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*  To introduce students to strategies for personal reflection and career development planning. 


*  To gain confidence and competence as effective employees. 


 * Understand the skills and knowledge needed for working effectively. 


*  Demonstrate readiness for employability and personal advancement through an understanding of personal strengths and areas for further development. 


* Establish employment goals and develop a personal action plan. 




 1 : students to strategies for personal reflection and  career development planning. 

 Read about what you want to improve.
Do you want to get better at a certain skill? Read about it. Be more meditative? Read books that explain that in detail. Want to be more productive? Spontaneous? Outgoing? Confident? All these topic areas are covered by books upon books that you can study--and by reading about it, it'll always stay top of mind.
 Find a mentor.
A mentor can be anyone from a peer who knows something you don't, and you want to learn, all the way up to someone vastly more experienced who is willing to take you under their wing (in exchange for your working in some way for or with them). Mentorship is by far the fastest path of learning.
 Reflect at the end of each day.
If you really want to take self-development seriously (and not just, you know, talk about it), you need to be constantly aware of how you can improve. And the only way to know how to improve is if you reflect and ask yourself where and how you still need some work.
 Create a strong practice regimen.
It's your habits that unfold the results, not the other way around. You can't live one life and expect to one day have another. You have to put in place the daily habits that will allow the things you want to change to change.
 Find others to push you and train with.
Self-development is not just a solo game. In fact, the best self-development is done with others in some capacity. Spend time with people who are working on similar things as you, and you'll find yourself growing with them at a faster rate than if you had tried to do it all alone.
 Create a reward/punishment system.
This is necessary for people who need to break bad habits. Sometimes, it's a reward (or a punishment) that makes the difference between immediate and rapid change, and ongoing fleeting promises.
 Stay honest with yourself.
No amount of talking about it will ever instigate true change. This is the hardest part for people. It's far easier to buy a book on self-development, carry it around, and say, "I'm working on being more present," while staying constantly on your phone to text your friends about how you're trying to be more present. You have to really be honest about it with yourself. You are your own judge.
 Find role models you can look up to.
Again, self-development is not easy, so it's helpful to be able to look to others for inspiration, motivation, or even just daily reminders of how you can continue moving forward on your journey.
 


Measure your progress.
One of my mentors taught me, "If you can't measure it, don't do it." Took me a long time to understand what that meant. Regardless of how ethereal the thing that you want to work on is, you have to find some way to measure your progress. It's the only way you'll really know if you are moving in the right direction--and when/where to pivot as you go along.
 Consistency is the key.
Self-development doesn't happen overnight. It happens slowly and deliberately. Consistency is what creates truly meaningful change--and this is what makes the process so difficult for people. It's not that you pop and pill and you're done. You don't do it once and you're "fixed." Self-development is a daily practice and lifestyle.  
Source – inc 
2:  personal development goals
Listed below are personal development goals that will aid and augment your personal growth journey into a happier more confident you.
1. Embrace Empathy. Empathy is about objectively comprehending differing perspectives which in turn provides a wealth of insight into your perspective.
2. Confidence. Studies have revealed that an individual’s IQ is not the most important component for success. Instead, the following three factors are considered to be much more important than intelligence in determining success: self-confidence, goal setting, and perseverance. An individual’s self-esteem, or your self-confidence, is basically what he or she thinks about himself or herself. One of the reasons for boosting your self-confidence is that there is a strong association between confidence and success. Hence, one of your self-development goals should definitely be to boost your self-confidence.
3. Listen Actively. Actively learn to pay attention and demonstrate to others that you truly value their opinions and what they have too ay. Choose active listening, open-ended questions, with supporting body language, and remove any distractions that impede your ability to listen.
4. Make fear your friend. To eliminate fear, you have to first be exposed to fear allow yourself to feel afraid and expose yourself to it. Once you are comfortable with the ambiguity & uncertainly of the situation, you can start working your way through it in a calm rational manner.
5. Improve Your Body Language. Your body language is nothing but non-verbal communication which includes the gestures and movements you project. Research has proved that the correct body language can help you connect effectively with others and convey your message across more efficiently. It conveys your assertiveness, confidence, and perseverance. In fact, certain body postures can also help to improve your performance.
6. Get Along With Others. You must always look for means to create a rapport with others. However, you need to be honest and your primary objective should not be to manipulate others, rather you should learn the ways through which you can relate and get along well with others.
7. Get along with yourself. Getting along with yourself is a precursor to getting along with others. You must learn to appreciate and accept your skills, experience, philosophies, aspirations and limitations . This healthy focus & more grounded you, is inspirational & charismatic.
8. Stop Procrastinating. You need to understand that procrastination is not a character trait, but rather a habit. Since it is a habit, it is 100% possible for you to unlearn it just as you have learnt the habit. Strive to utilize time in the most effective manner and avoid procrastination by all means.
9. Wake up Early. Develop the habit to get up early. The age old proverb which says: “Early to bed and early to rise makes a man healthy, wealthy, and wise!” has been coined owing to the multiple benefits of an early riser. Some of these include: watching and enjoying the sun rise, do some early morning exercise for your fitness, being able to work on a project just because it’s important to you before the day officially gets started, and so on. In addition, studies show that early rises are happier, healthier, and more productive than their late rising counterparts

10. Become More Proactive. Inculcate the habit of proactiveness. Some of the traits of proactive people are:
· They consider themselves to be the creators of their lives.
· They do not consider themselves to be victims of external conditions.
· They do not allow others to determine their fate.
· They take ownership of the responsibility for the results that they get.
11. Master the Art of Conflict Resolution. Conflict is a part and parcel of life. The key is to develop the skill of conflict resolution. If you possess the ability to resolve conflicts rationally and settle disputes amicably, it will certainly make more successful and happy.
12. Let go of the Past. One of the biggest hindrances to personal growth is holding on to the past. In order to be happy in the true sense of the term, it is very important to be in the present. So, you must learn to release the ghosts of the past and clear skeletons from the cupboard.
13. Read More. Read Often. Nothing is more powerful than the treasure of knowledge and the best way to acquire this treasure is to read as much as you can. Research has proved that acquiring new knowledge satisfies an individual’s thirst for competence, which makes them eventually happier. You must develop the habit of reading books that will help you to acquire new skills and as well as to polish your existing skills.
14. Become More Resilient. Resilience is the innate ability to overcome any kind of adversity. It is the difference between feeling helpless and facing your problems confidently and bravely. You must always learn how to bounce back from any kind of problem; it will only help you to emerge as a stronger individual.
15. Manage Stress Effectively. Too much stress can land you up in distress. It impacts not you’re your physical health but also your mental and emotional health. You must know how to effectively manage stress. There are a lot of stress management techniques available these days. So all you need to develop is the willingness to fight stress. Finding the means to tackle stress is not a challenge these days with help available at the click of a mouse.
16. Ignore your limitations. Limiting beliefs hinders your progress by keeping you caught up in your comfort zone and prevents you from trying out new things and stops you from taking risks for the fear of failure or getting hurt in the process. You can have limiting beliefs about almost anything ranging from money, relationships, success, and the list is endless. It is important to identify your limiting beliefs, conquer them, and reinstate them with positive beliefs that enable you to achieve your dreams in life.
17. Share Yourself. Become a teacher and share your time, feedback, opinions knowledge & skills. The transfer of knowledge & skills not only benefits the other, other person but the process it self reinforces the neural pathways of what you know taking you closer to mastery.
18. Increase Your willpower. Harboring a strong will power enhances your finances, your health, your relationships, your professional success, and all other areas of your life. Irrespective of the goals that you have set for yourself, you need the willpower to attain them.
19. Become More mindful. Strive to become more mindful. It helps you to acknowledge the abundance and the benefits that is already a part of your lives. Instead of spending time thinking about the past which no longer serves your interest, or worrying about the future which you have no idea of how it is going to be, you must learn to live in the present and enjoy the moments.
20. Make Better decisions. Develop the habit to make better decisions in life. The choices or the decisions that you make determines the life that you will eventually lead. Your decisions shape your life, so it is all the more important, the better decisions you make, the better your life is likely to be.
21. Work on your growth mindset. Your attitude defines who you are as a person and it the identification point of the state of your mind. You must constantly work on your attitude and strive to make it conducive for growth. A positive mental attitude can move mountains for you. It helps you to achieve what you want from life.
The above mentioned personal development goals have been listed so that you are able to live the life of your dreams by setting achievable personal goals that make you a better person. So, it’s never too late to start. Source – employeeconnect

3:creating employee development plans 
Step 1: Consider business goals
Before you set objectives for employees, try to align their development needs with your company’s business needs.
Consider your long- and short-term business objectives. Do you need one of your salespeople to move into a district manager role? Does someone in accounting need to learn to use and implement a new software?
Once you’ve identified your objectives you can identify the necessary skills, knowledge and competencies that support those goals.
For example, if your business will be going through a growth spurt, you may need additional leaders. What skills do these leaders need? Do any of your current employees have the skills – or capability and desire to learn the skills – needed to move into these roles?
Developing internal candidates to bridge the gap between current employee skill sets and skill sets needed for the future would be of great value to the company.
Putting time and effort into employee development now can save you time and money on recruiting, onboarding and training outsiders. Plus, creating a career path and demonstrating advancement and promotion opportunities through development can help you retain top talent.
Step 2: Talk to your employees
Don’t assume you know your employees’ skill level and career aspirations.
Talk with each of your team members to get a better understanding of what their career goals are.
You should also ask your employees to assess their own work and discuss any challenges they’re having in their current position. In what areas do they struggle the most? Would they benefit from additional training, mentoring or a stretch assignment?
Some of your employees may already have development goals in mind, but don’t know how to get started or if the company will support those plans. Other employees may not realize you see potential in them or need encouragement to reach for the next step in their career.
For instance, Samantha may be terrific at sales, but resists the idea of learning Excel or the budgeting process. She may remain reluctant until you help her understand that those skills are required to move into sales management, her ultimate goal.
By talking to employees, you can work together to figure out what role your business can play in their plans as well as what opportunities you can offer them.


Step 3: Recognize potential vs. readiness
As you assess your staff, it’s important to remember that there’s a difference between potential and readiness. For example, Michael may have the potential to become a super star manager.
Readiness comes in a variety of forms, encompassing desire, skills and experience. Michael may be interested in moving into that management role you see for him – but not yet. He may be caring for elderly parents or young children and doesn’t want to travel as much as the new role would require. Or, he may need two to three years of progressively more complex assignments in order to master the project management skills required in the new role.
Keep in mind that not every employee wants to – or should – move into management, no matter how good they are in their current position. Leaders often make the mistake of thinking that someone who is great as a salesperson or widget maker (potential) will in turn be great at managing the sales team or widget manufacturing (readiness). Doing versus managing are very different skills sets and pushing an employee into a job they aren’t ready for can have devastating consequences.
Step 4: Consider all types of training and development
Now that you know what the objectives are, it’s time to figure out how your employee will acquire their new skills.
Developmental programs don’t have to be expensive and may take numerous forms. Formal classroom training or online courses are only one way to help your team expand their talents.
Most learners need to be engaged to deeply learn a new skill or gain knowledge. That’s why other types of development may be even better than a course, and include:
· Stretch assignments and special projects
· Working directly with a subject matter expert
· One-on-one coaching and mentoring
· Local networking groups
Taking on pieces of the next job up the ladder is a particularly good way to prep to take over the whole job one day. It gives less experienced employees the chance to learn and grow, and builds your bench so you can promote from within.
Step 5: Create a plan for before, during and after
Once you’ve identified some specific learning opportunities, create a plan with specific and timely goals. It’s much more difficult to measure an employees’ progress when the objectives are vague, overly broad or don’t have a deadline.
Next, what is it going to take to put your employees’ plan into action? Is there any prep work that needs to be done? Is anyone else involved? Will the employee need to take time away from work? Will someone else need to cover for them while they’re training?
Before the training or new assignment starts, make sure your employees understand why they’re being asked to learn this new skill, what you expect them to learn and how this benefits the company and their careers.
After training, help them apply their new skills in the workplace.
You’re spending a considerable amount of time and possibly money on helping your employees improve their skills. To get your greatest possible return on investment, your employees need to be able to put those new skills to work in your company.
Set up some opportunities where your employees can quickly apply the new skills to the job and get feedback. This will help them reinforce and refine their new skills. If they don’t use the new knowledge when it’s fresh, they’re likely to lose it. Source - insperity.


4: Career Development in Process Improvement
Build your Dream
It is very important to think about your dream and the vision for your own life and career. You need to think of it as a whole. You cannot distinguish between your personal and your professional life. You only have one life and you need to define your goals and ambitions. These may change over time and that’s perfectly fine. But without goals nothing can be achieved.
Put in writing your mission, vision and goals. If you write something down, there is a 100 -percent chance that it will get done. Write your personal mission statement, and if necessary, write a "stop-doing" list. Set three goals: the secret to getting on top of time management is setting three goals set three goals for the year, the quarter, the month, the week and the day.
Believe in Yourself
As your skills increase, you gain more experience and a clearer understanding your significance to your organization. Believing in yourself, your skills, and your ability to succeed are critical success factors for your career development. And never forget the people who have helped you along the way.

Never Stop Learning
A proven way to advance in your career is to be continually acquiring new knowledge. Stay on top of trends or developments in your field and make sure that your current rêsumê reflects those needed skills. Take specific actions to improve your skills. Look for opportunities for training. Read books. Read blogs. Make an effort to learn new skills and practice them as much as you can in your current job. Always remember these words "If you are not moving forward, you are moving backward."
 Sharpen your People Skills
Strong interpersonal skills play a crucial role in gaining the respect of your boss and co-workers; they will also attract the notice of outside influencers who might open new doors of opportunity for you. Be friendly, outgoing, and personable. Listen carefully to people, and practice being a clear and effective communicator.
 Expand your Network
Strengthen your personal network by attending industry conferences. Also, joining a professional association in your field of choice is a great way to tap into a career network. Meeting people who work in your prospective field can give you valuable insight into what life is like in that career. Gather information by gathering contacts. The more people who are aware of your strengths and abilities, the better your chances of hearing about any new opportunities that might arise.
 Find a Mentor
Develop mentoring relationships, either inside or outside of your company. Recent studies have shown that four out of five promotions are influenced by a mentor higher up in the company. Mentors are also great sources of information and career guidance. The perfect mentor is someone who works well with you and who has the experience and success you seek.

 Build your Reputation
In business, your reputation is the most valuable thing you own. Be known for being dependable, professional, and cooperative. Act and look the part by dressing professionally. Make a name for yourself by attending conferences, delivering speeches, or writing articles.
  Stop Telling & Start Selling
Learn the fine art of self-promotion. If you have had major accomplishments or created successful programs, make sure people know about it especially those in influential positions who could help you advance professionally. Let it be known that you are seeking a promotion or the next step up in your career.
 Develop trust
People naturally want to surround themselves with people they trust. Developing trust takes time and consistent effort. Trust goes two ways: you need to behave in such a way that people will trust you will do what you say. And equally important, you need to trust others.
 Pay Back
Think about who you've met and how you can help someone else. Do some volunteer work .Explore possible career tracks and build a strong networking base through volunteer activities. Volunteering teaches you about yourself and your world while preparing you for the future and connecting you to your community. 
Source – processexcellencenetwork



5: Steps to an Effective Career Plan


Identify Your Career Options. Develop a refined list of career options by examining your interests, skills, and values through self-assessment. Narrow your career options by reviewing career information, researching companies, and talking to professionals in the field. You can further narrow your list when you take part in experiences such as shadowing, volunteering, and internships. MIT students can log in to access MyPlan, an online self-assessment tool offered through our office, can be a useful starting point.
 
Prioritize. It's not enough to list options. You have to prioritize. What are your top skills? What interests you the most? What's most important to you? Whether it's intellectually challenging work, family-friendly benefits, the right location or a big paycheck, it helps to know what matters to you -- and what's a deal-breaker. We provide skills and values assessments -- set up an appointment with a Career Advisor to take advantage of this service.
 
Make Comparisons. Compare your most promising career options against your list of prioritized skills, interests and values.
 
Consider Other Factors. You should consider factors beyond personal preferences. What is the current demand for this field? If the demand is low or entry is difficult, are you comfortable with risk? What qualifications are required to enter the field? Will it require additional education or training? How will selecting this option affect you and others in your life? Gather advice from friends, colleagues, and family members. Consider potential outcomes and barriers for each of your final options.
 
Make a Choice. Choose the career paths that are best for you. How many paths you choose depends upon your situation and comfort level. If you’re early in your planning, then identifying multiple options may be best. You may want several paths to increase the number of potential opportunities. Conversely, narrowing to one or two options may better focus your job search or graduate school applications.
 
Set SMART Goals. Now that you’ve identified your career options, develop an action plan to implement this decision. Identify specific, time-bound goals and steps to accomplish your plan. Set short-term goals (to be achieved in one year or less) and long-term goals (to be achieved in one to five years).
· Specific -- Identify your goal clearly and specifically.
· Measureable -- Include clear criteria to determine progress and accomplishment.
· Attainable -- The goal should have a 50 percent or greater chance of success.
· Relevant -- The goal is important and relevant to you.
· Time bound -- Commit to a specific timeframe.
Create Your Career Action Plan. It’s important to be realistic about expectations and timelines. Write down specific action steps to take to achieve your goals and help yourself stay organized. Check them off as you complete them, but feel free to amend your career action plan as needed. Your goals and priorities may change, and that's perfectly okay.
 
Meet with a Career Advisor. Our advisors are here to help you make effective career decisions. Make an appointment on Career Bridge to talk about your career options and concerns.  Source – career advising and development 






6: Ways to Help Boost Your Confidence at Work

 Push yourself out of your comfort zone.
Volunteer for a project that will help you build new skills. Apply for a job that feels like a stretch but matches your interests. Sign up to present or speak at an event and tackle your fear of public speaking head-on.
 Visualize what you want as a first step to meeting a new challenge.
For example, see yourself in the role you want to achieve. Golfers are routinely advised to picture where the ball should travel as part of their swing. By imagining yourself in the job you want, you can create that vision for those around you, too. Give yourself a head start by getting into character. Want to take an executive role? Be sure to dress, talk, and act like an executive.
 Assess your competencies.
Write down all of the skills you bring to the table right now. Don’t forget to include broader talents that can help your organization succeed -- now and in the future.
Erica Dhawan, CEO of Cotential, spoke recently at the Women’s Leadership Summit co-sponsored by my company, SAP, and PwC about the power of connectional intelligence. By combining the world’s diversity of people, networks, disciplines, and resources, Dhawan says, connectional intelligence helps companies drive breakthrough business results.

 Create your own environment.
Instead of moving on when a workplace doesn’t meet your needs, reshape it through your actions. Work with your team in a way that feels true and honest, sharing your competencies with complete confidence. In doing so, you will brand yourself within your organization and begin to attract people with similar values to your team. As your team expands to include more people with your mindset, your environment will evolve to one where you want to work 
Have others instill confidence in you.
People who are able to cut through bureaucracy and make decisions quickly are rewarded for having the confidence to get the job done. According to a study from Knowledge Wharton and SAP, 62 percent of business leaders say they are overburdened with complicated process and this inhibits productivity and performance. Raise your hand to tackle a few of these projects. Once your peers recognize that you are a problem solver, they will instill confidence within you. Having others reinforce this belief will help you realize your potential. 
 Fake it ‘til you make it.
When my children were small, I often read them Winnie the Pooh. In the story, Christopher Robin tells Winnie, “You're braver than you believe, and stronger than you seem, and smarter than you think.” In much the same spirit, you are more competent than you know. So act like you know it all! Adopting that mindset will help you take more risks and overcome any fear of failure.
 Be the change you wish to see.
Once you’ve taken steps to build your own confidence, don’t forget to give someone else a hand up. Through peer coaching, you can partner with others to create a positive change.
Choose someone who works closely enough to see you in action. Each week, give positive feedback to one another on the strengths that you have each displayed. By refusing to accept self-critical behavior and helping one another to erase blind spots, you can enhance one another’s confidence. Better yet, you’ll be helping your peer advance her prospects while liberating talent that will benefit your organization.
Source – entrepreneur
7: Job Skills You Should Have 
While there will always be job-specific skills that an employer is looking for, most employers will also want you to have some general skills. These general job skills are sometimes called "employability skills".
Having employability skills can help you get a job. They can also help you stay in a job and work your way to the top. If you score a job interview, chances are you'll be asked questions about your job-specific skills and your employability skills.
Generally speaking, there are eight skills that employers want you to have, no matter what industry you’re working in.​
1. Communication
Depending on the job, communication is about being a good talker or a good writer. It involves being confident about speaking to people (face-to-face or over the phone). It also involves writing well enough to be understood in emails and memos.Examples of ways that you can develop or improve your communication skills include:
· writing assignments and reports as part of your studies
· blogging or using social media
· making oral presentations as part of your class work
· working in customer service (face-to-face or on the phone)
· volunteering to host a community radio program.
2. Teamwork
Teamwork means being good at working with people - both the people you work with and other people that come into contact with your organisation.
Examples of ways that you can develop or improve your teamwork skills include:
· doing group assignments as part of your studies
· volunteering for a community organisation
· thinking about how you can work better with other people at your workplace
· joining a local sporting team.
3. Problem solving
Problem solving is about being able to find solutions when faced with difficulties or setbacks. Even if you can’t think of a solution straight away, you need to have a logical process for figuring things out.
Examples of ways you can develop or improve your problem solving skills include:
· doing research assignments as part of your studies
· dealing with complaints at your workplace
· doing a study skills course that looks at problem solving
· talking to other people about how they solved the problems they faced.
4. Initiative and enterprise
Initiative and enterprise are about being able to think creatively and to make improvements to the way things are. They're also about looking at the bigger picture and how the way you work fits into that.
Examples of ways you can develop or improve your initiative and enterprise skills include:
· approaching organizations and businesses about work placements or internships
· setting up a fundraiser in your community
· making or proposing changes to the way a group you belong to does things.
5. Planning and organising
Planning and organizing are about things like working out what is required to get a job done, and then working out when and how you'll do it. They're also about things like developing project timelines and meeting deadlines.
Examples of ways you can develop or improve your planning and organizing skills include:
· developing a study timetable and sticking to it
· organizing some independent travel
· managing your time around work, study and family commitments
· helping to organize a community event
· doing chores regularly around your home.
6. Self-management
Self-management is about getting on with your work without someone having to check up on you every five minutes. You should also be able to stay on top of your own deadlines and be able to delegate tasks to other people to make sure things get done on time.
Examples of ways that you can develop or improve your self-management skills include:
· doing a work experience placement or internship
· asking for new responsibilities at work
· developing a study schedule and sticking to it
· joining a volunteer organization.

7. Learning
Learning is about wanting to understand new things and being able to pick them up quickly. It's also about being able to take on new tasks and to adapt when the way things are done in the workplace change.
Examples of ways to develop or improve your learning skills include:
· doing a short course or online course
· doing some research into learning skills and learner types
· starting a new hobby
· joining a sporting or volunteer group.
8. Technology
General technology skills that employers want include things like being able to use a computer for word processing and sending email, or knowing how to use a photocopier.
Some more specific technology skills relate to software, like using social media, working with design or video editing software or knowing programming languages. Other technology skills relate to hardware, like knowing how to use EFTPOS, a cash register, a photocopier or scanner, a camera or a recording studio.
Examples of ways to develop or improve your technology skills include:
· doing a short course or online course
· asking for extra training at work
· finding out what technology is used in the job you want and researching its use
· identifying the technology you're already using in your day-to-day life.
 Source - youthcentral.vic.gov


8: skills you need to develop your career

COMMUNICATION SKILLS 

Communication skills are perhaps the first set of skills that potential employers will notice. From the initial moment you get in touch with them, the employer will be scrutinizing the way you behave.
Be it the way you talk over the phone, the way you give them information on email, your resume and cover letter, or the way you carry yourself during the interview, they will be assessing whether you have polished communication skills.
Make sure that you proof read any form of written communication you send them, and take your time to listen to what they ask you (or read their instructions carefully), and answer in well-thought out, grammatically correct sentences. The way you communicate your thoughts should be impeccable, as this is the way they expect you to communicate with colleagues and clients alike throughout your tenure in their organisation.
ANALYTICAL AND RESEARCH SKILLS

As much as you think a question/problem presented to you is a piece of cake, be very wary of giving a rushed answer. Take the time to analyse the situation, think of all possible scenarios, and if possible ask for some time to go and do some research to find out more.
Being analytical, but also having strong research skills, differentiates one employee from the other. It demonstrates your determination, your ability to assess different scenarios, and your commitment to be 100% sure before giving an answer to your employer. It could mean the difference between a badly thought out idea and something that may gain the company a huge profit!







FLEXIBILITY/ADAPTABILITY
An ability to manage multiple assignments at the same time, and being flexible enough to work under ever changing conditions, management, environment and rules is highly appreciated.
In today’s world, a job description is very fluid, and can change shape at any time. An employee that is willing to work under a multitude of changing circumstances is highly sought after.
Being able to adapt from one working environment to the next, or even from one type of assignment to another, is a big advantage. It demonstrates the individual’s commitment to the organization, and will influence their career progression.
INTERPERSONAL ABILITIES

No man is an island”. So the saying goes. Increasingly in the workplace, we all have to work with others in order to complete a project.
Be it working in a team, or dealing with clients or suppliers, interpersonal abilities is a definite advantage and something employers always look for.
The ability to build relationships with those around you under any circumstances, and the ability to inspire them to do what needs to be done is essential.

 ABILITY TO MAKE DECISIONS AND SOLVE PROBLEMS

Decision making and problem solving is another skill that is high in demand. The ability to identify complex problems and review related information in order to develop and evaluate options and implement solutions, can distinguish one employee from another. The ability to use critical thinking to rationalise a decision will set an individual apart.

ABILITY TO PLAN, ORGANISE AND PRIORITISE WORK

Simple as it may sound, an individual that can show that he/she has been able to plan and organize their work is very valuable. Pay special attention to the way you plan your tasks, and ensure you keep up with all the deadlines you are given.
An employee that can stick to assigned timelines and can provide pieces of information with ease and speed indicates that he/she remains on top of things and can always be expected to deliver the required task or information. Similarly, knowing which tasks to priorities and which ones to leave for later is an important skill.
 
ABILITY TO WEAR MULTIPLE HATS

Theoretically, when someone is offered a job, there is a job description included in the contract. In reality however, employees are not expected to stick to only what is under their job description.
On the contrary, they are expected to get involved in other areas of the business, understand all the different steps, and offer help where necessary. At the end of the day, employers look for someone willing to try out different things, and wear multiple hats at the same time, deal with different projects and individuals, and provide more than one sole contribution at a time to the company.
LEADERSHIP/MANAGEMENT SKILLS

The ability to manage people is a very powerful skill. Not only can you inspire individuals to do what is right, you can guide them along the way, and you can monitor their progress in every step. Being able to lead a group and manage these individuals in a way that does not impede their progress and insult their judgement is highly desirable in today’s workplace.
With Gen Yers taking over the work place, and their strong desire to be left alone to do what they have to do, it is essential to have managers that know how to lead and manage their teams in a way that leaves all employees room to come up with their own ways of doing things. Exhibiting strong management/leadership skills is therefore a big advantage in today’s working world.
 ATTENTION TO DETAIL

Even though many may think that the bigger picture is more important than the tiny details, attention to detail is what will make someone stand out at what they do. Paying attention to detail may save the company a lot of hassle and possibly keep the distance from a catastrophic outcome.


SELF-CONFIDENCE

Being self-confident exudes an aura that can convince those you work for (or with) that you know what you are doing. If you do not believe in yourself, your skills and abilities, then you cannot expect anyone else to believe in you. You need to be confident with yourself and ensure everyone sees you as someone that has the ability to pull through whatever situation comes your way.

 PUBLIC SPEAKING

Why is it that those that are brilliant at memorising information, solving complex mathematical problems, or reciting Shakespearean plays do not always do well in the business space? Why is it that if they have to stand in front of a crowd and argue a case, they tend to flush and lose it?
Public speaking is a very crucial skill to have, which requires a lot of self-confidence, practice, and analysing of your audience. Even though it comes naturally to some people, it is definitely a skill that can be acquired, and it is a skill sought after by employers.
After all, when you meet clients, you represent the company as a whole. It is only fair that they would rather hire someone that can carry themselves well while expressing the values and products of the company.

TACTFULNESS

Being tactful is necessary in many situations, when dealing with clients, as well as colleagues.
No matter how much you believe you are right about something, or that it may be more useful for your colleague to know exactly what you think, realise that not everyone reacts the same way to different styles of confrontation.
It is important for individuals to know how and when to deal with various issues that may crop up in the working environment, whether they are dealing with clients, colleagues, or supervisors.
 CREATIVITY

Being creative can be beneficial to any role you may have in the workplace. It involves the ability to find solutions to problems using creativity, reasoning and past experience, coupled with information and resources.
Using innovative ways to improve workflows and processes in the work place, or finding a new way to process a piece of work can change the company’s dynamics, save time and cost, and even improve the quality of products/services.

 ETHICS AND INTEGRITY

Integrity and well-founded moral values should be highly-respected in the work place. Even though many scandals appear with black sheep here and there, it is essential for employees to maintain their values and integrity at all costs. Honesty and sticking to your values will definitely repay in the long run. An untainted reputation after all is what will help you move up the career ladder.

 STRONG WORK ETHIC

Employers always look for employees that are passionate about what they do and are very committed to their assignments. They need to be assured that their employees will keep at a problem until it is solved, and they will do what is necessary to complete all tasks.
Arriving at work on time and willingness to work and take responsibility are basic indicators of an employee’s commitment. These factors can show whether an employee is cut out for a specific role.

 ABILITY TO ACCEPT AND LEARN FROM CRITICISM

If a person demonstrates an attitude that is appreciative of feedback, it can be deduced that he/she is willing to learn. Irrespective of age and experience, everyone is constantly learning at the workplace, and one should always remain open to new information that can enhance their skills and abilities.
Jobs are constantly changing and evolving, and employees of all ranks should show that they are open to growing and learning, either by experiencing new situations, by training, or even by listening and learning from criticism.

 SALES AND MARKETING

Knowledge of the principles and methods of promoting, presenting and selling products and services is essential, no matter what your role is in a company. At any given point in time, you might be faced with an opportunity to promote your company and its products or services to people you meet.
It could be simply promoting these to a friend or acquaintance, or it could be in a more formal environment where you are pulled in for a meeting or project. Knowledge of at least basic marketing strategy as well as a range of sales techniques and sales control systems may come in handy.

 COMPUTER AND ELECTRONICS SKILLS

Almost all jobs nowadays require some basic understanding of computers and electronics in general. As we move to rely more on technology to help us conduct our daily tasks, be it communicating, writing, calculating, presenting, drawing, creating sound, and many others, we may need in the work place, we are being pushed towards the need to understand circuit boards, processors, electronic equipment and computers.

 MATHEMATICS

Even if your job has nothing to do with mathematics, arithmetic, geometry, algebra, calculus, and statistics, basic knowledge of these may become necessary at some stage.
Refreshing your knowledge of mathematics often is an essential part of keeping your competitive advantage in the job market. Statistics in particular may come in handy, as many a time you might need to produce some graphs and figures by analysing quantitative data.

 PROGRAMMING

Computer programming may be seen as a skill that only needs to be mastered by the few IT experts in an organisation. However, knowledge, even at a basic level of computer programming may come in handy if you are trying to develop a new programmed that you hope may help your department in the way you process information.
Imagine, for example, that you are working in the HR department of the company and want to come up with a system that monitors and evaluates the progress, performance and salaries of all employees.
Knowing even basic computer programming could help you realise what is possible and how you can get started on this project, putting you in a better position to collaborate with the IT department of the company in order to produce a more advanced system catering to your needs. Source - mystarjob
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