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[bookmark: _Toc12915908]INTRODUCTION

With the rapid development of society, the competitions between companies are also increasing, what the employer want for the graduates are not only focus on the degree but pay more attention to their employability skills. In order to win their competitors in the fierce competition, employers want graduates who have a wide range of skills to bring to the work environment and need the employees with multi-skilled to fulfil many different roles. So graduates who coming into the workforce must have the skills needed by employers. With the purpose of making ourselves become more competitive in the future job market first we should find out what the employability skills do the personal SWOT analysis and make an action plan to improve ourselves.

[bookmark: _Toc12915909]WHAT ARE EMPLOYABILITY SKILLS.

Employability skills are defined as skills required not only to gain employment, but also to progress within an enterprise so as to achieve one’s potential and contribute successfully enterprise strategic directions. Today, despite the degree, companies are paying more attention to the employability skills of the graduates, but there is no uniform standard of employability skills. What employability skills the graduates should have are depend on company’s actual operating conditions and different standards. Through a wide range of literature research, the result of what the employability skills needed by companies are almost the same, and can be roughly divided into the following eight basic skills.
· Good Communication skills
· Teamwork and interpersonal skills
· Problem solving skills  
· Self- management skills
· Planning and organization skills 
· Technology skills 
· Life-long learning skills
· Initiative and learning skills       

[bookmark: _Toc12915910]GOOD COMMUNICATION SKILLS 
The CIPD’s views are base on latest CIPD/KPMG quarterly Labor Market Outlook, a survey of over 1.400 UK employers, the key attributes employers look for in school leaver recruits are communication skills (40% of employers rank this in their top three required attributes), work ethic (39%) and personality (32%). (CIPD,2006). Communication happens all the time in the workplace, having effective communication skills can make us have a good relationship with colleagues and superiors, thus can create a good working environment and help us complete the work more efficiently. What’s more, have good communication skills not only can make the existing customers become more satisfy with the products and services provided by our company but also can attract more clients cooperate with us.

[bookmark: _Toc12915911]TEAMWORK AND INTERPERSONAL SKILLS

In today’s society, only have the individual working ability is not enough, more and more works need a group of people to complete together. Work in groups can speed up the progress of work and also through brainstorming to create a better idea of the company.

[bookmark: _Toc12915912]PROBLEM SOLVING SKILLS

Four fundamental strategies are there with the help of which resolving a particular problem can be done.
1st Step: Understand the problem: According to Burris, for solving a specific problem, understanding the problem is the basic approach. Here, understand the problem reflects the concepts of recognizing the problem type as well as complexity and profundity of it. So basically in this step the problem is recognized along with its type (Strickland et al., 2013).
2nd Step: Creating a plan: Setting a proper plan for problem resolution is the second step. To decide what should be done at this circumstance is the problem with clear-out understanding of its gravity and discovering the type at the previous step, certain tools as well as techniques are developed in support of solving the particular problem. Along with this approach, other alternative techniques should also be developed for any sort of contingency situation.
3rd Step: Implementation: at this particular step, the highly authorized persons or the figure-heads of the organization give the order of implementing the plan which has been set at the second step. Among all the proposed alternatives, the most appropriate alternative in line with the current situation of problematic issues should be considered first (Strickland et al. 2013). It is because, with the implementation of the corresponding technique, the most favorable and expected profitability can be gained looking at the seriousness of the situation. 
4th Step: Evaluation: at this step, all the above-mentioned three steps are methodically checked on the basis of their problem solving competences. After that, when the results of the scenario come to the view, it is made sure at this step that no defect is there associated with the previous steps, as it could create further problems for the organization in future if any kind of defect which is identified, suitable reason for the defect should be discovered (Larson &Grey, 2014).


[bookmark: _Toc12915913]SELF-MANAGEMENT SKILLS 

A coherent concept for solving this problem comes in the shape of self-management and the new idea of work-life integration. Self-management means exercising leadership over your own person with the intelligent management of yourself. What’s important in achieving good self-management in everyday work is achieving as much self-organization, autonomy and self-guidance as possible. Work-life integration means achieving a flexible, dynamic interaction between different areas of life and work. In other words: self-management for successful work-life integration involve much more than just worrying about too very distinct sides of the scales containing work and private life. The idea of work-life balance assumes that it is possible to balance out both areas of life harmoniously. But in today’s working environment it is becoming increasingly clear that it is difficult, if not impossible, to strike a true balance between work and private life.

[bookmark: _Toc12915914]PLANNING AND ORGANIZING SKILLS

Organizational skills are some of the most important and transferable job skills an employee can acquire. They encompass a set of capabilities that help a person to plan, prioritize, and achieve his or her goals. The ability too keep work organized allows workers to focus on different projects without getting disoriented or lost, thereby increasing productivity and efficiency in the workplace. Managers look for employees who can not only keep their work and their desk organized, but for those who can also adjust quickly to the organized structure of a company. Staying organized the workplace can save a company time and money. Organization skills are essential for multitasking and keeping a business running smoothly and successfully. Employers aim to recruit applicant who can work to achieve results consistently, even when unforeseen delays or problems arise. (Worker with strong organization skills are able to structure their schedule, boost productivity, and prioritize tasks that must be completed to another person, or eliminated altogether)
Organization skills encompass more than simply keeping a clutter-free desk area. While maintaining a clear space to work in is important, neatness is only one of several key organization skills. Employees with good organization skills are also able to keep themselves calm and prepared with systematic planning scheduling 

[bookmark: _Toc12915915]TECHNOLOGY SKILLS

During the last 15 years, we in education have move at light speed in the area of educational technology. Whether you are involved in higher education, secondary education, elementary education, or special education, all of us find it difficult to catch up, keep up, and put up with fast-moving computer-based technology. Not since the introduction of the blackboard  we seen a piece of equipment make such a difference in how 

[bookmark: _Toc12915916]LIFE-LONG LEARNING SKILLS 

In order to make the company development sustainably, only require employee continuous learning can let the company keep pace with this rapid-developing learning skills can also bring benefits to the company.

[bookmark: _Toc12915917]INITIATIVE AND ENTERPRISE SKILLS 

Employees recruited by the company are all with multi-skilled, the company may frequent transfer their employees to different departments and to take different roles within a company. So this require the employee have the initiative and enterprise skills to adjust themselves easily to new situations and can take the job quickly. 

[bookmark: _Toc12915918]PERSONAL SWOT ANALYSIS 

After identify the employability skills that needed by companies, I make personal SWOT analysis based on actual experience and self assessment test through the internet.
[bookmark: _Toc12915919](S)TRENGTHS

I have good team work and organizing skills. According to the results of my self assessment test , I have a great mark in humanistic-encouraging and affiliative. In the group work I can build on ideas with other members and team leader I usually will make plans to allocate tasks to the group members to make sure everyone enjoys the tasks they are assigned to. I am good at self management. I can manage my time well and get thing done without being pushed. Usually I will write down the things what I need to do and sort them out according to the importance and the time sequence. After that I will write them to the calendar so that I can know clearly what and when should I do next. I do well in learning. I willing to put in time and effort to learn new skills. As a student, beside the major I also join the free English class and the assessment Centre mini module to improve myself.
I have technology skills. I am not only having the basic computer skills but also can use specialized software packages. Since I have learned the business decision modeling in my first year and now I also learning the applied management and decision modeling, all of them need to use the specialized software packages so I learn how to use them in course.


[bookmark: _Toc12915920](W)EAKNESSES

I am weak in problem solving; when I face problems usually cannot see all sides of them My communication skills are. My communication skills are weak. I am an introvert and I am not good at communicate with others. I feel shy when I talking to strangers.

[bookmark: _Toc12915921](O)PPORTUNITIES

I can find a part-time job through the future to learn managing people and business. I am more employable than other if I get work experience in UK. 65% of international employers indicates that they are more willing to employ the are more willing to recruit graduates with overseas work experience.
I have an opportunity to get a good job if I finish this program Certificate of Higher Education Skills for the Workplace Business and Management. 

[bookmark: _Toc12915922](T)HREATS

From to time you will most likely come across a factor that both a threat and an opportunity. If the employer’s business is going though a period of great change, your may regard this as a e threat in term of job security, but it should also be seen as a perfect opportunity to offer to take on a bigger workload or a project outside of your usual comfort zone, says Firth. Redundancy itself is a definite threat rather than an opportunity for most people. 
 

[bookmark: _Toc12915923]PERSONAL ACTION PLAN 

After I finish the personal SWOT analysis, according to my own situation I make an action plan base on SMART

[bookmark: _Toc12915924]TIME MANAGEMENT SKILLS

Having lived and worked in 2 different countries, I have yet to meet anybody who didn’t want to improve their management skills. Even those with strong time management skills realise that there is always room for improvement. Becoming productive with your time is all about seeking to make constant and never ending improvements to the way that you perform your work. Thankfully, there are many time management skills which you can improve to help you to get better results. One of the biggest mistakes made by those struggle with their time management skills are entirely behavioural e.g you set a goal and you work on it. However, the truth is that many of the most important time management skills are entirely cognitive i.e they are thinking processes.
Understanding time management skills, to many times we think of time management as one skill and so, we attempt to improve that skill. But that is akin to treating a football team as if it is just one player. For a football team to be successful, it needs all its members to do their job properly and work all together. Time management is like your football team. All the different time management skills are key players on your team and time management is just the sum of all these skills. The greatest football managers have excellent man management skills. They are able to identify which player is not playing to the best of is ability. They then give that player a little extras support to help them improve their performance. Time management is very like that. You need to identify which of the time management skills is letting you down, so you can intervene and make the necessary improvements.







[bookmark: _Toc12915925]NEGOTIATION SKILLS

What are negotiation skills, and why are they important to employers? Negotiation within a work context is defined as the process of forging an agreement two or more parties that is mutually acceptable. Negotiations usually involve some give-and-take or compromise between the parties. However, negotiated agreements do not necessarily involve both parties meeting in middle because one of the parties might have more leverage than the other. Negotiations might result in formal agreements or may yield a less formal understanding (as in a verbal agreement ) of how remedy a problem  or determine a course of action. There are many different jobs where negotiation skills are valued including sales, management, marketing, customer service, real estate, and law. However, in general, being able to negotiate a solution is a predictor of workplace success.

Specific Actions:
Regardless of the line of work I enter, professionalism and integrity are important skills to master. Join professional networking groups and leadership development programs. Taking my business life seriously and learn how to effectively manage my time and deal with the work pressures. Familiarize myself with people in your industry whose level of professionalism I respect and work to emulate their action and behaviours.
Learning:
In case of group work, training is most fundamental factor, it is because in a team all the staffs might not have well experienced and familiar with the current situation of the organisation. Therefore, at first categorising the work force related gap is necessary. Job related absolute guidance should be obtainable at any time (Bowie et al., 2013). Availability of the assistance linked with the assessment of the team goal should be.



[bookmark: _Toc12915926]CONCLUSION

There is no doubt that employees who having a good degree will gain an excellent starting point, since a good degree helps employees open the door of finding a job, however, a degree alone is not enough, employers want much more from their graduate employees, they want employees can bring benefits to the company and let the company in an invincible position during the fierce competition. Through extensive research I summed up eight kinds of employability skills that most needed by companies. And I made a personal SWOT analysis based on employability skills and self- assessment test through the internet and actual experience which made me become more aware of myself. After that I made action plan for myself. I will stick to the plan and I hope that would help me improve my employability skills after I finish it. And get a good job in the competitive job market after I graduate. Knowledge is power, knowing what your strengths, weaknesses, opportunities, and threats are put you in a powerful position for action. 
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