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Introduction



At the following work I will be talking about the employability skill gained during this module, the ones that I have not had and the ones that I had, how developed them. Deeper explanation about time management and bout the Priority matrix. Also I will be talking about the employer/recruiter perspective when is “hunting” for new member for his/her team. What an employer or recruiter is looking for and in what facts they are focus at the time to recruit new staff members. The importance of a well-structured CV and how should be done to catch the recruiters attention ASAP.

























ADEMIC AND EMLOYABILITY SKILLS


Employability skill could be defined as a skill needed to make me employable and the employability depends on my knowledge, skills and attitudes on how I use those assets. 
To make myself a better candidate/competitor I can check a list of the top employability skills of what a potential employer is looking for.
· Communication skills
· Teamwork
· Problem solving
· Planning and organisation
· Self-management  
· Time managing 
The skills named above are some of the learned in the previous module and those have been developed with the course of time. 
Communication skills: Is ability that most of the people have. Is a skill that helps to communicate with others, being able to communicate effectively is not an easy job. Being able to communicate professionally with your superiors, workmates and colleagues is crucial. Does not matter the industry that you work for, this will give all the necessary skills to get hired and be successful, throughout the work career. According to (Doyle, 2019) there are 10 communication skills:
1. Listening
2. Nonverbal communication
3. Clarity and concision
4. Friendliness
5. Confidence
6. Empathy
7. Open-mindedness
8. Respect
9. Feedback
10. Picking the right medium


Team working: Team work is vital if you want to work efficiently with your colleagues and teammates. Most likely a new employee will have to work as a member of a team at some point, could be life, class project or as simple as organizing a birthday party. The better you communicate and work with others the most successful team you will be part of and will be much easier working with synergy and achieving the goals. May be having some difficulties while working in a team, those difficulties could be a good example of lack of experience and good beginning to start improving team working skill if case it needs to be improved. 
Problem Solving: This skill is one of the I keep developing day by day, it has helped me to determinate the cause of a problem and find an accurate solution for it. To solve a problem effectively will be necessary to resort to different skills such as: Research, Analysis, Decision making and Dependability. Problem solving skills can be improved by;
· Seeking out opportunities to solve a problem. By putting myself into an unexperienced situations.
· Observe how other solve a problem. Observing an experienced workmate can be helpful to improve your problem solving skills, or also asking relevant question to your experienced workmate and apply his tips and advices in my own career.

 Where I work (Hospitality Industry) has given me the opportunity (in a way) of dealing with problems almost daily. By solving problems I mean dealing with staff discussions, misunderstanding and of course with clients.
Planning and organisation: This skill in my opinion should be one of the majority or all the people should have. To have a plan in advance and knowing how to organise it is the key of a successful job. Having this skills will help you to manage your own time, sources and tools to achieve your goals and aims. Organising and planning are a powerful couple, as those are become. As a famous saying goes” failing to plan is planning to fail”. From the recruiter perspective, organising and planning are essential skill needed to be recruited. This skill could be applied in any of this circumstances, such as job, working in a team, even with your personal life as well, will help you lots.
Self-management: Self-management, Is counted as a part of panning and organisation, when an individual is well self-managed will have higher probability of success, also these particular skill will help an employee to feel and being more productive at the work place. Self-management skill can be one of the most difficult skills to learn. Having a good control of this skill will make you a productive employee and increase your productivity even in your personal things. Here is also included Responsibility and well known of commitments. 
Time managing: Having a good control of this skill is not very difficult as a concept itself, but it is surprisingly difficult to put on practice. It needs a little investment of some time in advance to organise and prioritise our needs. Once the objective is achieved, organising and prioritising will be part of your daily bases. The key of the success of having a good time management is the understanding the difference between urgent and important 
· Urgent: Is a task that requires an immediate attention, whether give them that attention may or may not matter.
· Important: Is a task matter and if is not executed may have a serious consequences.
For example:
[bookmark: _GoBack]Answering a phone call is urgent: If we don’t pick up the phone the person who is calling will hang up and we will not be able to know the reason why was that person calling for. However it may be an automated voice message telling me about new offers in the local supermarket. This is not important.
Going to the dentist regularly is important: If we do not go to the dentist with frequency we may develop a gum disease or other different problem but if we do not go that often to the dentist and we leave it for too long we may end up having a toothache, then will become urgent.
Picking you daughter up from school: If we are not there at the correct time she may be end up waiting by herself at the playground or classroom and sad waiting for you. This is both urgent and important.
Watching funny videos in social media: Which one is the reason for us of doing this every day and one of the first things to when we wake up/ get up? This is one of the thing that we have avoid doing. This is neither important nor urgent.
Being able to know the distinction between important and urgent is the key fact of prioritising the time whether at work or home. 
[image: C:\Users\Isa\Desktop\uwtsd\Academic and employability skills\priority-matrix.png]
The skills named above have helped me to improve myself and develop the skills that I had to make them better and myself be a better competitor for a recruiter.
Having the skills named above and some others have helped me also to know and consider employer`s perspective. By employer`s perspective I mean,
· What employers are really looking for?
An employer is looking for a complex candidate which will have a developed skills and  a good background, according to (Skoulding, 2019) four out five candidates are missing out on their desire roles due to a lack of soft skills on their CV`S. 
There is also something a bit controversial, are the employers looking for an experienced and wise employee or a recent graduated non experienced employee? Well there are some pros and cons, in a way is very good to have an experienced employee which means as employer you will not be much worried about the performance and work done by the experience employee but also it means that that person may have some habits that will be that may not be beneficial for the employer. In the other side if as employer I consider to hire a recent graduated and with not much experience, I might be taking a risk but also I will be taking some benefits/advantages from this person. By taking benefits I mean that person as does not have experience will be more flexible to accommodate and mould to the company/business needs.

· What an employer check before give an opportunity to have an interview? 
As it`s obvious, the first document that an employer sees even before meet the employee for the first time is a CV. A good CV should be well structured, having a well structure CV increase our probability of having the opportunity of have an interview. To have an interview is the best chance to SHOW, to show all what you have gained after all, could be your studies, years of experience, having different roles and duties in a company. 
· How long a recruiter/employer take to analyse a CV? 
A well-structured CV does not need to take more than 10sec. According (Sanburn, 2019) the average of reading a CV is 6sec. Within 6sec the candidate should take the recruiter attention as much as possible, could be a short time if you think, but if we analyse this information we might be missing our best candidate. As it is a sort time to impress the recruiter is very important to have appointed the information that we want to show to the recruiter to get the job.
At the first look of the CV the recruiter will be focusing in the layout of the CV, the format that it has been done and the cover letter. Cover letter will be needed if you want to apply to a specific job, for example you are answering and advert, there is where you have to add some more information as reference of the advert for example.
· What a candidate need to have to go further after the interview?
For the candidate to get further, to the next stage of the interview will be necessary to pass through the interview questions. For this the candidate should be answering the questions with precision and secureness. Providing the right information in your CV will help to be more confident when the interview face to face arrives.


Over role the skills that I have seen during this module has successfully help me, developing my understanding and general knowledge was much easier to achieve my targets. But there is something about the PRIORITY MATRIX missing, I could say that I found a small gap in one of the parts of the matrix, which is the non-urgent and non-important square. In the example given above was appointed something that most of the people do, which is check social media at first place. This can be important in a way however, depending on each person situations. This can be calcified as a waste of time. However we can prevent this by minimising distractions: the most common distraction found is:  The phone, as it is the personal device that we use at all time is also consider the most addictive (Melinda Smith, 2019).


In conclusion the Academic and Employability skills that I have learnt during this time has gave me the ability to focus in the skill that I am not good enough. And be aware myself of my weaknesses and strengths. Also has gave me the ability to emphasise and organise my time and ideas, being able to prioritise my tasks, thanks to the PRIORITY MATRIX. This matrix I already started applying on my daily tasks, at work, at University or either just on my  leisure time as a simple as planning  a classmates reunion.
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