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REPORT
 In my report I will be writing what skills that I have gained from working at a Post Office. Many years ago, I worked for my local Post Office. I went to work for a Post Office, as there were no entry requirements. Only literacy and maths were needed. And any experiences from shops, banks or offices were essential.   I had to be trained by another member of staff.
The skills that was required to work at a Post Office were;
· good math’s skills
· the ability to work quickly and accurately in a very busy environment
· a good memory for forms and services
· good communication skills, for understanding customer needs and explaining services

I became an experienced Post Office Counter Clerk who keeps up with all the changes to the postal rates and service features. Adapted at handling a busy post office service desk at busy times, helping customers to find the right service for their needs and handling customers enquiries. 
As a Post office counter clerk, I had to perform a wide range of counter and customer service duties, such as:
· selling stamps
· weighing, measuring and mailing letters and parcels
· sending mail abroad
· sending urgent or valuable mail.
· Post office clerks also deal with a range of services including:
· bill payments
· car tax disc renewals
· foreign currency
· travel insurance
· checking applications for driving licenses
· passport applications
· pensions and benefits
· lottery sales and payments
· premium bonds
· banking services.
Post office counter clerks use a computer system to deal with accounts and sales, keep records of all transactions, and provide receipts. They also promote financial services, such as savings and investments, to customers.
· Kept up to date on postal rates and services
· Had to be Physically and mentally fit
· Strong understanding of postal distribution methods
· Able to quote features on each postal service
· Excellent customer service skills
· Very strong communication skills
· Assisted customers in determining the proper postal service for their needs and in finding the right postal rate for their budgets.
· Patiently answered all customer questions and made certain that each customer understood the services available to them.
· Answered customer questions and helped customers to choose the proper post office products for their needs.

The skills that I started off with and had were just the basic skills which I had picked up from the time I worked for Tesco’s. Those skills were:
· Excellent Communication skills
· Computer skills
· Customer Service skills
· Teamwork
· Cash Handling
· Keeping work area tidy

WHAT DO I NEED TO WORK ON?
I need to work on my self- confidence. I want the ability to express my opinion without fear and be able to show who I am and not care about what others think.  
Confidence is a very important skill for work. I need to be able to speak out confidently at an interview as well as being able to speak in a group amongst others, if I’m going to be working with them.

[bookmark: top]WHAT ARE THE EMPLOYABILITY SKILLS? 
There are some job-specific skills that an employer is looking for, most employers will want you to have some general skills. These general job skills are sometimes called "employability skills".
Having employability skills can help you get a job. They can also help you stay in a job and work your way to the top. If you pass a job interview, chances are you'll be asked questions about your job-specific skills and your employability skills.
Employability skills are the skills you have developed inside and outside of school or college that you can transfer to work place.
· Knowledge and abilities relating to a job.
· The ability to identify suitable job opportunities and self-presentation for applications and interviews. Recruiter’s don’t always rely on your academics alone to automatically open doors for you after school.
· Many students already have the employability skills companies are looking for, but they don’t realise it.
Employability Skills I believe are also key for a job:
     -   Key behaviours
     -   Competencies
     -  Soft Skills
     -  Transferrable Skills
    -  Personal Skills
    -  Generic Skills
    -  Basic Skills

 Above everything, employers are looking for people who can use their initiative to look for ways of improving the way things are done, are committed to their employer and are passionate about their sector whether it be fashion, food or cars.
 The 2017 annual report from the Institute of Student Employers (ISE), formerly known as the Association of Graduate Recruiters (AGR), identified a new key skill that is in short supply among graduate hires: managing up, which means building a positive relationship with your manager and providing support so that you can work effectively together to meet the goals of the organisation. ISE members who took part in its annual survey, including many big graduate recruiters, reported that only 4% of their graduate hires could offer this skill at the point of hiring. Another skill which is important to recruiters is dealing with conflict, something the ISE survey found that only one in ten graduate hires is already able to do. (targetjobs.co.uk)

SKILLS TO GAIN CREDIBILITY FOR EMPLOYMENT OPPERTUNITIES
If you want to establish your credibility quickly with the team, you must care what other people think. To do this, you can start the process of defining your credibility by making your physical appearance presentable. Dress in the proper attire suitable to your specific workplace. Keeping up a professional appearance at work will help to quickly recognise your credibility with the team. In line with valuing people’s perceptions, it is important to really make every effort to care about other people. And not to try to get ahead for your own good. If your team members feel that you have genuine concern for them, your credibility level will rise. you can share how you would embrace responsibility. If you make a mistake, it is important that you have the courage to admit to it and decide on how to make it right. People who cannot take responsibility for their mistakes will lose credibility from their team members. By taking responsibility for your mistakes, you need to also take responsibility for your actions. For example, if you react to what people are saying or if you’re in a situation, rather than respond in a professional manner, you will not gain credibility. You must find a way to control your actions in a professional way and learn how to listen to criticism from others. Another way to gain credibility is to show your honesty. Being genuine in your conversations and the keeping of promises is an essential way to establish credibility with your team. When colleagues see that you have genuine intentions and maintain an honest relationship, they will happily welcome you fully into the team dynamics. You can grow these relationships by keeping information confident when something is shared in confidence. Also, when someone asks for your opinion on a subject, be honest with your response. Show the employers your development of your personal and professional skills. That shows that you want to achieve success. Working hard at your job and completing tasks on time makes your personal development and gain credibility from the team members. Lastly, if you do not know something, admit it. Taking the humble route and admitting that you have more to learn will increase your credibility level and the trust forming between you and your team members.

DISCUSSION OF EMPLOYABILITY SKILLS. WHAT DO EMPLOYERS WANT?
‘Employability are defined as skills required not only to gain employment, but also to progress within an enterprise. So, as to achieve one’s potential and contribute successfully to enterprise directions: (DEST 2002a).

 Many companies report that their number one problem is finding suitable workers. In the information technology industry where there is a shortage of about ten thousand workers is reported annually. Recruiting employees with good qualities comes at a high cost. Many employers have found that many people with good qualities are graduates or from college. It is one way to gain an edge in recruiting
Employability skills depends of company’s actual operation system and their different standards by different companies. The result of employability skills needed by the companies are almost the same, which are:
“Communication Skills, Teamwork Skills, Problem Solving Skills, Self-Management Skills, Planning and Organizing Skills, Technology Skills, Life-long learning Skills and Initiative and Enterprise Skills”- (MONASH, nd)
· Communication Skills- listening, speaking and writing. Employers want people who can organize and express their thoughts clearly.
· Teamwork- Environment at work today, involves working in groups. Employers want someone that can bring out the best or their job and in others.
· Problem Solving – People who uses their past experiences to identify the problem and solving it.
· Personal Management – Employees who can work out their priorities and working around them.
· Interpersonal Effectiveness – Not all Employers make notes on whether an employee can work or relate to colleagues and build a work relationship within the company.
· Technology Skills – Although training will be given, employers expect employees to have some experience with technology. At least basic computer skills.
· Management Skills – Some employees can manage a group of workers. Most employers look for this skill.
· Learning Skills – Jobs are always changing. Majority of the employers look for people who can grow and learn as these changes take place.
· Strong Work Values – Employees needs to be dependable, honest. Have self-confidence and have a positive attitude in any profession, personal integrity employers look for.
· Decision Making – Employees determine the best course of action. Employers look for employees that can evaluate option based on facts and present solutions. 

PERSPECTIVE OF AN EMPLOYER TRYING TO RECRUIT
Majority of employers appreciate the success of certain organisations that can hold on to its staffs. Finding the right number of employees with the right abilities and attitudes and keeping them, requires skills and knowledge which can sometimes be undervalued, over looked or simply rushed.

“When recruiting graduates, we look for magnificent work experience demonstrating your leadership skills whether within charity, voluntary organisation or paid work, and especially like customer service based experience. Building this up over a few years and demonstrating how it relates to our business is key”- (JO GIDLEY, graduate and campaign recruitment manager)

MY PERSONAL THOUGHTS
I personally believe that the price of success is challenging work, dedication to the job at hand. And whether we win or lose, we still have that determination. A leader’s job is not to do the work for others. It’s to help others figure out how to do it themselves. To get things done and to succeed beyond what they thought possible.
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