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1. Introduction
Over the years, organizational managers, educational experts, government planners, and potential employees have grappled with the true set of skills that define ‘employability’. In fact, the high rate of unemployment especially in the developing world is largely attributed to an absence of ‘employability skills’ (Masoka and Selesho, 2014). In such countries, national planners, educational ministries and departments have been accused of deploying curricula that is completely divorced from trends in current employment. Fortunately, developed countries like the UK have endeavored to draft and implement policies that, to a large extent enhance employability prospects of its nationals. This report provides a comprehensive audit of my current employability skills that I have and also possible skills that I need to develop to increase chances of employment. 
 
2. My current employability skills

A. Effective communication and Interpersonal skills 
The concept of effective communication at the workplace has dominated scholarly and management practice debates for some time. Many have argued that the lack of effective communication has resulted into diminishing psychological contract, low employee morale, dissatisfied clients and eventually a negative effect on the bottom line performance of the company (Springboard, 2018).

After taking keen notice of the importance associated with good communication and interpersonal skills, I took a bold step to nurture my interpersonal and communication skills. Specifically, I listen attentively, internalize well conveyed messages and think hard about my responses before any reply. The attribute of active listening and questioning were earlier echoed by (Benchmark education, 2018) in which they brand them as core soft skills which must be possessed by any prospective and current employee. By effective and active listening, I desist from any possible distractions, keep an open mind and always concentrate on the main direction of the speaker’s message. As (UA, n.a) notes, I maintain deep objectivity during interactions and avoid early and subjective judgements before the speaker completes his/her messages.

As a reinforcement in effective communication, I know utilize good body language such as well-timed and objective head nods, warm facial expressions and a very good eye contact during any interactions. The continued use of such non-verbal communication skills has encouraged fellow colleagues to participate in my discussions and create a good ambiance for candid and objective talk. In direct agreement with (UA, n.a) suggestion, I practice rephrasing/reflection as a sign of active listening and communication. By this, I intentionally paraphrase key issues communicated by the speaker as a sign that I am understanding well and have interest in all issues in the discussion.         

B. Team work
One of the most outstanding employability attributes I possess is effective teamwork. In such a highly dynamic and competitive business and economic environment, teamwork to deliver business strategy has been a sought-after attribute for many employers. The first step I undertook to improve my teamwork abilities was to cultivate an element of trust and respect amongst any team. By this I ensure that all agreed positions are expedited and I cultivate an element of mutual respect amongst team members. 

[bookmark: _Hlk513033002]As noted by (Mattson, 2018), in my team there is neither segregation no discrimination basing on sex, skin color creed or any impairments. It is paramount to respect and adhere to all provisions in both the employee manual and employment act. Secondly, I have cultivated a cultural of open communication amongst my teammates. By this, my teammates are encouraged to speak freely, openly, share great objective ideas and any concerns in respect of company policies, practices or my own behavior. Such attribute goes a long way in cementing employee relationships and in turn management reaps better productivity and general performance.

Another avenue in which I have strengthened team spirit is through clear roles and responsibilities within the team. Many a time, unclarity in roles and responsibilities breeds confusion, infights and general decline in employee morale and productivity. To minimize such, I ensure that all roles and responsibilities are very clear. Recognition of good work done is another avenue in which I strengthen my team.  In line with Fredrick Herzberg’s motivation theory (Mindtools, 2018) employee recognition forms part of a basket of factors that are likely to motivate an employee. Employee’s interest to perform on the job would increase if they know that their effort would result into acceptable performance standards (expectancy) and such increased performance will be rewarded (instrumentality) with positive recognition and rewards. Such factors have been discovered to have a positive effect on employee teamwork and performance. 

In practice, I have noticed the dangers associated with conflict especially as it relates to teams. All conflict has the potential to be damaging and there needs to be some constructive effort to limit it so that the destructive impact on the team is minimized. To minimize conflict and improve teamwork, I try to change the situation from which the conflict arises. Also, I often deflect conflict by refocusing the goals of the conflicting parties. This is unlikely to bring about a permanent resolution to the problem, but can limit the damaging consequences and allow normal relations and performance to continue in the short term whilst an acceptable permanent solution is found. This approach involves getting the parties to subjugate their conflict to the pursuit of some other common goal which is identified as important to them (as individuals or groups).

C. Conceptual skills 
Another skill that is likely to increase my employability prospects is the conceptual skill. This skill calls for the ability to think analytically. Analytical skills enable me to break down problems into smaller parts, to see the relations among the parts, and to recognize the implications of any one problem for others. As I plan to aim into higher positions, and higher responsibilities in organizations, I must deal with more ambiguous problems that have long-term consequences. Again, I may acquire these skills initially through formal education and then further develop them by training and job experience. The higher the responsibility level, the more important conceptual skills become. 

D. Initiative and enterprise skill
An initiative and enterprise skill involve crafting and nurturing an ability to think creatively and suggest objective and realistic avenues in which work processes may be improved (Youth central, 2018). I have a good enterprise and initiative skill in which I always look for new ways in which work may be organized, tasks executed, goals and objectives designed and new methods in which company goals and objectives may be achieved. My enterprise skill has also extended to advocacy and sourcing of more finances. By this, I have engaged in as many partnerships as possible with a view of securing either financial or non-financial assistance for the organization. By and large, networking and advocacy skills are a lifeblood of any organization. I intend to polish this further.  


3. Employability skills that I need to develop
Although I possess the above-mentioned skills, I feel I need to improve my general organization skills, technology skills, human skills and problem-solving skills. 
A.  Improvement in my general planning and organizational skills 
The heightened competition in all industries commands deployment of employees that possess a cocktail of skills; organizational and planning skills inclusive. In deep cognizant of such, I am undertaking an initiative to improve my time management, mental organizational and physical organizational skills. As advised by (Monster, 2018), time management is an important skill employer look for because without it, a business can lose clients, miss goals, fail in efficiency, or miss important time-specific opportunities. Time management requires a good sense of work gauge so that you can correctly allot the time needed for a task. In my pursuit for excellence in time management, I plan to create and keep deadlines, delegate where it will be necessary, manage well all appointments and adopt the concept of multitasking. Such attribute will not only win accolades from superiors but all workmates too. Also, over the years, I have noted that many organizations demand employees who have a strong focus, concentration, critical and coherent thinking and a good memory. These are attributes of mentally adept and alert person. The acquired mental organizational skills will allow me to process information faster, translate my thoughts into clear and articulate communication and then enable me focus on the finer details of work correctly. Some of the ways in which I plan to improve my mental organizational skills include; continuous use of a note book to jot down appointments, key issues from meeting discussions, random ideas, or any issues to remember. As a final seal to my new organizational skills, I plan to engage in physical organization skills. Here, I plan to keep my workstation tidy, returning all items to their respective places, developing good solutions for item and workflow, ensuring cleanliness and efficiency at work. As new employers demand to recruit workers who can manage huge workloads, work in stressful environments whilst delivering results, I plan to polish my planning and general organizational skills.  
  
B. Improvement in my general technology skills
By and large, it is almost impossible to succeed in today’s employment world without a thorough grasp and usage of technology skills. Although I may use some of the technology, employers today demand an employee who can manipulate data in excel, compute the relevant statistics, generate charts / graphs, programme databases in excel, generate data forms in excel, compile product sales, expenses, taxes, variances in excel. I plan to improve my excel skills so that I may practice task scheduling, and undertake basic accounting and financial management in excel. I also plan to advance my self in word and Microsoft access. As part of technology skills, I plan to learn the use of latest photocopiers, office scanners, camera’s, video or design software, and other advanced data management software. On completion, I am sure this will not only improve my self worthy but will go a long way in improving my employability prospects.    

C. Improvement in problem solving skills
Any work place has many challenges and problems. I want to improve my problem-solving skills so as to address such dynamics as they manifest in the workplace. As ()[footnoteRef:1] highlights, problem-solving skills are important in every industry. There's no business that's immune to the regular onslaught of problems. I plan to learn how to brainstorm on activities that might be solutions for particular problems, how to regularly test new ways to solving emerging problems, how to benchmark how other companies are solving their problems. Many issues in the workplace are due to poor problem-solving skills. Therefore, I plan to effective polish my problem-solving skills.  [1:  https://www.careerbuilder.com/advice/what-are-problemsolving-skills-and-why-are-they-important] 


D. Improvement in human skills 
I intend to significantly improve my human skills: This skill demonstrates the ability to work well in cooperation with others. Human skills emerge in the workplace as a spirit of trust, enthusiasm, and genuine involvement in interpersonal relationships. An employee with good human skills has a high degree of self-awareness and a capacity to understand or empathize with the feelings of others. Some employees are naturally born with great human skills, while others improve their skills through classes or experience. No matter how human skills are acquired, they’re critical for all employees because of the highly interpersonal nature of managerial work.  
4. Conclusion 
In conclusion, all employees must struggle to develop and nurture their employability skills. The foregoing analysis has indicated core skills that I possess. These included; effective communication and interpersonal skills, effective teamwork, conceptual skills, initiative and enterprise skills. Then, I also discussed critical skills that I am missing and would wish to acquire them as soon as possible. These include; general planning and organizational skills, technology skills, problem solving skills, and human skills.  
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