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Executive Summary

I was asked to discuss in my report, the benefit of employability skills to an employee and an employer.
The report includes discussions of the skills and benefits.
It shows why the skills are important and how each skill is a benefit to either the employee or employer. 
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Introduction


This report refers to the benefits of employability skills to an employer and employee. The report will include skills which have been discussed in class. It will go through the skills and benefits in more detail. 



























Findings

This report will cover the employability skills that benefits employers, these are listed below with the explanation.
Written communication skills is a benefit to the employer, as staff will be able to communicate effectively across a business between other departments, this will reduce mistakes or confusion across a business.  
Verbal communication skills are a good way to show an employer that a person is able to communicate effectively with their speech and able to get their message across.
Team working skills shows the ability to be able to work within a group and help the business further by getting along with everyone on the team. Employers know that working as a team work will be completed quicker as there are more people to help, than if a person was to work individually. 
Time management skills are a benefit to all employers, as they can rely on their staff to attend work on time, able to meet deadlines and also able to prioritise and organise their work load. This puts less strain on the employer as they have well trained staff who can deal with the pressure themselves. 
Creativity skills is great for employers and also employees. For employers it is a benefit because they will gain new ideas for their business and new processes they can implement, this will give the employer advantage over other businesses in the same sector who may not have staff who have this skill. 
IT skills is also great, these days as nearly everything is on computers or laptops, if you already have the skills, the benefit to employer would be that they do not have to spend time and money training you on how to use computers or laptops. 
Presentation skills are a benefit to a employer as it shows the employer this individual is confident, will be able to sell and deliver group presentation for the business. The employer can ask the individual with these skills to deliver presentations instead of the employer doing it themselves, saving the employer time which they can use elsewhere. 

According to the ‘Flux Report by Right Management’ the skills to develop in employees to drive company growth is leadership and management skills, these two came on top with the highest percentage of 62 percent. So if an employer spots that an employee already has these skills or experience they are more likely to be offered a management or team leader position, as any employer will always want the company to grow, to meet the demands of the industry they work in.

Employee benefits
Critical thinking skills for an employee is a very good skill as the employee can show they have the ability to analyse facts, come up with new ideas and organise their ideas. Also the ability to defend opinions, make comparisons and evaluate and solve problems. They can demonstrate this using ‘blooms’s taxonomoy’. They can give an example of something they have created or a new idea they came up with, show what the justifications are, how they decided this idea would work, and defend their new idea against any arguments or opinions by getting their arguments across. Show the comparisons that have been made to ensure this is the best idea or creation. They can also show how they tested the new idea to prove it works. They can then show how they have applied the idea, give them a detail into how well it worked or what can be done to improve. This information can then be used to understand why something might have gone wrong or understand how something has worked so well.
By using this theory they can remember the steps and what was achieved on each step. 
Analytical skills will make a employee stand out and be noticed by their employer. As they will have the ability to collect information and analyse it. They will be able to spot any problems and come up with ways to fix the problem. They will be able to brainstorm their ideas and show it to their employer. An employee who has this skill is a advantage to an employer, as employers like someone who can spot issues and solve problems and also give new and logical ideas for the business to grow. 
Another benefit for an employee is being resourceful. For example if the employee is new and they are not sure how to get a certain job done, if they are resourceful, they can help themselves without having to ask for help. Although asking for help is not weakness an employer will be able to see that this person is able to think quickly and complete a task by overcoming any difficulties they face along the way. The employee will be able to use any resources they have at hand and making use of what they have in front of them. The employee will be able to overcome such difficulties and get on with the next job at hand whereas their other colleagues may be still trying to complete the first task due to not having this skill. 
Listening skills for an employee is very important, in order to know what the task is an employee must listen to everything being said and take in all the advise offered. Listening and taking down notes will help an employee in their work, as they have taken down a lot more information than those who did not listen effectively. Also by listening properly it will result in less mistakes and confusion being made. Listening and expressing interest in a conversation shows that the employee is keen to learn and interested in what they are doing. 
To be able to take notes and gather information and ask probing questions, an employee can find out a lot more on a topic that is being discussed or a meeting taking place. The employee will be demonstrating their ability to take down notes and use them later in their work. By asking probing questions they can eliminate anything they might have misunderstood or find out more information that will be of use to them. Also asking open questions they can have a better understanding of peoples opinions and views, and start a topic of conversation which welcomes everyone to participate in. 
Presentation skills for an employee is a great way to stand out from the rest of the crowd and show the employer that you have skill and potential to take the business to a higher level with the creativity skills.
An employee who is able to give and accept criticism will continue making improvements if they take on the feedback and look at it as a way to move forward and gain respect as well. If an employer provides feedback to other individuals or the business, the employee is providing them with constructive feedback which they can also use in a good way to improve or check their processes again to see if they can make change for the better. The benefit to the employee is that they are showing a willingness to learn and find ways of correcting their own mistakes as well as others.  



Conclusion 

My conclusion to the findings above is that employers will always look for the best person for the job, which would be the person with the correct skill set for the role. Also a person who has the skills but is able to demonstrate they have already applied this in a previous role or elsewhere will have an advantage of others who are applying for the same role. Employees will look for ways to save their time and money, so If they are able to recruit someone with the skills they are looking for it is a benefit to them.
Employees should make use of their skills to demonstrate their credibly and always strive to improve.





















A Reflective Account 
By Taslima Raza
18/07/18

Part 2
Introduction
I believe it is important as an employee to reflect on your work, as this will enable you to see where you can make improvements and what you could do better if the same opportunity came up. By reflecting on your work you can also see how well you have done and congratulate yourself on the things you have achieved. You can also write down your feelings on something you have done or something you felt at the time. By writing down and reflecting on your work, helps you to organise and prioritise the most important things first. 
I have provided a reflection theory below which can be used to reflect on your work thoroughly and at the end create an action plan. An action plan can set out goals and targets to reach, and how to reach it. You can also add what resources will be helpful to your course. 
‘By three methods we may learn wisdom: First, by reflection, which is noblest, Second by imitation, which is easiest, and third by experience, which is bitterest.’ 
Confucius cited in Karen Honnett Devleoping Reflective Practice in Legal Education (Warick Warwick Printing Press, 2002). 





















In this section I will talk about the academic skills areas which I have enjoyed on the course and what I need to improve on. 
I enjoyed delivering a presentation, unfortunately due to personal circumstance I was unable to present in front of the class but I was able to present in front on my lecturer. The reason I enjoyed delivering my presentation is because I did not except to do so well and it was a surprise at the end when I found out I had lasted for more than four minutes, which was close to the time limit for the presentation which was set at five minutes. I was very pleased with the comments from my lecturer. This also has given me some confidence in presenting again in the future. 
I also have enjoyed doing academic writing, which includes referencing, paraphrasing and writing in the third person for my report. I found paraphrasing a very enjoyable task because it gave me more understanding of a sentence or a paragraph. It has given me the skill to use it in the future if I do not understand something I can paraphrase it so it makes more sense to me. 
For referencing I have enjoyed it, although I think I will need to still improve on it.
Using the third person format in my report was challenging but enjoyable. The challenge for me was to not go back to writing in first or second person format in between writing the report, it was hard for me to stick to writing in third person. When I read back my report I could see the difference between reading it in a first or second person to a third person format. This again has given me a bit of experience writing this way. 

Conclusion
I have written about the academic skill arears which I have enjoyed during the course. I have concluded there are arears in which I need to improve. For example: In my previous assignments I think I can reference my sources better, by putting them in alphabetical order and also researching on how to use the Havard way of referencing correctly. I will need to write more assignments or essays and practise more on the referencing side of things. In my spare time I will also read examples of referencing so I will be better informed when it comes to writing my own. 
I also conclude that although I enjoyed delivering a presentation, to move forward I will need to be more confident when delivery a presentation, I will do this by practising more, possibly starting by practising in front of family and then friends. Once I feel confident enough and gained the experience I will further my skill by presenting in front of other groups. I was very nervous to start of with on my first presentation which I mentioned above, however I will be able to control this the more I practise. I also got confused when presenting as I was lost with my notes, I could not find where I had left off. I need to read over my information before presenting. Have a clear mind and not be distracted. I will need to learn to organise my presentation notes beforehand so that when I am presenting I do not forget where I am and what information I need to deliver. 
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