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Academic and Employability Skills

Throughout my time at university so far, the employability skills module has helped me to better understand both academic and employability skills of my own. These skills are a range of abilities that will allow a person to carry out various jobs well. They are fundamental to be able to work efficiently in any educational setting and can then be transferred into a workplace environment. You can subdivide employability skills, Into the for main sub categories of communication, teamwork, problem solving and self-management. Although different types of jobs will have its own set of requirements and qualifications, employability skills are the basic characteristics viewed as a standard across all levels of employment and will be beneficial irrespective of the job or career that you pursue and these skills can be learned and improved within a learning environment if disciplined. 

During my time learning so far I have found the two cross over tremendously and this course encourages me to improve on these skills daily through tasks, activities and now assignments set within lessons. 

Since starting my course I am beginning to understand the general skills that employers look for and the skills that I have the ability to gain as a student through learning and applying myself. I have learnt the four foundation basic skills required to give myself the opportunity to be employed within any company with the options of various levels and within any job role. 
These are: 

Communication
through verbal and non-verbal channels 

problem solving and decision making
using the basic process to identify, establish the cause, develop solutions and make a choice 

leadership and teamwork
working together within a group to achieve a common goal

planning and organising
to ensure I am working efficiently to utilise my time and execute my work to the best of my ability.

A good employee and student needs to gain good relations with their colleagues across all levels and classmates, in order to build relationships and in turn create a productive working environment; they must be able to take good initiative after exploring all the information available and offer their opinions to continue to add value to an organisation.

Having had work experience within a variety of different companies, I have had an understanding of what employers were looking in their employees before the start of the course, although there were some areas I was not fully familiar with all of the employability skills due to them not being a part of my direct day to day duties and responsibilities. These areas are leadership and team management and problem solving and decision making. Having taking time to learn this module I am now understanding that these areas are important for me to improve on in order for me to be able to progress further in my current position and take on a more senior role in the future as well as successfully complete my further education ambitions, which is to proudly pass. Through writing up my first assignment it has helped me understand the importance of identifying areas of improvement, think about what I need to do to improve and giving myself a realistic time frame of when this can be achieved. Further education helps to reinforce these skills that can then later on be transferred in to workplace, I feel that I am very fortunate to be in a position where I am studying as well as have a job, as these skills can constantly be worked on and improved through my time on the course. 
After evaluating my own current skills and I have chosen to look the skills I am confident with whilst analysing my areas of improvement and discuss how these can be improved using the skills taught within the course being applied to my academic work.

I am a well organised individual with great time management. I feel like these are great characteristics that I possess and apply throughout my work and educational studies. I pride myself on executing great work and these skills enable me to prioritise my time and workload to ensure I am completing the tasks in a timely manner, working efficiently to get the work done well and on time. I also use other skills including engaging in communication with colleagues and classmate, working within a team to achieve a common goal and solving problems such as balancing short tills at work when cashing up or deciding how best to utilise skills in group work. Although I use these other skills I do feel as though they need to be improved in order for me to get the best out of my education and in turn open up opportunities for future job prospects.

Communication
Although friendly and approachable, I tend to be quite a reserved individual and not the most forthcoming when it comes starting conversations with new people in comparison to some students I met in the course this has made me consider what approaches I can take to improve this fear and turn it into a positive for myself. After taking part in my first group assignment where we had to work on a presentation help me to open up and begin to create relationships with fellow classmates. Looking back, I now know that I need to assert myself in order for these relationships to flourish and this can also open avenues for me to work on other employability skills. All managers would like to see these skills in a potential candidate as It is beneficial for companies. Good interpersonal skills can allow us to work alongside other people, encouraging good relationships within the workplace and enable employees to do the work more efficiently. Although there are some people who are effortlessly good with getting on with others and boosting workplace morale, there are others who are not so forthcoming with being this way but it is as skills that can be learnt through pushing yourself in various environments and stepping out of your comfort zone.


Teamwork
Leading on from communication, I feel I am a good team player willing to take make an effort and work hard to achieve the common goal of the group. Although this is a good characteristic to have, I feel I can enhance this quality by asserting myself into a more leadership role, I feel I could exercise delegating by speaking with team mates to find out their best qualities and use this to assign roles. This would help me in practising for roles that have more responsibility and lean towards team leadership. I could think about ideas and offer them to my team in order for us to bring together our solutions on how we could possibly achieve our goal.  Brainstorming reinforces team work and working with my fellow class mates, we came together to work on our previous business plan presentation. This experience helped me to see just how important delegation is and how well each of us used our individual creative skills to work on separate sections within the presentation. We went away and researched information relevant to our individual topics and came together to share our findings, doing this helped us to focus solely on our topics. We were then able to bring everyone’s work together to discuss and finalise the framework for the benefit of our presentation. This was a great experience for me being able to learn so much about working together in an education setting, and be able to look at other people’s point of view or way of thinking. Also gain the pleasure of hindsight to look back and think about things I can do better in future. Meeting goals and targets are essential for every business’s success too, this is also relevant in my studies where the benefits of successfully achieving my goals are solely controlled by myself and dependant on how much you as an individual or group put in.
Problem Solving and Decision Making
Within a working and educational environment, we face problems every day. This should be considered as an opportunity to develop procedures and relationships. Through studying this module, I have learnt that there are processes to solving a problem properly to ensure they do not continue to reoccur in future. A methodical approach using steps and a strong distinct approach can enable long lasting solutions. The four step problem solving process is an efficient problem solving method that includes an order of steps that follow after one another. Within each section, there are several methods that can be used to identify and find a solution to what is really going on. It is beneficial to have such a structure to make sure that nothing is overlooked.
Although problem solving and decision making is seen lean more towards a leadership or managerial role, it is also important for all employees to having an understanding and be willing to learn these skills in order for them to be able to handle simple everyday problems that are likely to constantly occur within their role. This will enable to use the for steps to tackle their problem, in turn this also helps them to build experience and a firm understanding of following the right steps to be able to progress and take on more responsibility. One way I can the problem solving and decision making skills in to education by reading through and questioning any assignment feedback, after this I can then analyse future assignment criteria and use the knowledge I have from previous feed and apply this into new work I create. 
Employees who are able to work reliably with the values of an establishment will be appreciated by the company, as one if its aims are to constantly improve the standards by recommending and the execution of better ways of solving issues are more successful. Candidates who can describe or demonstrate how they have done this in the past whether this be in volunteering position or educational settings, will certainly improve their chances of being employed. Although suggesting solutions helps to offer a sense of creativity it is also important to observe the situation first and follow the basic steps to help find long lasting results.

Looking back over my time in further education so far, I feel like I have learnt the many aspects thee are to employability skills and how I can positively apply them during my time studying. I found the importance of reflective writing as it has helped to reveal skills I never viewed as employability skills in the past, this has directly given me a positive outlook on my future aspirations whilst in turn helped me to have a clear vision of these goals and what steps I can take to successfully achieve them. Teaming employability skills along with my personal attributes such as good interpersonal skills once the fear of being shy has been broken and being able to build long lasting relationships, having a positive attitude can break down barriers and come across approachable to others allowing them to come to you and speak about openly. I am also proficient in technology, this include using computers and the various packages they come with in order to obtain information, communicate and create documents to a high standard. With all of these attributes as well as working to obtain a further education accolade, I feel I am opening up my doors and opportunities for me to successfully gain employability within a company and progress. 
I hope after receiving feedback and through constant dialogue with tutors I will be able to improve and better myself within this course and use my current skills as well as the technical ability complete my course and help me reach my end goal. 
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