of the type of career a person wished to pursue which was then developed further through experience at in the chosen role.  Historically, experience and length of service was the main indicator of proficiency. This has been complimented and evidenced by workplace NVQs. National Vocational Qualifications offered by UCAS (2021) are available in a variety of subjects. Successful completion provides a nationally recognised qualification in the chosen subject which is transferrable from company to company if it is relevant to the role being applied for. 
Employability skills have evolved recently due to Covid-19 as currently, working from home is advised by government (Cabinet Office, 2021) where possible. A new skill being learnt is working under a person’s own auspice due to working from home. Working from home has an appeal due to perceived ease of undertaking the job. Your line manager is not overlooking your shoulder constantly, a better cup of tea and the hassle of traffic and travel time to get to a place of work is eradicated to name a few. Ward (2019) highlights the disadvantages of working from home which include a lack of motivation, lack of space to work in and differentiating between work and home life. During working hours, being at home makes it hard for children, especially younger children to comprehend that the 2 are separate when it comes to household tasks and spending time with family which can cause upset as they could appear as neglectful. Whereas Usbourne (2020) explains the social disadvantages of working from home which can develop into loneliness as working from home lacks human interaction. This in turn impacts mental health which is an issue on the rise due to the understanding and acceptance of mental health issues in the public, which ITV’s Britain Get Talking campaign (ITV, 2021) is making positive steps to remove the stigma attached to it. 











Why are employability skills important?
Robinson (2010) delves deep into what employability skills are, how they translate into the real world and how they benefit an individual professionally and personally.
These skills are important to initially obtain and develop in order to maintain employment. Managers seek individuals who display good personal skills in order to initially integrate with the workforce. They will become part of the team quicker as they should be demonstrating respect for others despite differences. An employee with respect will in turn hold themselves to account for any issues that may arise and wont shy away if things go wrong. They become more receptive to learning and demonstrate eagerness to progress. This in turn leads to trust being built between the employee and their line manager who can confidently leave them to work unsupervised, allowing them to spend their time elsewhere. This in turn builds confidence for the employee and can work without unnecessary pressure. 
These values are also very effective personal traits that can make people more receptive to you, give a person a sense of happiness and pride in themselves. Maslow’s Theory (Koth, 2007) shows esteem as a level of need a person seeks. People who show positive traits will gain respect, and a self of personal worth. This can also a motivator to continue in a task. 
These traits are usually developed during mandatory education and perceived as not being able to be developed further beyond this but self-awareness of areas of development can continue at any age and stage in life.  

















Conclusion
Although this report covers several employability skills, it is important to stress that one skill does not hold more importance over another. The difficulty to determine a hierarchy of which employability skill has more importance over another is due to the values a potential employer has. It is encouraged that a candidate displays at least, a basic level in the skills highlighted in this report but to also to develop employment skills that hold value in everyday life i.e honesty, reliability, integrity. The personal skills will enhance a person’s chance of obtaining a role in their desired sector.  Employability skills and employment skills although can be viewed as the same, are different in that employment skills are tangible. These are the relevant qualifications, basic knowledge and experience of the role required to complete the role competently. Whilst experience can vary from person to person, it is not a clear indicator of competency therefore does not necessarily differentiate one candidate from another. Demonstrating employability skills is what will make a candidate stand out. In an ever-changing world which people must adapt constantly to social norms and requirements in order to be successful. 
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Appendices
Appendix A – Urgent & Important Matrix
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