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[bookmark: _Toc5970833]Introduction
Employability skills are a set of interchangeable skills that are highly valued by the company and employers and are important to produce an effective performance in the workspace. It is an important factor for an individual which helps them to achieve great heights in their career(Vishnu, 2012). This portfolio shows how employability skills help the individual to achieve the goals and objectives that they have set. The main objective of this portfolio is to explore various aspects of employability from both the employer and the employee. This portfolio provides a deep insight into the subject. Many types of research have been done before in this subject matter, but none of them has been able to provide proper information about the subject. This portfolio aims to provide appropriate and important factors that were missing in other. This report shows various employment goals and develops a personal action and development plan. Strength and weakness of employability skills have been described in the report(Saunders & Zuzel, 2010). It will analyse the employability that an employee has an employee needs to develop to gain employment opportunity which they prefer to work on and wants to establish a career.
[bookmark: _Toc5970834]SELF EVALUATION AND SELF MOTIVATION
Self-evaluation is important aspect in every case which is used for many purposes and helps the individual to reflect on their performance to identify the strength and improve in the week points. In order to achieve success in their career, individuals should evaluate their process to gauge the strength and work on the weakness. Self-evaluation is an important and effective part of being committed to lifelong learning new skills and other stuff. Anything an individual does, be it in business or work goes through a circular process in which the process starts with generating new ideas and evaluating the idea before consulting with others is important (Vishnu, 2012). It is important to perform regular self-evaluation process as the judgment of what we should be doing and what we should be doing is not the same every time. 
As self-evaluation is important, self-motivation is also equally important for an individual. Self-motivated individuals generate strength and reason to complete a task even if the task is difficult or challenging with the need for encouragement from others. Companies seek self-motivated employees as they have the ability to produce positive result even from difficult and challenging situations. Self-motivated individuals are considered as the one that can generate great result and can contribute more efforts to achieve the goals and objectives than others. It is the important factor that an individual requires in their life in which they won’t be depending on others for directions to achieve success and can achieve success in their own based on their abilities. Motivation is the factor that drives the individual to perform any task without any hesitation or any second thoughts. Skills and knowledge are important to me as having better and relevant skills and knowledge to a specific job will help to maintain efficiency and effectiveness. While considering the skills and knowledge, I need to identify the key strength and weakness in myself so that will help me to know the areas for further development. Person doesn’t acquire all the skills and capabilities once, but one has to work hard to acquire the skills and such skills that are relevant to the specific job and work. Thus, it is very important to identify major areas for the development and improvement of my key areas. 
A career is no longer an option for today’s people. Most of the people of these days hold a job from different employers, and they move across various sectors for an employee in their working life. Therefore, people of these days wants to be prepared for handing their job roles in the best efficient way. Employees often look for the skill which goes beyond the educational qualification and working experience(Sutter, 2013). Educational skills are necessary for making the applicant eligible to apply for a job, but for being capable of performing every task successfully, employees need to develop some working skills and knowledge. In most of the cases, employers are always there for teaching required job-specific skills to their employees. Skills of employees are generally classified into hard skills and soft skills. Hard skills include use of specific machinery, use of specific computer package for completing the particular role of the organisation(Mendoza, 2019). Soft skills include communication skills, planning skills, leadership skills, decision-making skills and so on. 
Being a mother, I have responsibility to look after my children. Along with that, I’m looking forward to completing the remaining study and be a graduated one. After becoming graduated one, I’m planning to start-up my own business for which I need lots of soft and hard skills. I have to find out my key strength and weakness, evaluate myself and make personal development plan. The most significant skills and knowledge needed for working efficiently classified into three major parts which are presented below:
1. Sound working with colleagues and team members
Skills needed for sound working with other people are regarded as interpersonal skills. Interpersonal skills allow employees to work efficiently with team members for satisfying expectations of clients, making negotiation with them, taking important decisions, solving problems with other peoples and effective working with people(Barakat, 2007). Interpersonal skills allow employees to concentrate on their works and build rapport with clients and colleagues. These skills help them to lead less stressful and better working environment(Lee, 2018). 
· Communication Skills: Communication skills are needed for transmitting and receiving messages inaccurate way and forming people through writing and speaking by eliminating any kinds of misunderstanding(Tuhovsky, 2015). 
· Verbal Communication
Verbal communication is the process of communicating with people with words which may be face to face or maybe through the writings. Communication process differs with jobs but each organisation using at least one type of communication.
· Non-verbal Communication
Non-verbal communication is the process of communicating with people without using any words. This communication is made through the tone of voice of body language. 
· Listening
Listening is needed for interpreting the verbal and non-verbal messages sent by the others also by including the written communication. 
· Team Working Skill
The team working skills are highly necessary skill of employees. This skill denotes the ability of employees to work in teams and groups which may be formal as well as informal. Not every organisation have job roles with teamwork, but the ability to function well in the group is necessary for all the jobs(Griffith & Dunham, 2014). 
· Emotional Intelligence
Employees should have to identify and understand the emotions of their own as well as others which help them to achieve their needed outcomes and goals(Bradberry & Greaves, 2009).
· Persuasion, negotiation and influencing skills
These skills are needed for finding mutual agreements for solving problems and dealing with a hard situation. This may be done by persuading others with its own best solution or by exposing the alternatives and sharing ideas. 
· Medication and conflict resolving skills
Medication and conflict resolving skills are needed for solving the various disagreements within an organisation in positive ways. The disagreements may be of own or others who are involving in teamwork. Such disagreement needs to be resolved as soon as possible before the occurrence of any problems(Stephens, 2016). 
· Decision making and problem solving skills
For identifying, defining and solving problems as well as to work efficiently there is a need for problem solving skills. And the selection of the best course of action is made through decision-making skills. It is possible to solve the problems and make a decision by own, but it needs additional skills to such activities with others(Elias & Butler, 2005). 

2. Being reliable and dependable
First of all, for being reliable and dependable, employees need to be well organised, and they have to manage their time in the best efficient way. They have to understand the procedure for doing a particular task and allocate time for completing that task along with the needed standard. Also, they have to perform a task concerning the high priority task. Completion of task on time defines the reliability of employees. Being reliable is also being conscientious and trustworthy. This means employees need to be self-regulated and self-managed. Employees do not have to leave work when it does not happen as per the expectation. Reliable and self-regulated employees take responsibility for their actions and ensure that they live their values(Schunk, 2007). They concentrate upon the deadlines and deliver works without chasing up. And the final element of being reliable is using own initiative for identifying the nature of work and getting on for completing it. Self-motivation is also a significant aspect of being reliable. Some creative thinking is also needed for being reliable and dependable. 

3. Willingness to learn
Willingness to learn is all about being open towards new ideas as well as experiences. It is the process of looking at ways for improving knowledge and skills. It is also known as personal development. But it depends upon whether the learning process is formal or informal. Professional development is a formal learning process. Willingness to learn is also needed for dealing with change. Organisational change is a continuous process, and it is found to be more constant. Best and highly efficient employees are those employees who can easily deal with organisational change by using their skills. Successful employees need to embrace their change and identify which factor contributes more opportunities than threats. Employers always want their employees’ to be adaptable, resilient as well as flexible. This is the next key aspect of emotional intelligence as well as self-regulation(Humbert, 2018). 
4.  Leadership and organisation skills
Leadership skill is vital for any personnel to handle human resource and achieve the goals of the organisation. Better leadership skills help to maintain the working environment of business properly by mobilizing the employees of organisation with motivation and full commitment. It is important skill to me as this kind of skills are more related towards the influencing employees of firms so it helps to motivate and lead them in such way that they are willing to do whatever they can to achieve the goals. Along with leadership skills, I need to acquire organization skills as it is important because it is more concerned with high level planning. Organization skills are related to goal setting and meeting goals, decision making, managing various appointment, team management, making schedules and so on. 
There are varied ranges of skills which are useful for being a successful employee. And employees need to be contented with such skills so that they can uniquely contribute to an organisation. Every employee needs to be eager for recognising and using their skills appropriately for achieving organisational goal along with their personal goals. And the soft skills of employees are known as a building block for their career. Being able to manage all these skills automatically opens further career opportunities for employees. They can get promotion at their workplace, or they can also get further better job opportunities within their areas of specialisation.
[bookmark: _Toc5970835]KOLB’S 1986 LEARNING CYCLE
Kolb’s learning cycle is divided into four category Concrete experience, reflective observation, abstract conceptualisation and planning active experimentation. In the first part of the learning cycle, new things are discovered and learnt which will improve the individual’s skills were in the second part the discovered things are reflected and reviewed to identify any inconsistencies between understanding and discovering. Through the reflective process, the individual creates new ideas or modifies the existing concept which is done by analysing and forming conclusion. The individual will be able to apply the new knowledge learnt from the encounter to other the situation where conclusion and generalisation are utilised to tests hypothesis, and eventually the learner engages in new experience.  The cycle provides insight into how people learn. This process is used at the begging period of an intervention process. Learning cycle helps the individual or employees to achieve more effective learning skills. Kolb (1974), states that learning is an integrated process with each stage being mutually connected to the other stages (Mendoza, 2019).
Through the learning cycle, I have learned about employability skill. In this growing competitive world, the company seeks to appoint employees with effective employability skills. The company tends to choose the employee not just by focusing on their academic certificates and degree but their effective employability skills. Along with an academic degree, it can be found that employability skill creates greater value regarding organisational goals. Lack of employability skills can damage the career of an individual. Academic qualification makes the employee eligible for a certain job but to perform and handle each task successfully and effectively employees need to have certain skills and knowledge(Kennedy, 2017). Having employability gives you an upper hand in the competition with the other employees and makes you a great personality which many companies want to appoint. It helps the individual to work in an environment where every employee wants to be ahead of others and make a career for themselves. In today’s world, it is harder to find a job that employees love and want to do to make a career for him. c. In a health care centre communication is the major aspects, without proper communication with each other’s they might face difficulties during the work they are doing and without communicating with each other, they can’t produce great result(Blackstone & Pressman, 2016). When employees communicate with each other, they can find many ways to deal with the problems they face or deal with in their work. Communicating with each other in the workspace creates a healthy and friendly environment in which each employee wants to works and wants to produce great result. If the employees ignore each other and don’t communicate well, the environment gets boring. Working in a team makes the job easier; it divides responsibility equally within the members of the group by which they can easily,and effectively conquer the work. It is important to communicate well with the patient’s when they visit health care with some problems they are dealing with in their body. If the employee fails to communicate well with the patients, he/she can’t work on the problem and can’t solve the particular problem. Identifying, defining and solving the problems efficiently are needed to deal with each situation. The employee should adopt a decision making skill which will benefit him/her in each difficult situation and motivate you to create something good. In healthcare, quick decision-making skills are needed more than others. In an emergency, the employees should be calm and should be able to take a quick and effective decision and if he lacks to make the decision or makes the late decision he might face major problems. Health care is a place where skilful and employee with great employability work, and if the employee lacks to have employability skill, they are not the right person to work in health care. Many campaigns are conducted by the health care centre regarding the health of the people living in the society and to successfully and effectively complete the campaign the employees should have required employability skill. The employee should be able to identify the task they are performing and should allocate time for completing a particular task with needed standards. 
Employability is equally important as academic skills to achieve something great in their life or while developing their career in a particular field. An employee should be open towards learning new ideas and experiencing new things(Anderson & Bolt, 2012). Communicating, listening, observing and evaluating helps employees to create a great personality. It helps them in each step of their work which eventually helps the organisation they are working on. The employer wants the employees who listen to each thing that the manager of the leader tell them and does the things that they tell them to do but does them in his/her effective way. Every employee working in the organisation works for the same goals and objective the manager has set, but the things that separate them from each other is the qualities and skills they put on the work they are doing. These are the qualities which help the employees in personal and professional time and help them to face every difficult and hard phase. Eighty thousands of technical graduates are unemployed due to the lack of employability skills. To gain a competitive advantage in the completion, employees should adapt qualities like effective communication, quick decision-making ability, willingness to perform, creative mindset and learning mindset(Higgins & Way, 2018). Qualities like this help the employees to achieve great height for the organisation and also for them. Health care centre tends to appoint employees who have effective employability skills. Health care is a place where one mistake or one wrong decision can lead you to huge problems. Employees should be able to perform the task in every situation and should be able to produce a great and effective result in each task. Health care practices task to improve the health condition of the people and if an employee fails to do certain task regarding the health of the people they might face huge problems. Having a proper time management system and building a habit of analysing the time impacts both the employee and the organisation in an effective and positive way. While working for an organisation, the employee should be able to make time for each task and should divide the work and should ensure that the task would be completed before the deadline. Completing the task before the deadline helps the employee to create a positive and active image in the organisation. Lack of time management makes the employee's work process complicated, and in the result, they can’t complete the given task before the deadline due to which organisation and employee should face problems. Taking the initiative is a good and adequate factor while working. The employee should identify the occurring problem and should take the initiative to solve that problem before getting bigger that later can cause problem in the organisation. As in health care, employees should manage time equally to perform each task effectively. 
. 
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Johari window is necessary to improve the self-awareness, personal development and used to enhance the perceptions of individuals on others. This model is based upon two ideas- opening up and sharing information about the individual to others as a mutual understanding or trust and learning from the feedback of others. Johari window is classified into four groups Open/ Self area or arena, Blind self or blind spot, Hidden area or facade and unknown area. Johari window helps to improve self-awareness and helps to build a strong personality as it is important factor that the employees should have while working in a company. It also improves the soft skills of the employees ensuring long term survival and success of the individual in the workspace. Johari window helps to improve the production and productivity which is important to produce creative result. Johari window is commonly used in the training and development program to improve the skills of the employees and individuals (Schunk, 2007). The ultimate goal of Johari window is to enlarge the open area, so the people can know and learn about the individual, and the individual can learn about himself. 
[bookmark: _Toc5970837]SWOT analysis 
In the competitive business era, the employer wants very skilled and capable employee in their organisation that helps to gain a competitive advantage. These days employer seeks different skills from their employee so that work can be completed without any problems. Having technical and non-technical skill is vital for personal at this competitive business environment as technical skills help to perform the specific task that is assigned as this kind of skill are more practical. 

Technical skills are one which requires key training and experience to master, so they are called hard skill. Having such skills is huge benefits for any person as it provides such comparative advantage for them in the market. A person having such technical skill in health and technical care sector can perform the duties from the day that he\she begin. As these are a hard skill which is acquired by teaching in the classroom or any specific area(Fleisher & Bensoussan, 2015). In most of the organisation seeks a person having such technical skills. Thus, technical skills are essential aspect for the individual as for some it can be the strength, and for some, it can be improving or weak point.  Technical skills, though, mostly use in the IT sector and science. Still, such skills are required in another field. Technical skill generally comprises of complicated data analysis, project management, coding and programming, social media experience, technical writing and so on. 
A person having project management skills and experience can be very important in the health and social sector. Technical skills are required in such sectors as one needs training and awareness of the human body and how medical practice affects it. Different projects could occur in such sector, as the relocation of office can also be one of them. At that time, they need person having strong technical skills, expertise and experience are needed to perform the task effectively and efficiently. As some may have complete technical skills but everyone doesn’t have such, or they do have, but they lack in some aspects. These kinds of skills can be redeveloped or initiate from the start so that she\he can gain such skills to be competitive. 
An employee must possess the employability skills or transferable skills to be competitive in the job. When the individual possesses such skills, there is a high chance that employee is going be successful using such skills into the jobs(Doyle, 2019). These are the basic skills need for the employee to be employable. Employability skills are communication, interpersonal, problem solving, organisational, team working, numeracy and many other skills. When person has such sorts of skills and competencies, then he\she possess great strength in the market. As these skills are that types which are gain through the experience and involvement into the job. Better communication skills are key to success of any business firms as communication is important as it helps to keep updated with the current situation in the business. It can be considered as my big strength. Having better communication skills helps to maintain proper relationship with stakeholders of the company and produce good image of company inside and outside of it. A person having good communication skills, or problem solving can be essential for the individual as they these are what employer generally expects from the employee(Suarta et al., 2017). Although, some of the transferable or employability skills are mentioned in the vacancy by the employer according to the nature of the job that they have published. Thus, a person has most of all these transferable skills are considered to be effective and influential in the market compared to those who have limited of those skills within oneself.
In most cases, people are blessed by such different qualities with oneself while some doesn’t have such quality which can also consider as their weakness. The employee feels nervous and down during their work and could not perform the task well which can possess a significant threat. Some even lack professional skills and experience in the job that they are assigned that causes partial fulfilment of the task. Everyone doesn’t possess good communication, problem solving skills and organisational skills due to such they could not perform well in a given role. Thus, it is important to have maximum transferable skills as they can acquire. Though these skills are not acquired through specific training and teaching courses, these are gain by the experience and regular involvement in the work. These kinds of skills are always offering to the individual, and their full commitment is required to acquire the transferable skill (Denicolo & Reeves, 2013). 
Being an employee or even a management team, I should be very confident while dealing with different parties in the organisation. Confidence is something very much important that judge my potential to tackle the situation without any objection and fear. Person lacking confidence is likely to less motivated and less enthusiastic, so he\she can’t achieve the goals and objectives. Commercial awareness is also essential as an employer is seeking to have such skills in their employee as this is related to candidate’s basic knowledge and information of business, business experiences and understanding of the industry where they are applying to work(Goldberg & Rosenfeld, 2014). Thus, I must have such knowledge to go further in the journey, and it is considered to be big strength for me. Person should have negotiation and persuasion skills and person lacking such skills can be big weakness of theirs. Being employee or firms manager, this kind of skills has significant impact to long term success of the business because person has to deal with different parties in the organisation and who lack this will suffered in the business. 
There is high competition within the business organisations, in the same way, there is competition with various talents. The organisation generally expects to have employee specialises in a specific area only. It means that some task or job needs employee specialises in the employability and some cases they need employee having technical skills. A person who specialises in a specific area will be benefited to themselves, but if they acquired both technical and employability skills, then it will be big strength for them to compete in the market. When person has technical skills in term of project management, but he needs to have some employability skills as well to perform the task more efficiently and effectively. The previous example was given on project management on office relocation of health and social care sectors. It is obvious that the project manager needs to have core technical skills and competencies, but they need to have employment skills simultaneously. During the project, the manager has to manage different aspect of a project like time management, regular communication with team member, cost management which all are required transferable skills. Thus, a person having both of the skills within the individual is one of the main strength whereas it can be weakness for some as they might lack in both skills or have partial skills. Such types of areas can be improved by regular commitment, continuous focus on the job, acquiring curiosity on the job and so on. 

[bookmark: _Toc5970838]PERSONAL DEVELOPMENT PLANNING
Personal development planning is the process of selecting proper development activities to achieve the perceived needs, identifying needs for knowledge and skills and establishing aims regarding where the individual wants to go in the medium or long term in his careers. Employers seek to appoint those employs who have a specific career goal and dedication for achieving the goals. It is not necessary that the process is always upward movement; rather it is about enabling the individual to grow and improve their performance and meets their full potential at each step of their career. The main objective of personal development planning is to improve the capacity of an individual, to increase the self-confidence of the individual and to improve their general skills regarding work and career. Nowadays, due to the increasing competition, the business organisation wants to appoint those employees which include effective skills like decision making, communication, working under pressure and many others for producing a positive and great result. Without effective personal development, an individual will fail to achieve great heights in their careers. 
As I want to open my own business I need to have personal development plan because it is process of building action plan with the help of awareness, knowledge, values, goal setting and planning for self-development within the territory of a career, education and so on. Personal development plan is also identifying the current role in the business as I will be manager of business for which I need to identify what I need to do as manager. Along with this, I have to set the future aspiration of where my business will go and what will be its size. At the start, it is hard to go for big business as there is not enough experience and knowledge so as I worked with little one. This will help to gain the experience, increase the knowledge in specific areas, and boost the confidence and better communication skills. My task is to writing and delivering educational materials and workshops; I always have to plan for this how I am going to perform this and what will be the result if I performed in that way. I also support exhibition team with the development of temporary exhibitions; thus I need to have basic knowledge of these roles to be effective and efficient in the work. After all this, I can go for further expansion of my business along with my position and job responsibilities. It is always hard to directly jump to larger operation activities of business rather going slowly and gradually will help a lot. Along with these roles, I am also assigned to cataloguing, researching, and documentation of the collection so I need to work really hard to go further in the career because I can’t jump to higher position without doing well at the current or low-level position. I really have to work hard at the current position and show my strength and improve my weakness which will help me to go further in my career. 
Personal development planning provides a framework that will force individuals to identify their strength and weakness and will show the proper guide to capitalising existing capabilities and skills. Personal development planning includes the development of time management, leadership skills, communication skills, decision-making skills and self-management skills which in today’s scenario is the most important skills to achieve the goals and objectives or to establish an individual as a successful personality(Stephens, 2016). With effective personal development decision making will be a lot easier and tasks will be completed in short period with benefits the individual in many aspects. Planning for any particular reason is important. If an individual does any specific task without effective planning, the chances of him failing are higher.  Before working for any national or multi-national companies, individuals should improve their personal development skills as it improves the focus and effectiveness of the individual and creates a motivating spirit through which the work and performances become more noticeable and positive, and the individual can contribute more efforts towards achieving the goals and objectives.
Every employee sets goals and objective that helps them to improve their skills and capabilities more and more. When an individual starts to works in any business organisation, it is very vital for them to establish some goal and objectives and develop the plan to assess that such goals are achieved or not. If achieved then does that meet the expectation if not, then what is the gap in standard goals and actual results. These assessment processes are very helpful for individual to track one’s performance and areas for the improvement.  When employees build the goals and objectives, these should be sustainable and linked with the organisation's activity goals. Different factors have to be considered by the employee when they set the employment goals as it should be very specific that goal needs to describe the purpose and area it aims to achieve. Nature of goals should be attainable and realistic. While setting up goals, they need to be attainable and they should realistic otherwise they might not get achieved. While setting up the goals, it should be properly analysed that what are the lack within ones or what is environment is asking to improve. Once, such things determined, it helps to know to determine the specific objectives for the employee. 
Some of the goals that are prepared according to needs and changes in the environment as the first one is improving the technical skills (technical writing, data analysis, project management, common operating system) and employability skills development (interpersonal skills, communication skills, team working and so on). As the goal has been set to specialise in the project management and data analysis, certain activities will be performed to complete it where assessment will be conducted to know if the action has met the standard plan. On the other hand, employability skills development goal has been set as communication, and interpersonal skills will be on target.  These goals are prepared by lack in one’s potential and those skills are required for individual to compete in the present scenario. Among different skills, project management and data analysis as technical skill and communication and interpersonal skills as employability skills have chosen because they were the skills needed most at these times. As Goal has been prepared, it will be followed by certain objectives, and at the end, KPI will be used to assess actual performance with the standard plan. It is further shown in the figure below: 

	            Goals 
	objectives
	Resources and action
	Measurement

	1 Gain more senior position in small to medium size business
	Working hard in the current business position and collect more experience from current position
	Work with full curiosity, fully committed and being enthusiastic while in work
	Comparing present result after some experience with past results 

	2 Communication and interpersonal skills development
	Preparing and presenting the presentation with group or single
	Participating and interaction with other people and spending more time discussing with people in the organisation
	Successful accomplishment of presentations and participants feedback 

	3. Management responsibilities in future
	Handling the current duties and responsibilities properly and effectively
	Always hoping for positive result, analysing the job or role that is being performed and work accordingly
	Assessment of current responsibilities and its result with standard plan




[bookmark: _Toc5970839]Conclusion
Employees need specific skills, ability, knowledge, and information to fulfil the work effectively and efficiently as these are very important for employees for sustainable career growth. Employees need to have different technical and employability skills that help to go forward in their career. Employees need different employability skills like communication skill, interpersonal skill, teamwork, organisational skills and so on and in respect to technical employees should have data analysis skills, project management, coding and programming and so on. Technical skills are more practical and acquired through the training and experience, so they are called the hard skill whereas employability skills are called the soft skills as they are gained through experience or engagement in certain activities. So, soft skills are an ongoing process that defines the personal attributes, ability, traits and so on. Technical and employability skills are a close one as to operate hard skills, soft skills are also followed, or technical skills are operated with the help of soft skills. So, any weakness on the employability hamper the outcomes of technical skills. A person having some soft skills like communication, interpersonal, and team working skills have big strength and opportunities to lead their career for the long term. A person lacking in soft and hard skills are considered to be unable to maintain the future. Once, these skills are acquired by any employee, they have established themselves as one of the strongest contenders in the market. As an employee, they must develop the goals and objectives according to the needs and condition of one’s potential. Employees generally make a plan by seeking what has lacked and what is need to improve and then personal development plan is prepared.  
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