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Executive Summary
This report was made for the purpose to discuss required employability skills by employers and explain the reasons behind this by talking through the benefits of obtaining them. It will evaluate and analyse how they are effective in the workplace and the importance of them to employers and customers/clients. 
It will further then discuss the skills that the researcher has and what skills need further developing to be successful in obtaining a great job. This has been done through a self-analysis of the researcher’s strengths and weaknesses and seeing how these can prevent them from gaining a potential job.
This report shall also talk through the soft skills and hard skills required by employers and why they can make a difference to employers and how they can help you in the workplace.
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Terms of Reference

This report was researched by Rezaul Choudhury after being requested by Trinity St David University to discuss the employability skills required for a workplace. 
























Procedure
This report was researched using a variety of resources including different websites and articles. The researcher has made sure to compare different sources to see if there were opposing opinions to the sources that they support, to show peoples different perspectives on employability skills. They have also provided sources that support their opinion on the different types of skills required.  


























Introduction

The workplace is an environment that is constantly changing and with that certain employability skills required will also need to change. These employability skills consist of soft and hard skills. Hard skills are skills that are easier to obtain as they are skills that can be taught whereas soft skills are harder as they are subjective skills since they relate to interactions with people and this differs with different people. Certain hard skills are necessary for certain jobs, for example to be a nurse, you need basic nursing skills, such as perceiving and monitoring patients' conditions,  however employers nowadays ask that every employee should have basic soft skills as well.  This is due to the fact that it is more difficult to train employees a soft skill such as portraying good communication skills as it is more general and is applied to jobs across the workforce whereas hard skills are of course more specific.
In addition to this, research was presented from the CBI which showed that “55% of employers feel that school leavers lack the key attributes they are looking for to ensure their business is successful, including problem solving and technical skills” , which are soft skills. 














Findings
Hard skills
These skills are the necessary skills required to complete a job successfully. They are specific to the job and are typically listed in job postings and job descriptions. Hard skills are specific expertise that are teachable and can be measured such as reading, writing, maths etc. For example for bakers, important hard skills are the ability to work with operating kitchen equipment and to have specific knowledge of different baking methods.  
Usually the left part of the brain or the logic centre is needed for someone to be able to possess hard skills. In contrast, in the right side of the brain or emotional centre is typically where soft skills are formed.. This may be the reason as to why some people are stronger with their soft skills as opposed to their hard skills however, it is extremely important to try and learn and adapt to them.
Usually a degree in a specific subject, being fluent in more than one language and computer programming are seen as the best known hard skills.  However there are basic hard skills required in almost every job such as being able to read and write to a certain level, problem solving and being able to carry out mathematic problems. This is the reason why almost every job requires GCSE English and Maths as they would contain the essential literacy and numeracy skills.
Soft skills
Soft skills are different to hard skills in the sense that they are harder to measure, however are as important as hard skills. This is because they characterise how an employee’s relationships with clients/customers and colleagues will be, which can add or take away an employee’s volubility from a workplace. A survey was produced by the Association of Graduate Recruiters (2009) which had found that the three most wanted skills were leadership, team work and communication skills.  However generally the most important soft skills would be:
Communication/ teamwork
Leadership
Time management
Work ethic

Benefits of communication skills:
At work having good communication skills matter because most jobs require working amongst other people. Working amongst a team requires communication and even people working alone must report back to their managers, reason being it is linked heavily to teamwork. Moreover, if you are an entrepreneur and run a business, you have the duty of telling employees what's expected of them and what will not be allowed. However, others believe it is not mandatory for self-employment which is arguable.   Communication is key for all relationships, especially in the workplace. This is because bad communication can lead to errors, failure and sometimes even lawsuits. But on the other hand effective communication helps prevent them. Employers will be interested in your ability to interact and cooperate with your colleagues, how well you express yourself, and moreover how well you can pay attention and respond to orders from your bosses.
Leadership skills:
This is important since if an employee can demonstrate that they know how to lead, they can work themselves up the ranks to a higher and more respectable position leading many other colleagues with more responsibilities, which also has the benefit of a greater salary. Leadership can show an employer that an employee is self-confident and has the skill to lead a group of people with varied personalities towards the same goal. A source which supports this is which says how leadership expert, Warren Bennis, had said, “A business short on capital can borrow money and one with poor location can move but a business short on leadership has little chance of survival”.
Furthermore leadership is important to build healthy relationships between the employees and employers and strengthen the company more so that it helps reach their goals in a shorter period of time by the leaders organising the organisation well.  The employees and not just the employer’s need leadership as well to direct them in how they should perform, reward their achievements and discourage any doings that may slow down the organisation from reaching their goals. Moreover the workplace is a team environment which enhances how important leadership is at work. However, many people in authority are simply managing and not leading which shows you do not need to be someone of authority to have good leadership skills. “Studies show that 80% of problems experienced in any organisation are people-related”  showing great leadership always benefits the organisation. With good leadership, the members of the team will feel appreciated which will give them a good working attitude meaning they will work at a good pace which will bring the whole organisation huge benefits. But, leadership can easily go wrong as  says as a big trait many leaders end up possessing is being arrogant and thinking you are more prestigious and superior to your employees which would affect the company badly as it would give the rest of the employees not feel important which is why it is vital that good leadership skills are acquired.
Time management: 
It is fundamental to be able to manage your time in a busy working environment which is constantly changing. There are many benefits to having good management skills at work. These include more opportunities, improves an employee’s reputation, less friction and problems, less stress and being able to put more time where it matters. With several tasks to complete at the workplace, employers will expect employees to be able to prioritise their tasks under pressure. Punctuality is also very vital as meetings and deadlines necessitate employees to be on time. Having effective time management will also mean an employee can prioritise their tasks efficiently so that they can focus on the most important tasks first.  Since they will be prioritising their tasks effectively and not wasting valuable time, they will be sure to provide a higher standard of work. This is because they will be able to put all their attention into the task and give it all the time and attention it requires.  This means you will be able to produce all your work to the best standard as you will not be getting distracted by other things. Possessing good time management skills will also show an employer how well an employee can adapt and how flexible they are when things do not go as planned which will be highly respected.
Work ethic:
Most organisation employers look for someone who has a deep passion for their work goals and success and is committed within themselves but also towards the workforce and its success. This is because the more passion an employee has towards their workplace will indicate how hard they will work for their employer. A source which supports this point of view is by Chitra Reddy which states how being passionate brings a different form of energy to the work environment and gives an employee a bigger amount of desire to work efficiently.  However being passionate must come with a good attitude otherwise this may affect the rest of the work ethic as a negative attitude can affect someone’s creativity, productiveness and competition. 
A new study revealed that the two most important deciding factors are integrity and attitude. The CEO of Express Employment Professionals states, “Even the best education is no substitute for a good attitude. Of course, education is important, but while employers can teach their employees new skills, it’s much more difficult to teach things like integrity, work ethic or attitude.”
Analysis of researcher’s skills
The researcher has previously owned various successful restaurants, managing a large team of employees from chefs to waiters from different backgrounds and ethnicities. This suggests that they have good communication skills alongside leadership skills. As the researcher is also bilingual, this supports the statement that they have good communication skills. This is because as managing a restaurant, a person has to be able to give their customers what they want within a certain time frame, this therefore elucidating the impression that they have great time management skills.
In their time, they have improved their listening skills and relationship development by working with a large amount of people at all times. Furthermore they have improved their oral communication through their management skills. 




 


Conclusion 
In conclusion, different types of employability skills are needed to obtain a successful job in the workplace as the researcher discussed. As mentioned previously, the most important traits that a prospective employee should try and have is good time management skills, leadership skills, communication skills and a positive work ethic. These soft skills will make sure that work is completed more efficiently. . However, it was discussed that the hard skills that are needed are the essential GCSE English Language and Maths for most jobs nowadays as they build a basic foundation for being able to communicate with colleagues and customers in the work environment. 
The researcher has analysed their own employability skills that they also have and have concluded that they have great communication skills, however, the researcher has to improve their literacy skills as they haven’t had much experience with this and have had people working for them most the time being able to make notes for them. 





















Recommendations

To improve communication skills, the researcher should help in listening and writing skills. They may also improve these by practising more writing and reading a wide variety of books.
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