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Employability Skills

Introduction
Employability skills are very important for an organisation and fundamental base of career development. Organizations spend a lot of time and resources to trained their staff in basic employability skills. The main concern of the employers are to find a right candidate and trained them for the job. The main responsibility of the Human Resources department and the managers to hire capable employees. Finding and hiring an experienced candidate is the main object of the company, however most places are inclined to provide the training to the employee to enhance their skills required for the job. 
The selection is the method of choosing the most suitable candidate for the job role in any organization. It is a process of taking unsuitable applicants out and choosing the candidates with adequate qualification, capabilities and work experience to fulfil the job requirements. Based on analysing the information of the candidates and comparing with the company's requirements and demands and those who met the essential requirements they proceed the selection process.
Selecting the most suitable candidate for the job who possess required skills is the aim of the employers. They look for the candidate who can work efficiently, effectively and have a right attitude to work with the other team members to achieve the targets. Candidates with the required skills for the job are highly considered by the companies. Employability skills are the essential skills for getting, keeping and doing the job well.



Findings
Employability skills, can be classified in different ways and can be breakdown in three skill sets: (Appendix 1) 
(a) Basic Academic Skills
(b) Higher Academic Skills 
(c) Personal Qualities
While the academic skill required for some entry-level jobs, they are essential for high level job. Preferably, new employees should have ability to listen and read the instruction and carry out the instruction professionally. They should be able to respond correctly when asked to follow the job verbally and in writing.  As important as the basic academic skills are it is important to have higher level of thinking skills, where the candidate can think, reason and make flawless decision.
Importance of Employability skills
Employers nowadays ask alot more than a degree. The companies try to find particular employability skills and ability that can contribute towards efficient working environment. Employability skills have become a important feature through which employers judge the candidates and consequently hire employees. Employability skills hold very important place for an organisation. Here are some skills which counted as employability skills.
· Communication skills
Communication skills can be verbal or written, is one of the vital employability skills for a person to have. All employers require their employees to have strong communication skills to be able to communicate with their clients on the phone or face to face. For a employee to have good communication skill is as important as having the good listening skills to be able to understand of any concern and questions their clients may have. Written, Oral, Interpersonal skills, active listening and attentiveness is part of  communication skills. In a professional environment it is important to have clear understanding of hearing and listening. Hearing is psychological process and  physical ability to identify the sound. Listening however, differentiate the content of verbal and non-verbal message. Effective listening is essential interpersonal skill with work colleagues, clients and leaders. 
"The effect of one's listening abilities are far-reaching. Sypher, Bostrom, and Seibert (1989) reported that an individual's listening ability has implications for the effectiveness of productivity, teamwork, overall organization and perhaps the individual's own successes".          

· Teamwork
Teamwork is a essential part of a business, as it is important for all the employees to bring their individual skills on board and work together to do their best in any circumstances for achieving the goals and targets for the company. Teamwork creates an well-organized and serene working environment; which is bonus point for any organization to achieve higher. Team work have an effect on better on following caption:  
· Group Effort
· Managing Expectations
· Difference Management
· Consistency
· Professionalism 
There is term of defining Group and Team (Muchinsky, 2003) have argued that group and team are same thing. Every individual have different opinions, capabilities, skills, interest and strength, but there something brings them together. There are similarities in group and team, however few people together form a social group, A team on the other hand, a number of individuals working as one to achieve a particular goal to which they are all mutually committed. 
· Critical Thinking
Critical thinking refers to one’s ability to understand, analyze, and interpret information and draw conclusions. In any job, an employee will have to assess situations and solve problems. Employees need to think logically and make sensible judgments, e.g.
· Logical Skills
· Problem Solving
· Imagination
· Inductive Reasoning
· Deductive Reasoning
· Ethics
Ethics in working environment is when an employee follow their principles and believes. Organisations have their work ethics and they would like all employees to understand and follow the rules and regulations and act professionally at all times.
· Digital / Computer Skills 
Computer skills are as important as any other sot skills. In some work places the requirement can be basic computer knowledge is enough for the job, however for software development and programming companies may seek higher qualified candidate to fulfil the requirement.
According to the necessity of computer and technology world all candidates must demonstrate their experience or readiness to learn and adapt to new technologies, e.g.,
· Microsoft Office 
· Information and Communications Technology (ICT)
· Email Management
· Digital Calendar Management
· Mobile Devices
· Word Processing
· Search Engine Research
· Social Media

· Organizational Skills 

Organizational skills are a essential part of daily life. Keeping track on schedules and tracking task will help achieve targets. Good understanding of organizational skills can make changes and improvements. Setting targets and deadline and achieving them is an essential part of organizational skills. Self organization portray an individual's ability to manage and keeping organized. Organizational skills and time-management skills attach nicely together. organizational skills include:
· Focused and self-motivated 
· Efficient use of strength, weakness, physical space, and resources
· Tasks management 
· Team work
· Prioritising and Delegating 

 All of these skills are turn a normal candidate to a highly employable and versatile person.  
 
1. Partnership
For an employee the key success is the way they collaborate with others. Good collaboration means success in the job, project or targets.
 
2. Communication
Good communication gives good productivity for the workplace. The message to co-worker, team member or higher staff should be clear vocally and written for better understanding.
 
3. Teamwork
Organizing work in a group of people is just as fundamental as selecting the right people to build a team. If the candidate have best organizational skills, they will be able to create a best team  to achieve results.
 
4. Delegation
Delegation skills are connected to teamwork skills. Organized employee have clear knowledge of their capabilities, and how to delegate a team member to achieve the best result.
 
5. Planning
Planning is important part of being well organized individual. Making a right plan for the project in hand or any assignment characterise of any individual who claims to have strong organizational skills.
 
6. Prioritizing
Having a good understanding of the company agenda and time frame of job in hand, able to give an individual a knowledge how to prioritize tasks.
Knowing the job is important or urgent and then prioritizing for effect and successful result.

7. Intellectual organizational skills
Intellectual organizational skills let you to research and analyze situations, prepare documentation, and think strategically among others. Methodical approach can help you solve the problems. Here’s a list of some of the most important Intellectual organizational skills:
· Analyzing
· Assessment and evaluation
· Attention to detail
· Documenting
· Identifying problems
· Research
· Strategic thinking
 
8. Physical organization
Keeping yourself organise is as important as keeping work place well organised.
Few skills falls into this category:
· Filing 
· Office management
· Record keeping
· Stock inventory
 
9. Time management
Time management is a very important organizational skill. Having an organize work environment, getting task done in a timely manner, schedule, and following the deadlines is a strong organizational skills. 
 
10. Work-life balance
Work life balance is an essential organizational skill. If you have fresh mind with no personal life stress its shows in your work. it is important to look after yourself physically, mentally and emotionally for well organized work life.

· Problem-solving

The Measure of Success is not whether you have a tough problem to deal with, but whether it is the same problem you had last year. (John Foster Dulles, Former US Secretary of State)
Employers would like to hire an individual who can solve problems if they face any challenge at work place. Companies depend on their employees to identify the problem and solve them accordingly with the skills they possesses.
In the 1950's two British individuals, identified a decision making process which became a well establish frame work for problem solving (Kepner and Tregoe, 2013).
The K-T have five steps to identify the problem by finding out how and why it occurring and any differences in the circumstances to find out why they occurring. 
· Define the problem
· Describe the problem
· Establish problem causes.
· Test the most probable cause.
· Verify the true cause.

These five steps are all proposed to help us to understand the real issue is and to identify the problem accurately, which is help us and give us better idea how to focus on particular problem.
Self Assessment For Employability Skills 
Self assessment is very crucial before any first step are taken in making a career decision. Self assessment includes values, interests, personality and skills. In order to think about the place of work and the type of job a person seeks, interest and personal values must be taken into consideration. Choosing the wrong career path will lead to unachievable goals. Personality is determined by an individual's level of thinking, feelings, their confidence, knowledge as well as performing effectively as an individual or part of a team; whereas a person's relevant skills are a big part of their self assessment which can lead to better job opportunities.  
The important goals of self assessment are to enhance self awareness and knowing your strengths and weakness. In this instance, a SWOT analysis can be under taken to evaluate your strengths, weaknesses, opportunities and threats in a professional and personal development skills. SWOT analysis helps you focus on your strength, diminish your weaknesses and take the best possible advantages of  any opportunities.


In the past, I worked in different fields and enrolling myself on a HE Cert Skills in the Work Place course. I enjoyed my old job but I wanted a change of career to get a higher qualification for better job opportunities in the future.
Personal SWOT Analysis (Appendices 2):
Strength:
I am a very hard working, motivated, reliable and adaptable individual who enjoys new challenges and can deliver under pressure.  Having worked in a variety of fields, I have gained a wide range of skills which would prove to be very beneficial in any job. My bilingual skills will help me to communicate with people of different ethnic origins. I have great IT skills.
Weaknesses:
My weaknesses are that I am a sensitive person who readily helps others in their time of need. I also take too much on board  which causes me stress when I have too many tasks to do. The lack of knowledge and experience in certain areas of  literacy skills puts me at a disadvantage in certain situations. 
Opportunities:
Attending University opened doors of opportunities for me i.e. learning Academic skills, gaining knowledge of different career options, learning Literacy skills, gathering help from the tutors, using online supports would help me to improve my existing educational and career development skills.
Threat:
Being a mum of three, my only threat would be the change of circumstance on the home front. If my family need me, my priorities would change accordingly which would have a knock on effect on my learning schedule.
Hard skills versus soft skills
Most employers identify the importance of having a employees with ‘hard skills’ as well as set of soft skills that can strengthen the company's reputation. These include interpersonal and communication skills, presentation skills, numeracy skills, digital skills, team working and leadership, critical thinking skills, and a commitment to personal learning and development which are essential for building relationships with co-worker and company's clients.


Employability skills matter
Lack of employability skills are very important for any organization. Lack of employability skills not only affect the candidate but also the candidate cannot be succeed in employment without it. For example, a lack of interpersonal and communication skills could lead the business going to other competitors. Time management skills can delay in progress and productivity. Digital skills are also essential for business efficiency to connect with the world. Personal development skills are highly recognised by employers. All organisations experience change, and employees who are continually learning and developing. Ultimately this is what keeps the most successful businesses ahead of the competition.



Conclusion
Soft skills are also known as employability skills. They’re the skills and attitudes you need to find, keep and be successful in any job – and to build a career. But they’re not just important to individuals. They’re also essential for businesses to succeed – and ultimately of huge value to the economy. There is no doubt that employees who having a higher degree will achieve an incredible starting point,  since a higher degree helps employees open the door of gaining a job, however, a degree alone is not enough, employers want a whole lot more from their graduate employees, they want employees can bring benefits to the organization and let the company in an invincible position throughout the competition in the market. Based on above discussion, employability skills are essential to develop and build a portfolio based on the core skill set. Employers expect for a candidate to have these skills .e.g. Team work, communication skills, problem solving, time management, IT, interpersonal skills and self management to get a job in a organization. . These skills helps improving the organisational culture, and builds a strong team culture organisation. Proper strategy used in problem resolution can solve problems and help organization to progress in the market. As a whole we can say having strong employability skills is  very important for finding a good job to progress in career development.


Appendix:
Appendix 1 
	Basic Academic Skills
	Higher Academic Skills
	Personal Qualities

	
Reading Skills
Writing Skills
Science Skills
Maths Skills
Lingual Skills
Listening Skills
	
Studying Literature
Analysing
Creative Thinking
Decision Making
Problem solving 
	
Responsible
Capable
Self Confidence
Self Control
Social Skills
Genuine 
Sincere
 
 
	
Team Player
Punctual and Efficient
Self Directed 
Good Working Attitude
Well groomed
Cooperative
Self Motivated 
Self Management
 



Appendices 2:  SWOT Analysis
 
	Strengths:
· Organised 
· Committed 
· Hardworking
· Empathetic
· Flexible
· Honest
· Patient
· Respectful
· Non Judgemental
	Weakness:
· Sensitive
· Take too much on board
· Perfectionist  
· Lack of experience in certain areas i.e. Literacy 


	Opportunities:
· Getting HE Diploma 
· Excel in skills 
· Taking new challenge
· Support from the Tutors and mentors. 
· Encourage learning
· Meeting own goals
	Threat:
· Change in circumstances 
· Priorities






Reference: 
· https://www.face.edu

· https://careertrend.com

· https://www.thebalancecareers.com/employability

· https://www.skillsyouneed.com

· https://zety.com/blog/organizational-skills

· Needleman, E. C. (1995). Preparing Youth for Employable Futures. Washington, DC: National 4-H Council Secretary’s Commission on Achieving Necessary Skills (no date). Skills and Tasks for Jobs. A SCANS Report for America 2000. Washington, DC: U.S. Department of Labour.

· Muchinsky, p. M. (2003). Psychology applied to work. Belmont, ca: wadsworth.

· Peter Morgan, (2017) The Business Student's Guide To The Study And Employability (Part IV Employability Skills)
	
	Page 1
	

	
	
	



