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Introduction:

The aim of this report is to analyse significant employability skills that I have or I need to develop in search of employment opportunities. This report will cover some of the following employability skills that employers may look for and consider when looking for an employee. The following skills I have decided to select are communication, team working, problem solving, working under pressure, planning and organising. These skills have been chosen as if having a foundation of these skills is important, as they are transferable skills that an employee may use a wide range of work places. This report will reflect on experiences of where the skill played significance and will look at employers looking for these in candidates.

What are employability skills?
Employability skills are essential skills that are required in day-to-day jobs, these skills are what employers look for when they search for an employee therefore, and these skills make someone employable. Employability skills set a foundation for the employee to work with, such skills enable the employee to work well with others, problems solve to adapt into any work environment. Employability skills can also be transferable skills that the employee can take into any industry. Below, some key employability skills will be analysed in further detail. A survey conducted by the institute of directors(IOD)( these are directors who have recently employed people who have graduated), they was questioned the importance that employability skills had against other knowledge such as academic or technical or skills associated with the current degree. The survey found that, 36% had stated that employability skills are much more important, 29% stated that they were less and 23 % stated that they were of the same level as other knowledge. (Jobs. 2019)


Communication:
It is important to understand what communication is, communication is a process in which messages are sent and received, this may be done through verbal and nonverbal means. For example, being able to listen, question and also understand body language effectively. People who acquire this skill will tend to work well in group work and with people generally. For instance, in a business environment it means the employee is able to work with others both in a formal and informal way. Another section where this transferable skill may benefit is to problem solve and decision make. Employees may help identify and sort problems in which may include making decisions. (skillsyouneed 2017)

This is an ongoing transferable skill which I think I have, it is at a basic level which I hope to develop through my experiences. For example, communicating with colleagues in university such as doing team working activities and presentations helps develop communication skills, as I will be able to communicate with diverse group of individuals and be able to work with them effectively as a team player during these activities. An employee who does not possess this skill may miss out on important information and may not be able to work with colleagues effectively due to lack of communication.

Team work:

Team working included a group of people who have connected for a common goal. Tasks which include high complexity or require interdependent subtasks. Being able to team work effectively requires other skills such as being able to listen to other members of the team, being able to take other people’s ideas on board when making decisions and working for the team as a whole. The better one can be at team working the more successful the team may be by achieving the set goal. (Youth Employment UK, 2019) 

This skill is important as in many businesses people will come together and work as a team. An example of team working was shown during a group presentation for an assignment. The team was able to create a group chat where everyone was able to communicate as a team. The group chat helped to board information given by other team members and use this information towards the presentation. I was able to be a team player within the task as I was able to connect with my team players so that everyone was up to date with their roles and what is required to be done for the assignment. In future, it is important that team members know their own role and responsibility when working so that tasks are done effectively. If members of the team do not know their responsibilities this may lead to failure of the task. Lack of team working skill will mean you as an individual may not be able to work with a diverse range of people.  (OpenUniveristy, 2019)

Problem solving
Problem solving is a type of common job skills that will generally be required to any position and industry. Problem solving is being able to assess a situation and to then be able to appropriately solve the situation in the most positive way possible.  This is a skill that employers will look for in employees as this skill requires the candidate to be able to be creative with their thinking in situations which may arise on the job. (Wikijob, 2019)

Realistically, employers would hire someone who is able to take action to resolve a problem in comparison to someone who relies on someone to think of a solution to the problem. This is as employees are expected to use their own initiative and problem solving skills. This is a skill which I feel I could improve more on as I do not feel confident, this may be shown in an example of my previous work place. (Wikijob, 2019) 

During my own experience, I was given more than one assignment to do and the deadline was close to each other. Being a problem solver in this situation, I should be able to use my time effectively and start the assignment early and may finish the easier one first so that more time can be given on the harder assignment. Lack of this skill means that the employee may not use his own initiative to solve problems in the work place and will rely on others for support when problems arise. 



Working under pressure:

Being able to work under pressure means dealing with the limitations which may occur outside of control. These can be anything from, limitations due to time, not having sufficient knowledge required, the difficulty of the task or not having the resources available to complete the task. This is a skill which employers value and this is because, problems and challenges may arise time to time during work place regardless of how planned the event may be. Being able to respond effectively to pressure/stress is thus critical. (Careerweb, 2019)

However this skill is like the other skills mentioned above will also vary from person to person, some people will be able to work under pressure and thrive whereas others may panic. An example of working under pressure can be if I happened to lose my assignment data or work. This may add stress when trying to complete the work again. One of the first examples of working under pressure can be seen during interviews. The candidate is put under pressure so that 
he/she is assessed on how they deal with this effectively. (Careerweb, 2019)


Example of this would be during my work place where I was working at an airport, due to cancellation of flights and bad weather there were many passengers who did not board their flights. This meant that there was a lot of pressure put onto the business due to the lack of staff present. This problem overcame by staying extra hours and dealing with passenger enquires by guiding them to appropriate places and reacting calm to the situation. If an employee lacks this skill, he will feel stressed out and may not know how to handle the situation. This stress may affect them in and outside the workplace affecting performance of the individual.

Planning and organising:

This is a process which helps plan ideas and that have been decided on the steps needed to achieve the desired goal. This is important in all levels in the work place as managers expect employees to be able to plan and manage tasks on time by using their own initiative. This skill helps break down the tasks that are given and allows them to be broken down into sections, which are manageable. (Thebigchoice, 2019)

For example, if a task takes one year to complete it would make sense if the task was broken down into chunks such as four months’ review for three years and to then decide what needs to be achieved by them sections. Being able to plan another example can be by effectively being able to give a timetable where desired goals are listed by their following date/time.  This comes under time management and being able to prioritise tasks. Turning up to dates or meeting deadlines can also follow under this as this will make you as a n employee look more professional and will help jobs be done more effectively. Being organised and being able to plan can show the organisation how much care is being put forward towards the job, e.g. arriving on time and remembering information. Employers look for these skills in employees as they expect them to be organised. (Thebigchoice, 2019)

There are ways in which one can develop this skill similar to having a timetable mentioned earlier, one can also keep up to calendar dates by writing in appointments onto it, or to make a list of important tasks that need to be done by prioritising the most important first. (Thebigchoice, 2019)

This is a skill that i need to develop in the future to gain credibility in search of employment opportunities. Such as leaving work until last minute, this can be avoided by making plans and having a sketch of what needs to be done. Similarly, to put enough time throughout the day to make sure that i am able to work on the assignment. 

Conclusion: 

Employability skills are important skills that are needed in every workplace, as discussed above we can see that some of the skills are transferable skills that are needed in almost every environment. These skills are developing day to day in our lives and progress through our experiences. It can be seen that some of these skills interrelate with one another for example, team working and communication. 

[bookmark: _GoBack]Having a good foundation of communication skills will help enable team working, as you as an employee are able to translate information to other colleagues to achieve the desired goal. Throughout the examples there have been given examples of that skill within a work place setting and how the employee may need to improve in the future. Some disadvantages of not having these skills have also been mentioned so if not being strong in one skill may also affect another. 
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