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Executive Summary
The purpose of this report is to analyse what are employability skills and how important are they to 
the employers. Therefore, what are the drawbacks by not having theses skills, advantages when 
using these skills effectively and making any improvement if needed. Skills can be developed by 
attending suitable courses according to job specification. Also, to gather information on the skill 
required for the researchers dream job, which to be a Corporate Banker and the qualification 
needed.
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Terms of Reference

The report has been requested by Marie Pitson on 30th January 2018. The purpose of the is to 
analyse what employability skill is and what skills required for researcher dream job.  This report has 
been produced by Runa Begum.  While writing this report the researcher had some problems, such 
as how to structure the report, finding an effective way to research information and had to write the 
whole report twice because the first one got deleted. The researcher had to stay calm and have 
patience while writing, to overcome the problem. The submission deadline is on 2nd of march at 
3pm.

















Procedure

The procedure has been used to write this report, is researching online by using the search engine 
Google, to find information on various websites. Also, by using some text books and the information 
gathered from attending the lectures, for the course Certificate in Higher Education: Skills for the 
Workplace.







Introduction


To have a brilliant future (Trought, F. 2012) suggests employees need to understand what Employability means. Employees will have to prioritise to develop Employability skills and what they mean for the employee.  First, individuals need to understand what employers want and what skills are valued.   It can be done by having Personal Development Plan. Employability skills are required for an individual to get in employment. According to (Youth Central 2018) every employer wants employees to have employability skills also there are specific skills required for specific job roles, such as Medicine, Law, Engineering and Finance. (Morgan, P. 2017) also agrees with this assumption.

Furthermore, having employability skills are essential because these skills can help get jobs, give 
stability and help employees climb up the ladder and gain promotion, (Youth Central, 20018). 
The researcher will be looking in to employability skills in more detail, as well as looking at the 
dream job, which is to work in a bank and the skills required and how these skills can be developed.  
To be successful in employment an employee needs to use these skills in the correct manner for it to 
be advantageous otherwise it will be disadvantageous.




 












Findings
There are various skills in the employability sector. In this section the researcher will talk about these 
skills, also talk about the specific skill required for the dream job.

Time Management
According to (Morgan, P. 2017) time management is important in many ways, such as making sure 
there is a balance between work and leisure, able to do what needs to be done without stressing
or having someone to check constantly, achieving deadlines, (Youth Central 2018).

(MindTools,) explains that good time- management makes a person work smarter, and whoever can
Manage their time more effectively are the best achievers. If a person learns the techniques behind 
time management it can be a huge benefit in employment and in personal life.	

(Best Finance Schools 2017). As a banker there will be time when multitasking is essential. Taking on 
many tasks at one time can create problem, to prevent this issue time management is vital. 
Therefore, prioritising and arranging time for paper work are effective use of time management. 
Delegating simple tasks to others in workplace shows the ability to manage time effectively.

Advantages of time management are having less stress, more opportunities to achieve goals and 
being able to achieve a good reputation in the workplace. Clear disadvantages of not managing time 
effectively will mean missing deadlines, the quality of work will be poor, more stress, and reputation
in a workplace will be affected.  Time management can be developed/improved by planning, 
prioritisation, keeping a dairy, (Morgan, P. 2017).

Communication
(Maund, A. 2017) highlights for an individual, a team, or an organization to be successful,
communication skills are the foundation of employment.  Also (Morgan, P. 2017) discusses
communicating effectively shows the ability of understanding what needs to be done and enables an
individual to perform well in almost every job. It is important to understand how the process of
communication works. Each individual adjusts to different communicating styles, depending on the
situation. For example, a leader needs to be confident and consistent in the communication
otherwise it will be confusing and show lack of ability to lead. However, when with friends that 
individual can relax and enjoy the company of others.  There are many ways individuals/employees
can communicate, by written, spoken, active- listening, face-to-face and giving feedback. Written
and spoken, is an essential requirement for employers.

When using written communication, employers expect accuracy in written work and the ability 
to write a persuasive email or a report with a high standard of literacy. 

However, when using spoken communication speech control is important as well as volume, 
Some speak louder than others. Confidence and clarity are essential when speaking in a meeting 
or speaking on the phone.     

Active listening is important to be able to respond to what other people are saying, it is the most 
common and Important communication used.  Being able to listen properly will help in decision 
making, it shows respect to others also people will communicate openly. Employers like good 
listening skills.

Face-to-face is the best way, because it is easier to understand how individuals express   
themselves, by using body language, facial expression and tone of voice as well as the
ability to send clear messages and get feedback.  Employers like to use face-to-face for the      
interview and selection of staff.

When giving feedback communication skills are important between employer and employee.
Feedback needs to be clear and specific otherwise there could be misunderstanding.  Making sure the 
feedback is positive and helps the employee develop expertise in an area and not merely criticism. 
Using correct timing is essential for the feedback to be effective.

(Lambardo, J. 2003) explains communication in a workplace can help employee have job satisfaction.
Employees wants to have the ability to share ideas, thoughts, and concerns through communication.
They also want to feel secure that the information they are receiving are accurate, updated and 
have an effective communication flow.

Communication in banking is very important, it helps to create good relationship between the banker 
and the client. Also having open and clear communication gains trust and respect towards each other 
(Mortlock, S. 2016).

The advantages of having effective communication skills gives people empowerment, provides clear
direction, increases productivity and success, also creates self-satisfaction, (Pepa, N. 2017). The sign 
of disadvantage shows Lack of professionalism, poor communication and time consuming, (Bender, J. 
F. 2017). Communication skills can be improved by asking question, having good eye contact, reading,
listening, recording when speaking and putting away any electric devices, (Wolf, C. 2016).


Decision-Making/Problem Solving
Decision making and problem solving are used every day at work or in personal life, (Morgan, P. 
20017). A problem solver needs to be clever and use creative thinking techniques, when faced with a 
problem. If creative techniques do not work, then creative thinking is needed. Decision making, 
problem solving, creative thinking has a common factor, which is called effective thinking. But there 
is some difference between them, for example thinking creatively on an original idea without having?
to decide or solve a problem? when solving a problem, the elements of the solution is in the problem. 
to find the solution creative thinking required. (Adair, J. 1997). Having ability to solve problems with 
the information given when others cannot, is called effective decision making. Decision making needs 
wide range of skills, such as evaluating what the problem is, deciding what solution should be applied 
to the problems, is the solution realistic and how to use the information given. (Morgan, P. 2017). 

To have more advantage in decision making/problem solving more discussion required, taking time 
when making decisions, finding a quiet place to make decision and reading. Disadvantages can be 
being under pressure, having blockage, obstacle or barriers. Improvement can be made by developing 
creativity, recognising blockages, by following creative and rational problem-solving processes and 
understanding the problem. (Morgan, P. 2017).

IT/Computer  
(Ingram, D. 2017) Suggests computer skill is essential for work. Almost every job requires the basic 
understanding of computer skill or knowledge, because it can improve work performance and put an 
individual ahead of others.  Having computer skills can be valuable to employees’ portfolio in the work 
place. Computer skills provides many opportunities, such as getting promotion within the workplace, 
ability to work on challenging tasks or teach others how to use certain computer programs such as 
Microsoft word, spreadsheet, data entry.  If employees want to show desirability to employers than 
they need to improve and polish their computer skills by understanding how internet works. Theses 
days more people communicate through email, skype, Facebook, WhatsApp. However, when 
employers motivate their staff to improve computer skills, it will help in productivity and solve 
problem that can coast money and time.

When working in banking computer skill is essential but training is always given. The knowledge excels 
is very important because financial modelling and project work will be involved, (Prospects, 2017).  
 
Advantages of having computer skill improves communication, increases work performances, helps 
get work and promotion. Difficulties are limitation in work, time consuming and coast money. 
Improvement can be made by attending training and development in the workplace classes, 
computer-based training classes, (Karehka, R. 2013).

Leadership
(Doyle, A. 2017) Explains good leader needs to be honest and show respect also can explain clearly 
and listen. Therefore, leaders should be available to discuss any concerns or issues employees have. 
Motivating, recognising work, giving rewards and assigning duties based on ability shows good 
leadership. Positive attitude creates positive atmosphere therefore, employees feel comfortable and 
willing to do extra hours if needed. A leader needs to take responsible for failure and success as well 
as show commitment towards work and be flexible. 




Dream job Corporate Banker
Corporate banker deals with companies rather than people daily. The services they offer are loans, 
credits, trade finance, and treasury. Their clients are small/medium to large companies. There are lots 
of responsibilities for corporate bankers such as meeting with clients, discussing financial requirement 
and giving appropriate advice, writing reports and promoting banks services. 
                            
Analytical 
(Doyle, A. 2017).  Analytical skill is important when working in corporate banking because it gives the 
ability to analyse, gather information, solve problem and make decisions. These skills can be benefit 
and increase company’s productivity. Analytical skill is used daily by detecting patterns, observing, 
theorising and collecting data and making decision on the information available.  For the workplace to 
run smoothly and to avoid unnecessary problems analytical skill is important, (University of Kent 2009) 
also agrees with this assumption. 

Interpersonal
Interpersonal skill is needed to work as a corporate banker because interacting with others either in a 
group or individually is essential. To be successful in work or personal life interpersonal skill is 
important. Interpersonal skill is part of communication therefore, having effective interpersonal skill 
can communicate effectively with customers and clients even with family and friends. (Skills You Need 
2009).

Numeracy/Mathematical
(Businessphase.net), Every profession requires numeracy skill. In corporate banking numeracy skill is 
vital. Having basic skill provides the ability of understanding and analysing information to reach a 
decision and collect data in different format and present them. Basic skill can make a difference in all 
aspects of life and be employable. These skills are not just for work it is also needed in personal life 
such as paying bills, shopping, budgeting, and saving, 




Negotiation
In banking industry bankers use negotiating skill to build good customer/client relation based on trust. 
Negotiation skill helps seal deals, solves any disagreement client and co-workers have, also gains 
respect from them. Having excellent negotiation skill makes an employee a dealmaker and a perfect 
leader, (Staff, P 2016). Negotiating skill required in career advancement. If the employee goes past 
perfection, then will be more thoughtful in negotiating, (The Negotiating Institute 2017).

Education 
(Study.com 2013) Explains to be a banker the education required are high school diploma, 2-4 years in bachelor’s degree in business administration with banking and finance management. 	






















Conclusion
To conclude, the information gathered from employability skill and the dream job shows these skills 
are important to be employed. The employee needs to recognise the weakness, strengths in these 
skills and develop/improvement according to the job specification. Therefore, if the employee is 
weak in computer/IT, then will be difficult to get employed, (Ingram, D 2013). Improvement can be 
made by attending computer based and development in the workplace classes, (Karehka, R, 2013). If 
communication is the strength, it can be more developed by asking questions, reading, listening with
clarity and using electrical devices less.
This report highlights, the researcher has weaknesses in some of these skills therefore, identifying 
them is essential, and they are negotiation, leadership, decision making/problem solving, 
interpersonal. If the researcher wants to proceed with the dream job, then improving will be 
required. Improvement can be made by setting out daily or weekly work plan, attending suitable 
classes or online classes. Improving these skills can make an individual successful in personal life as 
well as in working life.  
The researcher also needs attain the qualifications to become a corporate banker. By attending a 
course in bachelor’s degree with business administration and finance, banking management, also by 
doing an internship degree.













Recommendations

If the researcher wants to pursue a career in Corporate Banking, then some actions are required. 
They can be done by taking Personal Development Plans, doing a daily and weekly work plan. 
Attending suitable courses according to job specification. 
Therefore, if the employee needs to improve in Leadership, the courses available online are 
LinKedin.com, INSEAD.edu. 
If weak in Time Management, improvement can be made by prioritising, planning, keeping a dairy 
and using online courses, they are highspeedtraning.co.uk and reed.co.uk
Communication skill can be improved by listening with clarity, reading, asking questions and with 
online courses such as udemy.com and imhu.org.
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