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Introduction:
Every individual needs to possess or learn certain aspects so as to execute the activities assigned to it in a better manner at the workplace. Skills and knowledge helps an individual to deal with the situations arising at the workplace in an effective manner. There are various rules and responsibilities which an individual needs to perform so as to achieve the performance objectives.Employability skills provides knowledge of the time management which in maintaining the effectiveness so as to accomplish the targets. It also covers the evolution of the effectiveness of a person with the performance objectives so as to analyse the problems or issues affecting its performance and recommendation for the purpose of enhancing the performance. Motivation is an effective tool which helps in the attainment of the objectives or improving the quality of the performance in a better way.For this purpose there is a need to use motivational techniques and various methods for communication so as to communicate with others is an organisation in a better manner. There are various rules in an organisation which needs to be managed in an effective manner so as to solve the problems arising at the workplace.With rapid development of society, the competition between companies are also increasing.












Discussion of Employability skills:
Employability skills are defined as skills required not only to gain employment, but also to progress within an enterprise so as to achieve one potential and contribute successfully to enterprise strategic directions. Today despite the degree, companies are paying more attention to the employability skills of the graduates, but there is no uniform standard of employability skills. What employability skills the graduates should have are dependent on company actual operating conditions and different companies have different standards.Through a wide range of literature research the result of what the employability skills needed by companies are almost the same, and can be roughly divided into the following basic skills.
What the employers want from the graduates are not only focus on the degree but pay more attention to their employability skills.  In order to win their competitors in the fierce competition, employers want graduates who have a wide range of skills to bring to the work environment and need the employees with multi-skilled to fulfil many different rules. So graduates who come into the workplace must have the skills needed by employers. With the purpose of making ourselves become more competitive in the future job market first we should find out  what the employability skills the employer wants for graduates. Then according to the employability skills do the personal swot analysis and make an action to improve ourselves. Employability  skills divided into the following the basic skills: There are 

Communication Skills:
The companies views are based on the latest CIPD/KPMG quarterly Labor market outlook, a survey of over 1400 uk employers, the key attributes employers look for in school leaver recruits are communications skills, work ethic and personality, communication happens all the time in the workplace having effectiveness. Communication skills can make us have a good relationship with colleagues and superiors, thus can create a good working environment and help us complete the work more efficiently. Having good communication skills not only can make the existing customers become more satisfied with the product and services provided by us but can affect more clients and cooperate with us.i feel deep sense of gratitude for this rare opportunity to address the concept of the importance of communication to such a respectable body of students.I may be politically incorrect but as part of the information age generation, i try to incredibly hard to convince myself that despite the lack of appreciation of the significance of communication, it is the most powerful tool one can have. To say the least communication is complex while it may be regarded as a personal expression of oneself, it is an exchange of communication, a method of coordination, an agent of social change and a process of development. At the same time, communication is a potentially devastating weapon. Beyond this what i need to call attention to is the unrecognised power of communication. We take communication for granted just, just as we take our eyes, our power of vision for granted. I take the perspective that communication is a powerful instrument applied in unlimited ways, and which makes up one of the principle forces that control and form human behaviour. To explain the significance of communication is like to human can survive without interchange.First communication is crucial for the development of a person.
SWOT Analysis:
After identifying the employability skills that are needed by companies, I make a personal SWOT  analysis based on actual experience and self assessment. 

Strengths: 
I have good teamwork and organising skills. According to the results of my self assessment test, i have a great mark in humanistic-encouraging and affiliative. In the group work I can build on ideas with other members and as a team leader I usually will make plans to allocate tasks to the group members to make sure everyone enjoys the task they are assigned to. I am good at self management. I can manage my time well and get things done without being pushed. Usually I will write down the things that I need to do and sort them out according to the importance and the time sequence. After that I will write them to the calendar so that I can know clearly what and when I should do next. I do well in learning. I am willing to put in time and effort to learn new skills. As a student, beside the major I also join the free english class and the assessment centres mini module to improve myself. I have technology skills. I am not only having the basic computer skills but also can use specialised software packages. Since I have learned business decision modelling in my first year and now I am also learning applied management and decision modelling, all of them need to use the specialised software packages so i learned how to use them in the course. 

How I Improve my Weaknesses:
It is a tricky question, never quite sure how to answer my weaknesses. There is always that temptation to pick something which is not actually a weakness and fact makes me look good.Sometimes i think i am a bit too punctual. In actual fact, this is not what employers are looking for. Everyone has their weaknesses, even the biggest CEO in the world, and acknowledge these weaknesses and rectifying them is the real key to success. If I sit there in an interview and act like I am a perfect, the recruiter will see right through it. So how do I identify what my weaknesses are. And how should I go about improving them. These steps below should help me spot these flows and tackle them appreciatively. The first thing to do is to think about what skills I actually need. I mean, I am rubbish at maths but since my job involves writing all day long, this does not really matter. Similarly there is no point in stressing about the fact that my grammar is not up to in stressing about the fact that my grammar is not up to scratch when my job is all numbers and spreadsheets. So do some research into your career and what skills employers are looking for. We have also got loads of advice on this. Make a list of the top skills I need and work from there. Once I have figured out what kind of skills I need, I take a good long look at myself and decide which skills i think i have mastered. People often throw buzzwords like communication, team work, leadership and interpersonal skills into a job application, but stop and think about whether I do actually possess these skills. Think about feedback I have received, whether it has been at school or university, or as part of a team. If people have called you out on something, what ways is it for.it is easy to get defensive about this sort of thing and try to blame someone else, but often I can pinpoint some part of your behaviour which is at fault too.

Opportunity:
Opportunities are opening or chances for something positive to happen, but we will need to claim them for yourself. They might arise as developments in the markets you serve, or in the technology I use being able to spot and exploit opportunities can make a huge difference to your organisations’ ability to complete and take the lead in your market. Think about good opportunities you can spot immediately. These do not to be game-changers, even small advantages can increase your organisations competitiveness. What interesting market trends are you aware of, large or small. Which could have an impact. You should also watch out for changes in government policy related to your field. And changes in social patterns, populations profiles, and lifestyle can all throw up interesting opportunities.

Personal Development Plan(PDP): 
Personal development planning enables individuals to take charge of their own learning. Learning becomes a proactive as well as reactive process, designed and prioritised to support immediate development needs as well as longer term ambitions AUA postgraduate certificate in professional practice (Higher education administration and management (OUVA). A personal development plan enables me to identify key areas of learning and development activity that will enable me to either acquire new or develop existing skills and behavioural attributes for the following purposes:
                             *Enhancing performance in my current role.
                             *Addressing anticipated changes in my current role.
                             *Addressing career aspirations towards a future role.

 Time management:
Time management involves the ability to plan and prioritise my workload to maximise personal efficiency. Employers need people who can manage their own time and make adjustments to priorities and deadlines as new issues and tasks arise. If one person in the chain fails to deliver on time then it can impact on the whole project or process and have serious consequences for the business as a whole strong organisational skills are crucial to time management, as is the ability to respond to changing demands. On a more personal note, my goal should be to achieve a balance between my study, work and leisure time. Some of the most important time management skills include there are:

Organization:
Staying aware can help me maintain a clear picture of what I need to complete and when. Being well-organised might mean maintaining an up-to-date calendar, being able to locate certain documents easily, having a tidy environment and taking detailed, diligent notes. 

Goal Setting: 
Setting a goal is the first step to becoming a good time manager. Goal setting allows me to clearly understand my goal and what exactly I need to prioritise to accomplish it. Setting both short and long term goals can lead to success in my career.

How i good at university workplace:
I am a career driven person. I want to work hard to ensure my own success, but i also believe,
Very deeply, in work life balance, and I had never found an employer who shared this belief until I started working at university. I work as hard as I did in the commercial sector, and work late when I need to. But i also know that, in general, it is ok to leave work on time, and to leave work at work. In my previous rules, it was inevitable that my work life would creep into my home life, and i was constantly exhausted by worrying about the next work day while trying to fall asleep.

Set Short Term And Long term Goals:
Practicing regular goal-setting can help me clearly understand exactly what I need to accomplish to achieve a certain result. To hit larger, long term goals, identify smaller milestone goals along the way. For example, if i have a goal to be promoted within six months, i might need to set smaller goals to improve on certain skills. My goals should be specific, measurable, achievable, relevant and time based. For more on setting goals. 

Problem Solving And Decision Making: 
We are faced with hundreds of decisions everyday. We chose when to get up this morning, what clothing we should wear, and even whether to read a book. Most of the consequences of the decision we make throughout our day are relatively trivial or non-consequential. It probably did not matter too much if we decided to sleep an extra minute. Many of our decisions do not need much thought. Relatively small, routine, or mundane choices generally do not require us to spend a lot of time or energy because the outcomes associated with these types of decisions probably do not affect us very much. In other cases, however, we need to spend time to think about our decisions, especially those related to solving problems. 



Conclusion: 
This section of the program aims at providing knowledge of the key elements discussed in the program so as to provide a better understanding of these key elements. This section explains the importance of the various aspects related to employment and skills and knowledge required for the purpose of execution of the activities during performing the duties. It explains the role of motivational techniques and time management strategies in improving the performance of an individual so for the purpose of coping with these aspects there is a need to possess skills and knowledge of these aspects. 
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