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ASSIGNMENT TASK
Task: write a report of 2,000 words, in which you provide an analysis of relevant employability skills that you have, or need to develop in the future to gain credibility in search of employment opportunities. You need to consider the perspective of an employer trying to recruit

INTRODUCTION
The aim of this report is to analyse my current employability skills and those which I need to develop in future to gain credibility when applying for jobs in future. Employability skills are what makes you employable and are what employers look for when recruiting staff as well as relevant experience. As a general rule, employers are willing to teach someone the job specific skills required, such as how to operate particular pieces of machinery, or use particular computer packages that are very specific to that role or company.  However, they usually expect you to already have the other ‘soft skills’ before employing you because they are more difficult to teach.
The employability skills which will be analysed are: interpersonal skills, being reliable and dependable and a willingness to learn.

INTERPERSONAL SKILLS
Interpersonal skills are those needed to work well with other people whether that is as a team member or when dealing with customers or clients. Interpersonal skills help you to negotiate, identify and resolve problems as well as working well with employees.  A person with sharpened interpersonal skills is able to understand and connect with colleagues and clients. This makes the working environment less stressful.
There are many aspects to interpersonal skills including:
· Communication skills – these are skills needed to relay information accurately between people in writing or by speaking without misinterpretations. Verbal communication refers to the words that we use whether in person or in writing. Non-verbal communication is without words such as our body language and tone when speaking. Listening is very important when communicating it is how we understand the verbal and non-verbal messages which we have received.
The words we use to convey information has a big impact on whether or not what has been said is understood. For example, those working in technical positions are normally required to be able to explain things in layman’s terms so that those not in technical position can get the understanding.
· Emotional intelligence – this is the ability to identify, comprehend and manage other people’s emotions as well as our own in order to accomplish the task in hand.
· Team-working – is being able to work within a group. How closely you need to be able to work with others varies depending on the job but this is required for most jobs. 
· Negotiation skills – are the skills essential to identifying solutions to challenges which are fair to all parties. This can be done by persuading or influencing others into accepting the solution which has been identified.
· Conflict resolution - are the skills used to diffuse disagreements in a constructive way. These skills are undervalued until a problem arises.
· Problem-solving and decision-making – are the skills necessary to assess problems and find the best solution. This can be done without working with others but for some jobs there is a requirement to find solutions as part of a team.

BEING RELIABLE AND DEPENDABLE
Being reliable and dependable means sticking by your word and doing what you say you will do. It also means being proactive when you identify something that needs doing.
In order to be reliable and dependable you have to be organised and have effective time management skills.  This means you have an understanding of the time needed to complete certain tasks to the required standard as well as which tasks should be prioritised.
Being reliable and dependable means that you are trustworthy and conscientious. This means that you can be left to complete given tasks without supervision and are self-disciplined in that you can be trusted to complete all tasks including those you dislike. It also means that you stick to deadlines and can deliver your work in time without the need to be chased up. However it also means that if you can identify that a deadline cannot be met you seek the help of others. A conscientious employee will identify work that needs to be done and do it without being instructed to do so.

A WILLINGNESS TO LEARN
A willingness to learn means that as an employee you are eager and ready for opportunities which will lead to new ideas and experiences and you are always looking to expand on current level of skills and knowledge.  Technology evolves very quickly so it is always necessary for employees to frequently update and revise their skills.  Change occurs all the time in the workplace and employees naturally want those who embrace change and are adaptable and flexible.

CONCLUSION
Soft skills are more natural to some than others, although they can be improved upon they are part of our character by the time we reach adulthood.
Not all communication skills will be used regularly however most will be needed at some point in our working life depending on the job.  Listening however is very important as it can enhance customer satisfaction, increase productivity with less errors and more sharing of information which can lead to increased output. 


Decision- making is more natural to certain personalities, so these people should focus more on improving the quality of their decisions. People that are less natural decision-makers are often able make quality assessment, but then need to be more decisive in acting upon the assessment made. 
There are a wide range of employability skills that employees look for each person has a different range of skills which is unique.  In order to be a better employee we should identify the skills we have and use them to our advantage in the workplace.

There are some employees who only require that you are adaptable, flexible and are willing to take on new experiences.
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