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Introduction

Employability skills are very necessary to have in the competitive job market. They are the skills that are needed from the employees. The necessary skills and knowledge for employment are needed to work effectively in an organization. It is also important for a potential employee to know about their own strengths and weaknesses. They should also measure the readiness of their employment by understanding the development areas. This reflective study has discussed these matters in depth with establishing a personal goal for employment and personal development plan.  
Employability Skills
Applying for a job relies mostly on the educational background and experiences of someone that they gather in the study life or co-curricular activities. But some skills and knowledge are necessary which should be developed to be able to effectively work in a job sector. These skills are generally called employability skills or soft skills (Hind and Moss, 2011). The skills convert a person to be employable by the employer of an organization. 
Most of the companies have the skills development training program for the employees of the job-centric nature, like operating specific machinery, using particular program or computer applications that are role-centric of the company. Although the employers or management of a company usually prefers the personal who are well equipped with the employability or soft skills prior to provide the skills development training to them. So these skills are considered as the building blocks of having a sustainable and effective career choice. These skills can be hard to master and takes time as they are also considered as long term processes. 
Amongst the most necessary soft skills that are needed in the organizational sector based on interpersonal skills, reliability and willingness of learning new skills are discussed below: 
1. Communication Skill: The skills that are necessary to have for transmitting and receiving information amongst the employees successfully are communication skills. For having the concise and clear sharing of thoughts, ideas or desires in an organization between employees or management with employees needs capabilities of having accurate communication skills without misunderstanding (Employability skills for the future, 2002). This skill may be in any form of written or spoken measures. Verbal, Nonverbal and listening skills are included in the communication skills where verbal communication are the means of language used for face to face interaction and in the writing form. On the other hand, non-verbal communication depicts the usage of the body language pattern or voice tone in communicating with others. Listening is also another great skill to have in communication for taking in and interpreting the information in an understandable sense. I have developed my communication skills with participating on various clubs of the college such as debate club and writing club. I have also done a part time job in a coffee shop in London which developed my communication skills more thoroughly by interacting with customers, taking orders with active listening and communicating via phone or email (Hind and Moss, 2011).
2. Team-working: Team working skills are a great way for measuring an applicant of their ability to cope up with a group-working environment by any organizational management. This can be both in formal and informal ways of working and sharing information (Effective team working, 1998). As more and more companies are coming up with the idea of collaborative works that are very effective for the completion of a project, team work capabilities are both expected and encouraged in an organization. Perfect bonding within the teams is a source of energy that flows throughout the office space. Being comfortable to share and receive ideas with other people is a big part of this skill (Employability skills for the future, 2002). Employees are needed to be ready for getting constructive criticism and for not having accepted the ideas in general by the group or management. It is said that there is no I in the word Teamwork (Effective team working, 1998). So people who are only focused with themselves and their own thoughts can’t do good in team working environments. As for my experiences, I have developed teamwork skills being involved in the scout group of my college. The involvement taught me to give up my autonomy and cope up with my group’s workflow naturally. The skills and knowledge I have earned during working there would certainly play a vital role in functioning well in a group of any organization.
3. Analytical Skills: To answer a question in rush may form problems for a company who don’t have the necessary analytical and research skills. The presented problems need to be fully analyzed by taking care of all of the possible scenarios that can happen within the context and researching deeply into the subject matter. Organizations want the employee to be analytic and able to do research on their own. The commitment of having a foolproof solution to a problem is always needed from the personnel; Because of the fact that it can make an organization huge profit where an idea that is badly thought and represented may in vain. I have worked for part time at a broker company in South Wales in last summer and that job has given me so much insight for having developing the necessary skills of being analytical and researching of a subject matter. I had to come out with the solutions of various transaction and monetary related problems by my own with analyzing every processes and documenting them properly, also researching about the information on the internet and different journals for information gathering. The skills I have generated would help me later in the employment sector with demonstrating my determination to find solutions in a timely fashion. 
4. Negotiation Skills: The negotiation skill or the influencing skills are of a great usage in an organizational context as these skills project the effective resolving skill of an employee in a disagreement between any parties involved. The positive nature of the employees helps a lot in finding the best solution to come up when influencing the stakeholders or customers of an organization is occurred for the employee to resolve. The best negotiator promotes their company in a positive way with the solutions of agreeable nature between parties (Employability skills for the future, 2002). When working in the broker house as a part timer, I have gathered skills and knowledge required for the purpose of negotiation in an organizational objective. I had to motivate or inspire people into choosing the services of our company by persuading others about the best form of services of our company in a positive way of negotiation. 
5. Decision Making Skills: The decision making skills are very powerful skills for identifying, defining and solving problems for an organization by the employees. The employees should have the effective skill of taking the right decision in a critical situation for having the best course of action that can be undertaken. This can also be called as the leadership or management skills of an employee. Being able to guide the members and monitor their progression is a huge part (Hind and Moss, 2011). Employers often need the people of whom they can trust of making leads and taking decisions on their own. This is regarded as one of the key employability skills in the current working corporations. I have been able to take on the decision making on my own when working at the coffee shop part time. The shop was hugely crowded and distribution of services was often tedious. Thus coming up with some effective distribution channel so that all of the customers can have the necessary services timely by opening tabs and keeping them digitally helped me In developing my decision making leadership skills. I had been practical at the problem and I could manage my subordinates effectively with my decisions. I can further explore the skills and knowledge gained in a big commercial sector in the future. 
6. Adaptability Skills: Adaptability of flexibility skills are very necessary to have in an organizational manner as the workflow may require an employee to manage multiple projects at the same time. So employees must have the ability to work under pressure and under any condition that may change regularly. Today’s job sectors have the job objectives that are quite fluid in nature and which change the shape by the characteristic based on the circumstances (Publishing, 2014). Employees are required to adapt the changing environments, projects, management or job objectives by the administration of an organization. The adaptability skills focuses on the commitment of the employee’s to the organization which will effectively develop the company’s mission and vision. I have worked at a BPO or Business Process Outsourcing farm based in London as a part-time while studying at the university at the same time. I had to be able to build up the adaptability skills for my own as I had to manage both work and study. I also had faced a lot of changes in requirements and environments during the job. But I was quite able to handle the changes and multiple projects at times by being flexible. This kinds of experiences would provide me a good understanding on the adaptability skills more deeply. 
7. Organizing Skills: Any professional should have the ability of the organizing skills that are planning and organizing their tasks in the right manner. This is very important in an organizational context because management wants to know that the employees are able to pay attention to the tasks that are most important to them and classify assortments of tasks and ideas into several groups in regards to the specific criteria of the jobs. They should be able to prioritize their works which means ordering the elements in a group in order to the importance of them successfully. So it can be very effective of time-limited job purposes when the jobs that are give the most priorities would be completed first even if the time limit does not support the whole workload. The employees can show that they are on top of things by effectively organizing and sticking to the deadlines with given prioritization. While working at the BPO firm, I had to practice the organizing skills as the job had a lot of documentation involved. I used to prioritize the works that needed to be done first and categorize each of the jobs into according job criteria. Thus I was able to finish the tasks in time and the classification of works in groups facilitated me during the work. I took on the excel application from Microsoft for the categorizing purposes The experiences would further improve for me by admitting myself into a organizing course from my university. With the theoretical knowledge combined with the practical skills that I have, I hope to develop the organizing skills for the readiness of employment of mine in a vast environmental organization. 
8. Computer Skills: Employers from every company wants the employee who can understand basic computer operations and electronics. Most of the time the employees don’t have to have the in depth knowledge in computers in an exception to the IT fields, but they have to know the software programs which are used in the offices generally. They also need to have the internet knowledge and skills to use the internet effectively for research and other purposes. Companies generally use the software to compose documents and emails. Accounts and other analysis section uses the Spreadsheet and companies utilize the power of slideshows into presenting anything ranges from ideas and work orders. With the technological advancements, employees are becoming smart and having the necessary skills to compose, present, draw, create, calculate, write and communicate by them; thus making them self-sustaining with their workloads. Also, there is an increasing need of understanding in the spaces of digital equipments like circuit boards and computer hardware. As I worked at the BPO farm as a part timer, I was able to gain necessary computer skills; I needed to compose my emails and communicating via different online channels. I also used spreadsheets and slideshows to have the presentation. I can calculate with different formulas and generate a statistical view of the information. I also learned how to use the internet effectively for gathering data and research purposes. I will be able to further develop my computer skills by admitting myself into computer course for intermediate and advance level users at my university. These skills would certainly be helpful for me in the employment sector in the future to adapt to the digitalization of the corporations. 
9. Reliability Skills: Reliability skills covers the trustworthiness and conscientious of an employee for a job role. By having proper self-regulatory terms, it can be addressed and developed. Employees are needed to be reliable to take responsibilities for their own taken action in an organization. They can develop these skills by effectively put their attention to detail and stand out from the crowd (Neubeck, 2004). They have to be able to maintain the company rules and regulations and also their own work ethics or morals so that they can deliver their task within time without needing to chase up by the management (Publishing, 2014). Creative thinking comes handy in these traits and companies want the people they can trust with, who are able maintaining their own self by self-management and effectively complete the projects on their own within delivery time. When I was working at the coffee shop as a part timer, I was able to work reliably. My managers were dependable on my tasks and believed me that I could do my job properly with my own creative thinking and analysis. I developed a keen interest on maintaining the customer-centric ethics and self-management technique so that I can provide my services better. The skills and knowledge that I have gained has enabled me to work in any multinational companies that look for this skill while hiring new employees. I want to develop my knowledge further in having exposure to more ethical or moral values of an organization study by taking a short course on it from the university or by the company’s own training and development program (Neubeck, 2004). 
10. Willingness to Learn: An employee should be open to new ideas and experiences because of the fast-pacing characteristic of the organizations. The skills and knowledge should always be improved by practicing and applying with the certain conditions for personal development. Employers want workers to be able to set the goals by themselves for learning new skills and embracing personal changes over time (Martin, 2005). They want the employees who update or revise their skills and knowledge continuously. Emotional Intelligence is a big part in this because it describes how a person can handle the changes of learning new things emotionally (Publishing, 2014). These kinds of skills pull out the employees from their comfort zones by exposing them to various new ways to learn and grow. As the current speed of doing business is changing rapidly due to the digital inventions and innovations taking place, new skills replace the necessity of the old skills and knowledge and make them obsolete. So the employees are needed to effectively carry out the new practices of business which are introduced regularly which in turn earn profits for the company. I have also has the keen interest to learn new skills and grow over time. Wherever I work, may it be a club of my university or the coffee shop or BPO farm, I tried to expose myself to the new ideas and learned new skills and gained knowledge continuously. This has enabled me to have the necessary willingness to be able to readjust myself when new ways of learning is needed. I want to further develop this skill with embracing several new skill-building training and skill development program and undertaking some courses that are not on my study list yet are very important to have a look onto. The skill which are talked about will be very beneficial for myself for effectively work for an organization in future. 
Readiness for employment and personal development

Personal SWOT Analysis:
SWOT Analysis stands for finding the strengths, weaknesses, opportunities and threats of certain bodies. A personal SWOT analysis is the measurements by which an employee can get the idea of their readiness in their skills and knowledge to be able to effectively carry out job roles for an organization. On the other hand, the analysis also describes the area that needed to be developed and looked onto for further investigation (Stout and Fairley, 2013). It is a great tool for measuring the current state or readiness of a person’s employability skills. By having the analysis, a person can understand the opportunity areas that were unspotted before. Also, threats that can harm someone in the future can also be managed and eliminated by understanding about them beforehand. The SWOT analysis can be very helpful to develop new skills and abilities and advancing the career with achieving the personal goals (Stout and Fairley, 2013). My personal SWOT analysis has been described in the following:
Strengths:
· I am very communicative. I can maintain my communication clear and concise.
· I am able to do better in a team environment where I can share my ideas and thoughts within a group.
· I own the capability of asking right questions to the peers for having the correct answers.
· I am very self-organized. I can manage my own works and maintain them carefully by having a thorough categorization.
· I have some necessary IT skills like using the internet and understanding different computer programs like spreadsheets and slideshows.
· I have a good negotiation skill. I can positively carry out negotiation and convince the other party into believing that my services are the best.
· I have good analytical skill. I can a lot of research prior to do a job. Thus giving me the insight which helps me analytically.
Weaknesses:
· Sometimes I need to complete my work quickly so it comes out not good as it supposed to. The quality hampers for not managing my times properly.
· With having less times for a project which creates a time-management problem, causes stress in me.
· Sometimes I can’t prioritize my tasks and do them accordingly. Especially when I have too much tasks on the table.
· Public Speaking or giving out presentations in public has been my weakness. I fear talking loudly in public. This hampers my presentation skills.
Opportunities: 
· I am having some necessary courses from a institute in the next month for six weeks. I am undertaking the public speaking and time-management courses.
· I will be attending some new seminars and conferences in future which will help me to build network and share my views with the people of same background.
· I will be more involved in the university clubs such as debate club and literature club. I can do strategic networking and can build up groups to learn the things necessary in a group environment.
· I will be exposed to a wide range of learning materials from the university library upon issuing my library card.
Threats:
· Due to overworking nature, my creativity in working can be hampered.
· The current industry is laying off a vast number of employees for having faced the slower growth. 
· There will be a of graduates with more convincing power and public speaking than me in the upcoming future which can results in huge competition in respective job sector.
Personal Employment Goals

Personal employment goal setting is crucial for an employee to have a clear vision for long-term work objectives and short-time motivation to work. By setting up personal employment goals, one can be aware of the skills and knowledge they possess and have the necessary plan to do accordingly and manage their times and resources to make the most out of their lives (Bates, 2004). To measure powerful goal generation, a SMART tool is used by many professionals. 
SMART goal setting stands for-
· Specific goals which are significant
· Meaningful or Measurable goal
· Action-Oriented or goals which are Attainable
· Rewarding goal which are Relevant
· Track-able goals that are time-bound
My personal employment goal is given below for various sections:
Career: I want to be certified as being in a managerial position or an administrative position. 
Financial: I want to earn industry standard salary by the time I become manager.
Educational: I want to complete my MBA program after doing the business graduation. 
Artistic: I want to learn the illustration process to be able to understand the design flow better.
Physical: I want to have a tiptop physical condition so I can serve till retirement.
Looking into a little bit closer, I can break down my personal goal which is to be in a managerial position into several levels of time:
One year goal: To complete my graduation degree successfully from my university with necessary skills and knowledge gained. Improving leadership and public speaking skill as parts of the core management skills.
Five-year goal: Securing a safe assistant manager position in a reputed company and gaining experience managing complex projects. 
One-month goal: Discussing with my supervisor and addressing what skills are necessary for me to develop. 
One-week goal: Completing a short course on presentation techniques. Resources would be learning materials and training programs online. 
Personal Development/Action Plan

Properly planning and managing the career aspects are very important to be successful in life. By taking the personal development plans in hand, one can simply shape their own career (Rouse, 2010). In this sense, Continuing Professional Development (CPD) can be very helpful to someone if they want to enhance their capabilities. 
Continuing Professional Development: 
It is a method which ensures that right abilities are gained through proper maintaining and developing plan. Just like National Vocational Qualification (NVQ) of UK, CPD can help many professionals in maintaining a record of their development processes which is required by many organizations an professional institutions now (Continuing professional development, 2002). The plans that are established would be flexible as to the job requirements necessary. At the same time, the development plans need to be realistic in nature. With the proper development in process, gaining new knowledge and expanding the abilities will be fruitful along with a rising opportunity to be successful. The key feature of continuing professional development may be in training and learning processes but CPD focuses more on the career growth and progression by developing certain aspects of job roles (Continuing professional development, 2002). With working on the weaknesses, a person can develop action plans to develop certain traits in them. A record system should be kept for keeping the planning. A mini diary or a computerized notebook can be of help in keeping track of necessary data of development. The plan needs to be short and simple because it should not look like too hard to achieve. Lastly, an experienced friend or mentor can be helpful in giving out insights on how to develop and maintain a personal career plan.  
Here I have given a sample personal development plan for mine to improve my time management and presentation skills:
	Goal
	Objective
	Resources
	Measurements
	Time need to fulfill

	1. Time Management Improvements
	To be able to categorize and finish my works in a timely fashion
	Training, Course Teacher, Senior members of the authority
	Positive feedback from the peers, employer satisfaction scores for my services
	4 months

	2. Presentation Skills Improvement

	To be able to improve public speaking technique for developing presentation skills

	 Learning Materials, Online tutorials 
	Positive feedback from the audience, completion of the learning

	2 months



Conclusion

This reflective study has put focus on the necessary skills and knowledge needed to work effectively in an organization. It supports readiness for employability with proper personal examples for each of the skills gained or need to be developed. Further, a SWOT analysis has been carried out to measure personal strengths and other areas for development. The study concludes with providing a personal employment goals and a personal development plan. 
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