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Introduction

The aim of this report is to analyse several employability skills I have and also the ones I need to improve upon. Employability skills are the skills needed to acquire, maintain and do a job well. (Robinson 2000)

The skills which will be analysed are:

· Communication

· Team working

· Time Management
· Information Technology (IT)
· Presentation Skills
· Decision Making

· Interpersonal 

· Problem Solving Skills
 Yorke (2006) defines employability skills as the skills and   personal qualities that make graduates more likely to find work and be successful in their preferred occupations, which brings great gains to themselves, co-workers, the community in general and the economy of the nation. Employability Skills can also  be defined as the transferable skills required by an individual to make them ‘employable’. (Exeter.ac.uk, 2014)
Employability Skills I already Have
 These are the employability skills I already have to make me employable
1. Communication Skills
Communication, as defined by Vikram Bisen (2009), is the "life blood" of any establishment or institution and the main aim of using effective communication skills is to  "effect change and influence action".
According to Al-Marooqi (2012) research and experience have shown that a huge bulk of graduates do not have adequate English language skills, neither do they have the required communication skills to carry out their responsibilities effectively in the work place. Communication problems at the work place are very common. 
For example in my place of work I am of the view that my managers have poor communication skills. There is a lot of information about the company they need to report daily to staff about which they ignore.
Vikram Bisen (2009) states that the success of any entity  to a huge extent depends on the efficacy of its communication strategy. Communication is at the heart of the employer/employee relationship, as well as between business entities and their clientele and suppliers.
In health and social care, caregivers workers must have the capacity to interact with parents /colleagues about the progress a child is making. They need good communication skills to convey the right information effectively and good listening skills to understand parents’ instruction. 
A good communication skill is the ability to listen well and give good response or feedback to whoever is listening. It must also be clear and understandable.( Morgan, P, 2007)
My communication skills are excellent. Almost all my previous employers have had the occasion to praise my  communication skills. 
2. Team working Skills

Team working is simply defined as the capacity to work with others. (Sibson et. al, 2014)
A good team player is someone who is flexible, dependable and accommodating (Driskell et, al 2006)
Team work is important at the work place because it harnesses individual strengths and abilities to achieve a particular task.(the-happy-manager.com , n.d))
I will like to analyse a few components that makes one a good team player

A. Active listening skills: Team work at the workplace is intended to encourage sharing of ideas and debates to bring solution to problems or issues. As a team member having a good listening skill makes you a good team player by showing your support for others in your team when they speak or share their opinions.(skillyouneed.com)
B. The power of Persuasion: When you are able to convince your team members that your ideas offer the best solution to the issue you are dealing with.  This will require the skill of persuasion to bring others round to your point of view about the matter. (skillsyouneed.com)
C. Distribution of tasks: To reach the team's objective , it is crucial for each member to recognise the essentiality of their roles to success limit.(skiilsyouneed.com) 
My ability to work in a team is excellent; I am versatile and adaptable to any situation. This makes me able to fit in any team regardless of the personality and skill set of other team members.
3. Time Management Skills
This involves working efficiently with the time available to get a job done.  Time management skills include:
· Prioritizing

· Scheduling

· Keeping a To Do list (thebalancecareers.com, 2018)

· Setting SMART (Specific, Measurable, Achievable, Realistic and Time Related goals
The Eisenhower Method
The Eisenhower method is tool that helps one to ascertain critical tasks that one needs to focus on immediately and the ones that don't require urgent attention. Under this method all tasks are assessed using the following criteria in the following order of importance:

1. Important and Urgent

2. Important but not Urgent

3. Not important but Urgent

4. Not Important and not Urgent

From the above criteria, Important and Urgent tasks are the first to be tackled and the last will be not important and not urgent. (Mindtools.com, n.d)

I am able to manage my time well in order of importance by doing what is urgent for a particular day. For example going to University is important and urgent, getting help with children to go to school is important and urgent. On the other hand calling a my Mum is considered important but not urgent and going clothing shopping is important but not urgent.
4. Interpersonal Skills
Effective communication is a crucial requirement for any successful endeavour, and to be a good communicator, one requires good interpersonal skills. Interpersonal skills are necessary for the establishment of relationships between an employee and fellow workers.
Duffy et. al, (2004) states that communication and interpersonal skills are integral components of workplace competency especially in health and social care. 

"People with great interpersonal skills are often higher achievers in both their professional and personal lives.  Interpersonal skills include a wide expanse of skills such as listening, questioning and understanding body language. Childcare workers need to have the capacity to work well with co-workers and other people they might encounter and to develop good relationships with parents and children". (www.truity.com)
I am able to work with everyone. These interpersonal skills have served me well in all my previous workplaces. 

 Empathy is an integral part of Interpersonal skills. A childcare worker must have empathy. As explained by Ward et al (2012)  empathy defines the quality of a patient's experience in terms of the relationship between a  health and social care practitioner and a patient.

As a childcare worker, this skill is essential to understanding how other people feel, and then being able to interact effectively with them and help them find solution to their problems. 
5. Decision Making Skills

Decision making is a key skill in the workplace, and is particularly important if you want to be an effective worker. Each choice poses its own challenges, and we all have dissimilar ways of addressing problems. Having the ability to choose a quick and effective, yet good resolution is imperative in all life situations. (the balancecareers.com)
Good judgement is necessary in childcare workers; they need the ability to respond effectively to emergencies or difficult situations.

According to a balancecareers.com publication entitled ‘Decision making Skills’, there are 6 steps to go through to enable one make an informed decision:

· identify the issue, challenge, or opportunity.

· produce a range of possible solutions .

· weigh up the costs and benefits, or pros and cons, associated with each option.

· Choose a solution or response.

· Implement the preferred option.

· Analyse the effect of the decision and adjust the remedy as required.

These steps are really critical especially in the area of childcare where bad decisions may lead to very serious and undesirable consequences.
Ability to make decisions are one of my key strengths, and they will be vital to my role in childcare.
6. Problem Solving Skills
Problem solving skills are the capability to find the right strategies to solve challenging situations (Snyder and Snyder 2008). Problem solving is one of my greatest strengths. I tend to search and probe till I find the right solution to problems around me. The main motivating factor for this is my sense of empathy. 
Problem solving skills are essential in the workplace in order to find solutions to setbacks. Employees must be able to decipher the cure to issues that need to be dealt with in the course of their duties (www.youthcentral.vic.gov.au, n.d)

The employability Skills I don’t have yet
1. Presentation skills

A presentation skill is the ability to deliver information orally to achieve a particular purpose  (Morgan 2006 )
Development of effective employability skills  such as presentation skills may be held back or delayed when students learn oral presentation not through oratory tutorials but rather through experimentation which Haber and Lingard 2001) referred to as " trial and error" . 
As I do not have this skill yet, I am keenly paying attention to the context and poise and tone of my presentation as it is becoming an accepted principle as stated by Haber and Lingard (2001),  that by emphasizing that context we may enhance the content and thereby improve the learning of oral presentation skills.
2. Information Technology  (IT) Skills

Information technology (IT) is the use of computers, phones, storage, transmission infrastructure  and devices to create, transmit, process, analyse and store electronic information /data (Rouse and Bigelow 2015).
Timely acquisition and delivery of electronic data is critical to the success of an organisation. Information Technology has transformed how businesses operate and attain success in the contemporary global economy. Institutions and establishments can now use IT to change themselves and earn a "tremendous competitive advantage" (Turban 2008)
 I realise that as a health and social care practitioner, I am not likely to make much of a headway unless I polish up my I.T. skills
S.W.O.T ANALYSIS
I will use SWOT analysis to review my strengths, weaknesses, opportunities and threats
Strengths
· communication

· Team working

· Decision making

· Empathy
Weaknesses
· presentation skills

· IT Skills
Opportunities

· Higher education
Threats

· Family commitment

ACTION PLAN TO IMPROVE MY WEAKNESSES
Presentation Skills: I will improve my weaknesses by enrolling on a higher education training programme. I will also endeavour to communicate clearly and confidently, maintaining eye contact all the time. 
I will also ask the audience a question, encourage interaction and ask for honest feedback at the end
I.T Skills: I shall continue to learn and practice my computer skills.. Modules like Digital Skills and Research Methods have been immensely helpful in this regard. My I.T. skills have greatly improved.

Family Commitment: In the area of family commitment, I shall ask my spouse to take time off work to help with picking the children from School in order for  me pursue higher education.
Conclusion
This report analysed 6 employability skills which are valued by employers.  I will be  developing the skills I don’t have yet through the knowledge I will gain by being a student at University of Wales Trinity Saint David. This will boost my CV in search of the job I want in the future and make me employable in the future.
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