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Executive Summary

The purpose of this report is to analyse the employability skills required by an employer in a suitable candidate and to compare and see what skills the researcher has and how to improve them. 

This report includes a summary of skills and why they are required for the job role of a teacher.

The researcher has chosen and discussed some of the most important skill. These include time management, team work, communication skills, ICT, flexibility, presentation skills, problem solving and analytical skills and leadership skills.

The conclusion talks about what the researcher has found during their research and have also given recommendations on how an individual can aim to improve their skills.
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Terms of Reference


This report was requested by Marie Pitson on the 30th of January from Nazrin Karim. The report is to be submitted on the 2nd of March.  The report talks about employability skills required by employers and how the researcher can improve their skills. It also covers how the skills are important for a teacher.
The researcher came across many barriers while preparing this report like finding the correct way to research into thing and learn from them and finding time to do this around the family. 
	



















Procedure

To complete this report several books, articles and websites were read by the researcher.
























Introduction

Employability skills are extremely important. Every employer looks for different skills in a candidate depending on the job role, but all employers look for general employability skills in all candidates. In short employability skills are skill required in an individual to make them suitable for an employer to employ them. There are ten main skills they look for in a potential employee, communication skills, problem solving, team work, initiative and self-motivation, organisation skills, flexibility, self-management and ICT, (Youth Central, 2018).

Further studies and graduation is a good thing to have however there is a lot of competition in the world and when an individual applies for a job there will be many others who will also have similar qualifications, so it is important to have individual skills and personal qualities that can Make the candidate stand out from others. An individual may experience different job roles in their career so different employability skills are useful as they are transferable and can be adapted to the candidate’s situation (Goldsmiths, University of London).















Findings


Teamwork 
A very important skill required by an employer when recruiting is people who can cooperate in a team. Working in a team can mean working as part of a group or even in a pair. Being a good team player is when the individual can contribute their ideas confidently and equally, taking responsibility and be able to take criticism and feedback from others as well as give their own. The candidate must be assertive and accept the criticism positively which they can use to learn from and improve their selves with (University of Kent, 2017).

The researcher has had a lot of experience in team work and is quite confident in saying that they are a good team player but still improvements can be made. This can be done in many ways for example more networking, going out and interacting more.

Good team work skills in a teacher helps teach students the fundamental skills of working together as part of a group to reach their goal and can benefit them later in life. Teachers also requires team work amongst themselves for many reasons like planning out tasks or looking at improvements in the way they teach. Cooperating with parents is also part of good team work (McQuerrey, 2018). 


Communication skills

      6.2.1 Verbal – Speaking and Listening

Having good verbal communication requires being able to express the individual’s views and ideas clearly with confidence. Employers like a candidate who can speak in using the appropriate speed, tone, voice, volume and be clear and concise. Maintaining eye contact is also important. Along with speaking it is important to watch and listen to pick up the correct reactions and feeling being expressed by others involved in the discussion (University of Strathclyde, 2018).


Writing skills

The Recruitment and Employment Commission state that a big number of C.V’s received by the recruitment agents had either grammar errors or spelling mistakes. These errors are more likely to be found in the age group 21 – 25 and shockingly more common in graduates then in someone who did not go to university (University of Kent, 2017).
Having good written skills means being able to express yourself clearly using language with precision, taking notes and being able to edit and summarise correctly. Some important elements of writing are the layout of a content (structure), the way something is written (style) and what is written (content)(University of Kent, 2017).

The researcher thinks their communication skills are average and can be improved. The researcher is not as confident as they would like to be and needs to be more careful about word choices, be comfortable in what is being said and try to earn respect.

Good communication is one the most important skills required in a teacher. Having good communication means having a positive relationship with the pupils and parents or adults who come in to the school (see fig.2 in appendices). It is important to model good communication skills to the pupil for example, checking what we are saying in stress or excitement so that the children have good understanding of what is expected from them. Children are taught to communicate in a good manor but if the teachers themselves forget this it will make it hard for pupils to understand the boundaries of what is acceptable (Burnham, Baker, 2010).

Time Management

Time management is a very important skill required in any job. As stated by Morgan (2017), being late for meetings in a workplace could mean losing a sale or missing a deadline can cause other issues at a work place. Employers may see the candidate as being unreliable and can make it difficult for the candidate to find a job or may mean losing the opportunity for a leadership role. It is not possible to control time, so it is important to control our lives, prioritise thing and plan ahead.

The researcher has found that a good way to keep up with important dedications in life is by using ‘The Management Matrix’ developed by Stephen Covey, which can help manage time using two categories, importance and urgency. This table can be found in the appendices. 

Time management for teachers is known to be much more complicated than someone who works in an office or other industries as teachers face many unique challenges through a teaching day. A teaching day is normally planned and scheduled so the teachers need to work efficiently in the time limit they have. Teachers are required to be available for children and parents outside class times. And again, the children learn from teachers, so it is important that teachers are always on time (Francis, 2018).

Problem solving and Analytical skills

Before any decision is made and to be able to think critically the individual needs to understand how the decision-making process works and what can affect their decision (Maund, M.S, P.T, 2017). According to Cottrell, 2015, problem solving skills is valued highly by employers as they like a person who can complete tasks or solve problems using their own knowledge and very minimum input from others. 

Critical thinking is the aptitude to analyse something and evaluate in their beliefs to help reach a decision (Maund, M.S, P.T, 2017). Analytical thinking can be thought of as being something negative as it could mean hearing or saying something that may not be nice or maybe something painful that someone may rather not know. Morgan 2017, argues that critical thinking is a bit of both. It can mean finding something that maybe many people may not have noticed or thought about. 

The researcher agrees with Morgan, 2017, that having these skills can be important in many job areas as it can prove an individual’s alertness and it can also have positive reactions in improving something. The researcher is aware that they need a lot of improvement is this area. There can be many ways of considering an individual’s critical thing, for example by assessing their thinking and behaviour which can simply be done by taking a piece of information and writing questions on it (Morgan, 2017).

Teachers have an important goal to teach children to think productively, creatively and evaluate ideas when solving problems. Therefor it is essential for teachers themselves to be able to think critically so they can model to the pupils and encourage them to think analytically (Education for problem solving, 2017).

Leadership Skills

Leadership qualities can be beneficial to an individual as it is often looked for in a candidate as they show that one has the capability to motivate and lead a good team or group. With leadership skills a candidate is more likely to be able to use their own initiative and make decisions. To have good leadership skills the individual needs to be able to prepare themselves and think fast without having to wait for someone to guide them (Elevations network, 2016). 

The researcher is aware their leadership qualities can be improved by trying to learn new skills, be confident and try to step out of their comfort zone more.

As a teacher, leadership skills are required daily as they have a whole class to lead. Whether its planning lessons, assemblies or just simply motivating children, leadership is a essential part of the role (Randstad, 2016).

Flexibility 

Being flexible means being ready to be able to adjust to changing circumstances, like working times or location. This can help employees maintain a work/life balance and help employers improve productivity and efficiency of their business. Some work places consider flexibility as a strategic move rather the benefit for their employees as they are aware that those dedicated will not leave any task incomplete, in fact will make sure any unfinished work is complete (Sabell, 2016).

Flexibility comes along with adaptability in a teacher. Both comes together and are very important as a teacher needs to be flexible to adapt around sudden change due to certain situations. A teacher needs to flexible enough to meet pupils needs or it could become difficult for them to give their students the best learning experience (Netcom, 2018).

Presentations skills

Being able to give a good presentation is important as it can show how confident the candidate is as well as present the individuals self-projection and communication skills. In some jobs presentation can be like a screen test for a higher job role. According to, Lees 2018, a good presentation can be achieved by planning, doing drafts and practising. Memorising an opening sentence is also a good idea and lastly closing with a strong sentence in which the message the individual wants to portray is left in the room.

The researcher thinks a presentation is a good way of showing people your personality and it brings out the import skills you have.

ICT Skills
ICT skills is any sort of technology used to store, retrieve, transmit or receive information electronically. This could be through computer, phone, email, mobile phones, etc. Having ICT skills is a great benefit as it gives you the ability to deal with large amounts of information more efficiently and more quickly. Having ICT skills in the workplace is important as it improves your speed and the breadth of your knowledge, but some people argue that it can make people lazy, over reliant and can make it difficult to think for themselves. ICT skills also gives an individual the benefit of other useful abilities like spread sheets or using PowerPoint for presentations (Holmes, 2011).

The researcher thinks improving ICT skill is beneficial for any work place as it is highly used in all job rolls and will probably be, used more and more in the future. ICT skills can be improved by simply taking extra classes or even just by more networking.

It is essential for teachers to have basic training on ICT as computer can also be used as a teaching tool. Teachers can use ICT to engage pupils in school activities and is also good way of constructive learning (Miranda, Rolo, 2002).
























Conclusion 

To conclude, the researcher has found that having employability to skills is extremely important for any job role. Every job role has its own requirement, but some skills are beneficial to any job and therefore are looked for in a candidate by employers.

Communication skills are important as they bring out an individual’s personality as well as other skills like presentation skills and analytical skills. Having these skills can show the employer how the candidate is different from others. Being flexible can show how dedicated the candidate is and can help prove that the candidate is willing to adjust to the job needs. Along with these team working skills and leadership skills are equally important as these show that the candidate can work alongside others and take feedback and use them to their benefit. ICT skills show that the candidate has technology knowledge to keep up with the modern world.

The researcher has found that all these skills are required in teacher as they will help in benefiting the way the individual teaches as well as helping the candidate be a good role model to pupils and be able to teach children how to improve their skills in the right way. 















Recommendations

Below is a list of ways the researcher can improve their skills.

Time management:
Setting clear goals, (Kent university, 2017) 
Breaking down goals into steps, (Kent university, 2017)
Be organised (Kent university, 2017)
Prioritise (Kent university, 2017)
Use the ‘Time management matrix’ (Covey, 1989)

Team work:
Understand your goals (Maund, Schriek and Tinkler, 2017)
Understand the role and responsibility (Maund, Schriek and Tinkler, 2017)
Ask for opinions from others and learn from them (Maund, Schriek and Tinkler, 2017)

ICT skills
Take extra classes
Do more networking (Maund, Schriek and Tinkler, 2017)
Browse online and try different programmes (Maund, Schriek and Tinkler, 2017)

Communication skills
Watch and listen to others (University of Strathclyde Glasgow, 2018)
Speak slowly and clearly (University of Strathclyde Glasgow, 2018)
Develop a logical structure when writing (University of Strathclyde Glasgow, 2018)
Use appropriate gestures, facial impression, posture and mannerisms(University of Strathclyde Glasgow, 2018) 

Problem solving and analytical skills
Clarify the real objective (Morgan, 2017)
Establish possible causes (Morgan, 2017)
Understand the strong and weak points of the argument (Morgan, 2017)




Presentation skills
Be confident (Lees, 2016)
Keep eye contact with audience (Lees, 2016)
Speak clearly (Lees, 2016)  
Try and learn what to say rather then read the notes (Lees, 2016)

Leadership Skills
Build a good relationship with others (Morgan, 2017)
Learn to take criticism positively (Morgan, 2017)
Be more confident (Morgan, 2017)
Try to accept more challenges to gain experience (Morgan, 2017)
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Appendices

Fig. 1 Time Management Matrix 

              (Steven Covey, 1989)

fig. 2	
                                                                          Effective
                                                                     communication	being considerate

being clear on key 
points

	Building positive                          remembering issues
	relationships with                       which are personal
                                                      others                                          to them
       showing respect

	maintaining a
                                                                     taking time to                                          sense of humour                                                                                                                                               
(Burnham, Baker, 2010)
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