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This essay aims to the discuss my employability skills in scope for future prospect of employment opportunities. 

With the rapid development in society today, the competition between companies are also increasing between the academic skills and employability skills. Finding good workers and training them are top priority for employers when hiring future employees. While employers would prefer to hire people who are trained and ready to go into a job position and work, they are usually willing to provide the specialised, job-specific training necessary for those lacking such skilled areas. 
Employability skills are the basic skills necessary for getting, keeping, and doing well in a job. employability skills are generic in nature rather than job specific and are transferrable across all industry types, business sizes and job levels from the entry-level worker to the most senior position. 

To ensure the smooth running of a business each employee hired helps in their day to day roles to maintain this. Employers need reliable, responsible workers who can solve problems and who have the social skills and attitudes to work together with other colleagues. 
I will explore the main employability skills required for employment and reflect on areas I feel that I can improve within myself to further increase my employability. 

‘every workplace will be different and the skills required for performing well will be different. Working in a multinational organisation is going to be very different from working in a small startup business with six or seven other people, so the importance of the skills will vary and each context may require you to apply them in different ways’ (The business student’s guide to study and employability, Peter Morgan)
Today, in spite of higher education awards, companies also focus their attention to the employability skills of the graduates, the skills the graduates should have are governed by the company’s working conditions and different companies have different standards. Although there are no set criteria of employability skills, there are basic skills all candidates must possess which are vital within all organisations. 
Communication Skills
‘Communication is a complex process which does not always produce the outcomes you intend. checking that the understanding of your message(s) is the same you intend with those who receive it is always important.’ (The business student’s guide to study and employability, Peter Morgan)
We are constantly communicating in the workplace to ensure information is passed on efficiently and in an appropriate manner. Having effective communication skills can allow us to establish good working relationships with colleagues and superiors. This in turn creates a good working environment, helping us to complete working more competently.

There are many different ways to communicate in order to successfully pass on information to others. 
Written communication such as email or letters enable you to get information across to the person intended allowing you both to have evidence of conversations and also saves time allowing you to move on with other work related duties. It is important to take time and ensure written communication comes across professional and clear without being offensive as the person receiving this may not personally know you therefore may interpret this differently to how you intended. 
Oral communication such as face to face and telephone conversations are more personal and allow you to be more flexible in what you are discussing and can explore different aspects or make decisions more quickly than waiting for a response in writing. It is important when communicating orally to ensure important information is noted down and conversations are followed up by written communication where necessary to ensure you have evidence to back what has been spoken about. This will help greatly if anyone else within the workplace need to made aware of what is agreed or spoken about in these discuss where they may not have been present. 
Teamwork skills
In today’s society, having one individual working ability is not enough compared having a group of people working together to solve problems and achieve the collective goals for the business. It is important not to lose sight of the common goal when working within a team as issues may sometimes arise when there is a lack of communication, poor communication or lack of commitment. 
Teams must be of a reasonable size to avoid becoming dysfunctional and have the relevant knowledge and/or expertise to ensure each skill complements each other harmoniously. The aims should be clear and they should be committed to them. Team members should have a sense of togetherness which comes from them supporting on another creating a strong bond between them. This can in turn create lasting relationships throughout working together. 
Problem solving Skills

We deal with the decision of making many decisions every day. Problem solving is the application of ideas, skills or factual information to achieve the solution to a problem or to reach a desired outcome.  They are 4 different processes to solving a problem:

Clarify the problem:
It is important to get to the bottom of the issue, having a confident attitude without trying to please others will help in finding out the main cause and eventually finding a solution to the problem. 

Establishing the cause:
When referring the rational and scientific approach (Charles Kepner and ben Tregoe) defining, describing and establishing the problem can be very straightforward and can lead to asking probing questions in order to make you explore. Testing the most probable causes allow you to see what issue described are having an effect and will eventually lead you to verify the true cause. 
Developing options: 

Once the main issue has been identified, you must generate option which may help to resolve the problem. This relies on creativity to think of ideas which will become solutions as well as balancing the rational and intuitive.
Making a choice:
 Once the issue has been established, you need to make a choice on which solution to implement. You’ll need to think how to implement this solution when and which people need to be involved.  It is important the chosen solution is capable of addressing the current issue with increasing the chance of creating another problem.  

Self-management skills

Self-management skills are the features that can enable an employee to feel and be more productive in their day to day duties within the workplace. Self-management skills can come in handy for an employee to communicate and interact efficiently with fellow workers, supervisors, and even customers. They also help employees make good decisions and improve time management. Companies also need graduates to have these self-management skills so that they can ensure they are able to complete their workload alone or almost alone, without the need for someone to stand over the employees continuously and tell them want to do. Good self-management skills require you to be a good decision maker. This means you are able and willing to take a complicated issues or projects and break it down so that a solution can be found. 
 
After looking at the employability skills that companies look for in potential candidates I have made a SWOT Analysis based on my current experience.   
Strengths:
I have good team work and organisational skills, according to the results of my self-assessment test https://www.mindtools.com/pages/article/get-started.htm where I scored 56, I have a great mark in personal mastery and time management. I am able to lead myself and make good decisions when it comes to making future choices.

I can also management my time well and get things done without being micro managed. In my job I have a list within my daily planner that I like to stick by writing down the things I need to do within my work day and sort them out according to importance. Once finished I am able to mark them off my list, this allows me to keep track of my progress throughout the day.
These skills also apply to my learning, I am willing to put in time and effort in to learn new skills. As a student, besides my course I can also speak with my tutors to find out if there are any drop in sessions I could attend outside of my timetabled lessons to improve myself.

I am computer savvy and not only have the basic computer skills needed everyday use such as email and Microsoft programmes but can also use specialised software packages specific to my job role. 

Weaknesses:
Skills that I need to improve on include communication, where I need to ensure I am clear on the information I have received and letting others know when I am unsure. When it comes to problem solving and decision making I feel I my current position does not require me to make these type of decisions for the team although I am able to identify and solve problems that may occur within my role. I do not currently have any experience within leadership and management within a work based team although I feel like I am able to take on this role within an educational environment. 

Opportunities:
I have an opportunity to progress into a more senior role within my current job if I take the right steps and apply my current skills and use facilities available to me to improve on other skills. I could also speak with senior members within my company to discuss my future aspirations and explore what options are available to me to enhance my skills and progress.
Threats:
Without taking the steps mentioned above to improve my skills and create more opportunities for myself, there may be other candidates with all of the skills required which put them in a better position to secure a senior role over myself in having already worked within the company. 
Below I have looked at specific actions I can take to help me identify areas for improvement and what I can do to improve myself using the SMART (specific, measurable, attainable, relevant and timely) goal setting acronym to help me achieve these goals in the main employability skilled areas.
Communication skills:

· Participating in the activities that are organised by school community 

· Building good relationships with fellow class members.

Within this term I can achieve this by:
· Presenting and participating in class discussions

Problem solving skills:
· I can speak with my manager within work and ask for my responsibilities to enable me to utilise my problem solving skills 
ens doors for futur teady workeirements and deadlines what i  to becoeme inding a job as this opens doors for futur teady workeWithin this term I can achieve this by:

· Analysing the requirements of school assignments to enable me to meet these requirements and deadlines
Teamwork skills:
I can continue to be creative within any group assignments and lean toward delegating to also improve on my leadership and management skills
Planning and organisation skills:
· Arranging study and daily lives at university and continue to improve on note taking and reading over notes. 

· Improve on my self-reflection skills once tutors have marked and handed back assignments. Asking questions anything I am not clear on any working on advice given.
ens doors for futur teady workeirements and deadlines what i  to becoeme inding a job as this opens doors for futur teady workeHaving a degree will without a doubt give you a good starting point when finding a job as this opens doors for future candidates, however this alone will not be enough to help in securing that position. Employers want much more from their employees, they want people who are able to bring other skills needed to lead the company in an invincible position during the fierce competition. Through extensive research I summed up four kinds of employability skills that are most needed by companies. I created a personal SWOT analysis based on my actual experience employability skills and a self-assessment test I completed through the internet which made me understand my current position more clearly. Based on this information I was able to create an action plan for myself, with my future goals in mind. With the plan in place I hope this with help me in my studies and once completed help me to become a great candidate for any future job roles I apply for after graduating.
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