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Introduction:
Every individual must have or gain knowledge about certain key elements in order to better carry out the activities assigned to him at the workplace. Knowledge and skills enable an employee cope successfully with the situations that arise at the workplace. There are different roles and obligations a person must fulfil in order to achieve the performance goals.
This paper reviews current research on the topic of skills in employability. It is not intended to provide a detailed literature review as the applicable literature is vast and wide-ranging in this area.
What is employability?
Employability can be defined as a collection of qualifications, talents, interpretations and personal characteristics that could increase the likelihood that individuals will obtain employment and be productive in their chosen careers, supporting themselves, the workplace, the society and the economy. (www.dictionary.com, 2020)
What are employability skills?
For many years, legislators and analysts have used the word ‘’employability’; throughout the context of conversations regarding jobs and employment markets. It has been defined in various ways and contexts, the employability refers to the capacity to be employed and in particular to the set of characteristics that improve an individual’s probability of being employed. Employers also describe a range of skills they want from an employee together with strong technical understanding and knowledge of the subject. Employability depends on your experience, expertise and behaviours, how these tools are used, and how they are addressed to employers. The discrepancy between the skills required on the job and those held by candidates, often referred to as the skills gap, is of real concern to human resource executives and entrepreneurs looking to hire skilled workers. Currently, following the graduation, in these days, employers pay closer attention to the graduate employability skills, however there is no normative framework of employability skills. (www.dictionary.com, 2020)
The outcome of what employability skills required by business are almost the same through a wide range of literature studies, and can be generally separated into the following eight fundamental skills: Communication skills, team working skills, problem solving skills, organising and planning skills, technology skills, initiative and enterprise skills, self-management skills, life-long learning skills. (2011-2020, 2020)
In these days, enterprises require candidates to prove and show their ability to communicate in a wide range of cases. Along with the communication skills, capacity to hear, perceive, absorb, understand and follow the directions are also required. Listening is the skill in the communicating cycle to correctly absorb and understanding signals. Listening is crucial to communicating effectively. Messages are easy to misunderstand without the ability to listen effectively. As consequences, contact decomposes and it can quickly frustrate or irritate the sender of the letter.
Most successful executives and entrepreneurs develop strong listening skills for their success. Richard Branson also cites listening as one of the key elements for giant Virgin’s growth and popularity. Moreover, listening takes more than that: it requires focus and converted energy, emotional as well as often physical. The skills required to communicate and develop relationships with other people are interpersonal skills. Working and dealing with a large variety of different people, cultures, roles. 
While communication is a company’s foundation, the team is the company’s brain as it allows the organisation grow, evolve and mature. There must be an equilibrium between communicating something that is difficult and being as delicate to those concerned as necessary. The first few minutes become highly important in many organisational sessions. First perceptions could have a major impact on further and future communication process. A number of tools and methods in order to improve verbal communication can be used effectively. Reinforcement is a use of supportive words in addition to non-verbal expressions, such as facial expressions and eye contact.
An important way to explain ambiguous areas or to test interpretations is questioning. However, questioning is an useful method for striking up a conversation, leading someone into a dialogue, or basically showing curiosity. Reflecting is a specific technique that is often used in psychology, but it can also be extended to a wide variety of conversation situations and is a important valuable learning ability. Reflecting also means paraphrasing in own language. In comparison, summarising will serve the same purpose as reflection. Summarising, though, helps the sides to revisit and decide on the letter and to ensure effective communication. Summarising can also serve as a guide to the next move forward when used successfully. The closure or end of a communication, will decide, at least in part, how an interaction is recalled. Although not everyone is expected to work in similar groups, to be able to function efficiently in a group, and to handle team conditions, vital skills are needed to progress in today’s workplaces. Operating effectively in a team or group requires certain practice and knowledge about how a team is created and how interaction changes the dynamics of the workplace. The word ‘’team’’ is commonly used to represent a group of individuals working together to achieve a common goal. Thinking requires that the mind is being used to gain knowledge and perform different tasks. It is important to use the intellect to evaluate, understand and solve problems. Analytical thinking is the ability to collect and analyse information to understand and solve complex problems. Having a raw talent for analytical thinking is helpful but it is not compulsory. Analytical skills, as the name suggests, are skills that can be improved and developed. Using analytical skills can solve problems in areas like data analysis, organisation, reporting, budgeting, diagnostics, effective research. (Google Books, 2020)
In order to build employability, reflection is essential. Producing employability also includes making the most of experiences by reflection, these can be through university classes, jobs (part-time or full-time), hobbies, fundraising or care duties. Reflection can be defined as the deliberate evaluation of past experiences. The aim is to reveal and distribute knowledge in order to instruct the present and the future about itself and the situation.
For several things, reflections can be used, including:
· Allowing to develop better practice in order to gain better outcomes in the future
· Increasing and improving efficiency and capabilities, skills
· Developing and expanding employability
· Assessing the efficiency and effectiveness of the actions plans
· Implementing theoretical knowledge / structural to real life experiences
Reflection can be used in many different areas to represent as a process. Reflection may occur in writing, in communication, with each other and as a variety of visual media. The idea of learning, development and skills that would otherwise have remained unnoticed and unexplored is a common feature of employability and reflection.
Gibbs reflective process is probability one of the most popular reflective models that will help individual to make sense of an event through different stages. In 1988, Graham Gibbs developed the Reflective Cycle of Gibbs to give structure to learning from experience. This process provides a mechanism for analysing interactions, and due to the cyclic nature of the process, this applies itself especially well to recurring memories, experiences, helping and being able to understand and plan things that either worked well or did not go well. It encompasses six phases: 
· Experience, overview of the experience
· Feelings and thoughts about the experience
· Assessment of the experience, both positive and negative
· Evaluation to make sense of the situation
· Conclusion about the learning and what could have been done differently
       -Action plan for dealing with similar situations in the future. (The University of Edinburgh,    2020)
The discrepancy in skills refers to the difference between the skills needed to be possessed for a position and the expertise that the employee actually has. It is the possibility that the candidate may not be able to perform the full job because of the skills gap. Recognising skills gaps supports business as it provides a well-trained, skilled and ideally prepared workforce to handle the job. Skill gap enhances and identify the qualities that the company needs from a future employee. Moreover, it works to help in the phase of hiring as it determinates the need for expertise or desires at existing employees do not have. By conducting the skill gap analysis, being one of the most efficient ways to identify competitiveness within the business, has the aim to recognise what workers actually offer, what and how they perform the job, and most significantly, everything they need to bring to the company to enhance their potential. Creating and presenting a good CV represents a marketing document which has aim to sell the individual skills and experience. It is the most versatile and efficient way to make applications for different jobs in order to gain employment, experience and interpersonal skills. A CV (Curriculum Vitae) is a comprehensive text that outlines all the lifetime accomplishments, skills, friendships, honours and abilities. Curriculum Vitae in Latin language means ‘life path’. The Sector Skills Councils (SSCs) have recently created a model of employability skills that describes employability as an ongoing process, highlighting the fact that an individual's employability skills can differ depending on the point they are in their professions. Clear and effective presentation of information is a key skill in getting the message through. Presentation skills are demanding and required currently in almost every area.
Is required to have a straightforward, precise and critical obligation for the public. One of the most important points for separating a good presentation from an ordinary one is a solid structure. Maintaining listeners informed and engaged is required in order to be successful at presentations.
A summary description detailing the topics is highly recommended to be discussed and pointing out the end goals. Developing the argument, explaining, clarifying and justifying the position is required to be present in the middle of the presentation. Also key points in a chronological order are also highly recommended to be mentioned. Maintaining eye contact is certain key element relevant to the ability to convey the message and the influence of the presentation. By looking at the public certain signals are transmitted to the listeners and shows empathy, honesty, direct contact. Using the hands as a variety of gestures represent also a key point to maintain the public interest. Avoiding the point to the audience is recommended, only using the hands gestures to describe the verbal message. Being aware of own posture by standing straight, with assurance, shoulders relaxed and chest up represents a major factor in having a good presentation. (Student-learning.tcd.ie, 2020). Employability is a two-sided formula and many individuals require multiple sources of support to address the learning and development of physical and mental obstacles. Teamwork, communication skills, problem-solving strategy are some of the main organisational competence elements that an employee is supposed to have or being able to gain and improve. Employability skills are realistic, cross-sectoral, compatible with lifelong learning, also have the capacity to be beneficial for the society. Job opportunities and training policies should clearly emphasise the need to improve both personal and key employability skills in order to ensure continuity and clarity between all relevant opportunities, including support, priorities and initiatives. Ethics is a broad category that applies to the values of an individual. Organisations and business need workers who recognise and follow the rules of the business, are honest and trustworthy, who act professionally and responsible. (The Balance Careers, 2020)
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In-class Excercise

Afdis limited, 247 Chancery Lane, Holborn, London, EC1T 4PY. Contract part-time

- iti iety. For over 60
Al Afdis we believe our clients change the world for individuals, commumt|ensn'::r;:itz?ecr':?e)(’j people with
years Prospectus has been working across the UK and internationally to co

beyond profit organisations. We are recruiting for a support worker role.

Family support worker - Responsibilities
i her to assess and

i al worker, and you may work toget ' :
e s 3o uasee Yo e il vory n the needs of the family you're helping, but

support the service users. Your role will vary depending o :
you may also have a specialist area, depending on your employer's focus.

The challenges faced by your service users could relate to:
anti-social behaviour and criminal activity, such as a parent in prison
- behaviour and social interaction

- bereavement and caring responsibilities

- bullying

- domestic violence and abuse

- drug and alcohol addiction

- education and learning

- finance and debt

- housing and homelessness

- language barriers

marital discord, separation and divorce, including care orders

- parenting skills
physical and mental health issues, disabilities and learning difficulties.

As a family support worker, you'll typically need to:
complete an initial assessment of families' needs so that you can identify and plan the support
needed to address issues and prevent any problems from escalating

undertake regular caseload review meetings with individuals and families during home and
community visits to ensure they're fully supported to progress and achieve desired outcomes
work with colleagues, health and social care professionals and multi-agency networks to
evaluate caseload needs and the progress that has been made

adhere to professional practice standards and legislation, including confidentiality,
safeguarding, equality, diversity and inclusion policies

ensure you're up-to-date on your knowledge of local service provision for appropriate
signposting and referrals

manage your own workload, administration and diary commitments

assess parenting skills and help people to build physical and emotional caring abilities

through a range of practical activities

help children with learning and development

enhance parents' understanding of different education and play strategies

provide practical home management and budgeting advice to parents

coach, mentor and motivate families to understand the benefits of relevant activities

maintain accurate and up-to-date administration and caseload records, including reports of all

interactions o _
stay with a family during a crisis situation, such as a parent being in hospital

attend court sessions when relevant, for example in cases of child protection.
Please address ali correspondence to Mr Bruce Vagus
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Wirite a cover letter for the described role.
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