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1.0 [bookmark: _Toc56158131]Introduction 

This report will critically analyse the importance of employability skills in the workplace today. It will cover; what employability skills are and why are they important, what is the benefit of employability skills to both employer and employee, whether the employability skills have always been important and if they have changed over time. This report will also focus on important employability skills such as time management, emotional intelligence, digital competency, and resilience. Employability skills are the main skills that an employee needs to be a good candidate for employment. However, employability skills are not only important for the employee to have, the employer also needs the employability skills for their business to be successful. 


[bookmark: _Toc56158132]2.0 Main findings

[bookmark: _Toc56158133]2.1 Employability Skills 

Employability skills are core skills that are needed to be ‘employable’. These include skills such as; communication skills, team work skills, computer skills, time management, resilience, emotional intelligence or digital competency. Communication skills are one of the most important employability skills. There are a few types of communication skills. Such as, verbal, non-verbal, written, and visual. These skills are very important employability skills. Teamwork skills are also one of the most important employability skills, these skills allow the employee to work with colleagues without conflicts. Computer skills are very important due to large amount of work is now being done technologically. Time management, once again, is an important employability skill to have, as it allows the employee to be organised, which is important at work. Resilience is also important employability skill, as it allows the employee not to give up. Emotional intelligence is sometimes considered to be a very important skill due to the intelligent work being now done by computers and robots. Digital competency is also an important skill for the employer because, modern technology is used in nearly every job and the digital competency is the ability to work with the modern technology.

[bookmark: _Toc56158134]3.0 Why are employability skills important? 

[bookmark: _Toc56158135]3.1 Communication skills 

Communication skills are classed as one of the most important employability skills. According to V, Kashyap (2019) communication skills are important at work because it avoids confusion and therefore, prevents unnecessary time wasting and mistakes. It also allows the employee to communicate well with customers, co workers and managers. This is important in any work sector. Communication skill is a three-way process and it is, therefore, important to notice other people’s non-verbal signals. Not only the mentioned ways of communication are important. Written communication is also very important at work, this is because it is important to communicate any relevant information through writing, it is also important to communicate any written information clearly to the reader with no confusion. This will avoid any confusion. Communication skills also improve the team building. This is because when good communication is performed, there is no confusion and little conflict and therefore good relationship between the colleagues. This results in better productivity within the company. Therefore, companies who invest in communication trainings are likely to be more successful than companies that do not. 

[bookmark: _Toc56158136]3.1.2 Teamwork skills 

According to BrightHR, (2020) Teamwork promotes strong working relationships, this is very important for the workplace. Good relationship will prevent conflicts at work and therefore, the business will run better. This also helps the colleagues to get on well and therefore, it creates a good working environment which also promotes the business. Teamwork can also create healthy competition with the colleagues, which is fun for the employees and effective for business. According to A, Marquis (2019) teamwork increases performance at work. It also increases the workflow speed as good team workers are less likely to confrontational towards each other and are more likely to accepts each other’s decisions. It also promotes learning from colleagues. Furthermore, it gives the employees a feeling of belonging. This suggests that teamwork skills are beneficial for both the employer and the employee. Good teamwork also enhance innovation, this is because within good team, there is good communication and therefore, more ideas are produced. The communication is better within a good team as the members of team are comfortable with each other and therefore are not afraid of their ideas being rejected. This is a bonus for the organisation, as there is a better chance of innovating. 

[bookmark: _Toc56158137]3.1.3 Computer skills

Computer skills are important as most companies rely on modern technology to get many tasks done. Good computer skills enhance the chance of being employable. Computer skills are skills that are needed in nearly every workplace, and it can also improve the chances of a successful career. It is also time saving. Computers have now replaced papers and pens and therefore, more work can be produced. Showme (2017) Better opportunities are out there for employees who have good computer skills. It is now almost impossible for an employee to grow in career without computer skills. For an employee to be employable, the very start of the employment process starts with a CV and cover letter. This already, requires good computer skills. The chances of being employable are higher when the quality of the CV and Cover letter is high quality. 

[bookmark: _Toc56158138]3.1.4 Time Management 

Time management is a very important employability skill to have. Not managing time appropriately at work can be very stressful and can result in the employee not being able to complete the work appropriately. However, managing time well can help the worker to enhance performance and reach goal faster and less stressfully. Furthermore, the quality of work is better when time managed appropriately, and deadlines can be met. It can also enhance the chances for the employee of getting promoted. S, Kashyab (2019) Furthermore, not managing time well can result in having less time for employees’ other commitments such as family, friends, and hobbies. Also, good time management results in having more time at work, and therefore the employee can learn other important skills or tasks for the job. The employment can be a very stressful and break free for the employee as the employee could not have enough time for a break. 

[bookmark: _Toc56158139]3.1.5 Resilience 

Resilience creates a positive approach for the job. Therefore, enables better problem solving and enables the employee to stay motivated. Resilience improves the overall performance for business as, resilient employees do not give up easily and get a sense of fulfilment of the negative situations as it is something that they can work through and grow from it. Resilient employees are good at dealing with challenges and this makes them more employable. L, Burton (2020) Resilient employees do not give up and therefore learn from their mistakes. This enables the employee to grow and have better opportunities such as promotions. 

[bookmark: _Toc56158140]3.1.6 Emotional Intelligence 

Emotional Intelligence is very important at work in 21st century. This is because, at many workplaces all the intelligent work is being done through computers and robots. According to K, Cherry (2020) employees with higher EQ have better interpersonal functioning, leadership skills, and stress managing. K, Cherry (2020) also suggests that EQ is recognised as skills that improves skills such as communication, problem-solving, leadership skills. This skill is a skill like other and can be improved by practising and training. The emotional intelligence in not only important for the employee but also very important for the employer. For an employer to be a good leader to their employees, the employer also needs to have good Emotional Intelligence. This is because, the employer needs to be understanding to their employees in situations such as family problems which are not work related but upset the employee at work, it is important for the employer to give their employees a chance to talk to the management about their problems. It is also important for the employer to understand and getting to know their employees not only in the professional way, but personal way. This improves relationship within the workplace. Which makes the employees feel happy to be working at such good place and therefore, it helps the business to grow. 

[bookmark: _Toc56158141]3.1.7 Digital Competency 

According to D, Martinez (2017) Digital competency is a very important employability skill. It is a skill that most employees require because most jobs now use modern technology and therefore the employees should be competent to work with modern technology. Not all candidates have digital competency, for example due to their background. However, it is important for the employer to give the employee a chance to learn within the team that is digitally competent. However, having the skills before being employed is a plus for the employee as they have better chance to be employed. 

[bookmark: _Toc56158142]4.0 Have employability skills been always important? 

Employability skills have not always been important as they are important now. This is due many factors and changes during the years. Years ago, technology was not used as much and therefore skills such as computer skills were not important to have as the jobs were done manually. Furthermore, skills such as written communication was also not used as much as these days. Also, employability skills were not as important as now because employers years ago would look at the education of the employee only rather than the skills the employee can offer to the organisation. 

[bookmark: _Toc56158143]5.0 Have employability skills changed? 

Employability skills have changed rapidly during the past years. This is due to modern technology and the use of it in work. Modern technology has replaced humans and much of the work is now being done technologically which is much quicker for example note taking. Furthermore, employers are no longer looking for the same skills employees had a decade ago. This is because, these skills are not as valuable now. 

[bookmark: _Toc56158144]5.1.1 Communication skills 

Communication skills have changed over the past years. This is because back in the days, non-verbal communication for example, was not as important as these days because technology is used. These days technology is used for things such as letters and emails. Back in the day, emails were not used as much and only letters were written by hand. This is now different, and non-verbal communication is done a lot on daily basis at work. Therefore, the skill non-verbal communication has changed over years. 
[bookmark: _Toc56158145]5.1.2 Computer skills 

Computers were not used as much or at all as they are used now. Therefore, the computer skills were not required by the employers at all. This have now changed, and the computer skills are required for almost every job. This is because the employers now do not have a choice and must use the modern technology as their business would not survive without it. For example, the fast food restaurants are not only required to use their telephone for ordering, but also need to use companies such as just eat or uber eats for ordering because they would not be able to compete without it and therefore bankrupt. 

[bookmark: _Toc56158146]5.1.3 Numeracy skills 

Numeracy skills are now not required as much these days as they were back in the days. This is because the modern technology has replaced the intelligence in employees. Back in the days, the numbers were calculated in head or via calculator. This is not necessary now, as the technology does it for the employee in most jobs. This can be a positive change, as it is time saving and allows the employee to concentrate on different tasks.

[bookmark: _Toc56158147]5.1.4 Emotional intelligence 

Emotional intelligence is not a skill that was required decades or two ago. However, as time has passed this skill is very important now for employers. This is because the technology does a lot of the intelligent work now for the employee and therefore, the emotional intelligence of the employee is now more valuable. This is because, the employee who has a high emotional intelligence is likely to get along with their colleagues and many other factors such as being a good and understanding leader. 

[bookmark: _Toc56158148]5.1.5 Manual skills 

Manual skills are now not required as they were years ago. For example, skills such as lifting, moving, and handling are now not as requirable. This is because machines and robots have replaced humans. A lot of the manual work is now being done by machine or robots and therefore, humans are not required to complete tasks as such. 

[bookmark: _Toc56158149]5.1.6 Using technology 

Although, many jobs have been replaced by technology such as robots and machines. Humans to some extended are still needed for completion of tasks such as moving. For example, using machines such as forklift. Even though, the forklift has replaced humans for the job of moving, at least one person is still required to complete this task. This is by using the machine. The employee is required to be trained and have relevant certificates and licences for the employee to use such machines. 

[bookmark: _Toc56158150]6.0 Conclusion 

To conclude, employability skills are skills that a person uses throughout their whole life, the skills are used even when the person does not know about it. For example, communication with family or counting money. It takes a lot of time for a person to discover what they are good at, for example, if driving is something that a person likes, that could be an opportunity for the person to get a job as a driver. At this time, some people may be forced to get two jobs to survive. People try a lot and are under pressure, which results in making mistakes. However, making mistakes and trying again shows the resilience in people. Some employers do not understand their employees and only expect the good results from their employees. This shows, the emotional intelligence is low at the workplace. Time management skill may not be a skill that everyone has. This results not meeting the deadlines and be behind in the work. Digital competency is not a skill that everyone has. For example, the older generation is not so digitally competent as the younger generation. The skills, that the older generation uses are the skills that employers required a decade ago. The skills that are required by the employers now have changed over the past years. Employability skills have always been important for the employer this is to ensure the right candidate with the right skills are chosen for the job for the business to be successful. On the other hand, the employees are looking for jobs that they use the skills they have and improve on them. Employees are happy to work in a positive, understanding and growing workplace where they can use the skills they have. 
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