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[bookmark: _Toc55396437]1.0 Introduction

Employability skills are a set of skills that essentially make you more employable, they are combination of things that will help you as an employee in the world of work. The report will be looking at the importance of employability skills at the workplace, the benefits to both the employer and the employee, whether employability skills have always been important and if they have recently changed. Employability skills are a certain set of skills that employers look for in an employee which vary between different industries but there are also a basic set of skills that will help you across the board. These are called transferable skills.
According to (Reed,2020)  “Transferable skills are a great way to show you’re a great fit for the role, regardless of previous experience. And the best part? Everyone has them”
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2.01 Employability skills and their importance:
 A skill in itself is the ability to carry out a learned activity and use it going forward. You can apply a skill to different tasks that you are required to take part it, your own enjoyment or activity. It is important to reflect on what you learnt and improve.(Cottrell.S,2013,P.36)          Employability skills are important because you are deemed to be more employable when you are able to demonstrate that you have basic employability skills to an employer. Different jobs will require a number of different skills depending on the role but it is key that you have the basics as these will both benefit you and your employer.
 Employability skills are important to have as an employee and to be able to demonstrate to a potential employer because you want to stand out when applying for a position, usually an employer already knows the set of skills he or she is looking for and how they would best fit in with the company’s needs, therefor if you have a broader set of skills and that are more fitted for the role than your fellow candidate you could be more likely to get the job. 
You need to stand out, employers look for employability skills such as teamwork, leadership, confidence and it can also help to have some previous work experience as sometimes a degree isn’t enough. (L.Whitney,2013) ‘Make sure you stand out from the crowd’ 


2.02 Time Management: 
Time management is one key skill that employers look for and is one of the most important for yourself and within the workplace. The different aspects of time management require you to be punctual and to being able to be timely with your work and tasks at the workplace. An employer needs to be able to rely on you to be punctual when arriving to work as you are counted upon to be able to start your role on time. If you are not on time for work this could put a strain on other staff members management and your efficiency to complete your tasks for that day. By arriving late at work it could also cause any meetings, tasks or services the business may offer to be delayed and that would negatively impact a company. Being timely with your work is the skill of being able to plan ahead for how long each task will take you to complete and ensure you stick to the required timeframe. 
Time management can be extremely rewarding when done correctly and used to enhance not only your skills for the workplace but your personal life. If you thought about your usual daily actives such as meeting up with friends, scrolling through social media or watching videos and assess how much time per day you did doing so, do you think there would be time for more beneficial activities in your day? Such as, learning a new skill, working on your fitness or completing unfinished tasks. (D.George,2012,P47).


2.03 The benefits of employability skills to the employer and employees: 
 Employers look for a candidate with a wide range of skills that would help them within their company. It benefits the employer as it gives them reassurance that you have a good level of knowledge that you can bring forward within the role and show your readiness to work. They are looking for staff to essentially help them run their business. They need to know that the employee is competent and able to do their role affectively. The basic skills employers look for are skills such as, a good level of reading and writing, this sometimes requires a test. Communication skills, problem solving, digital competency, being able to work independently as well as in a group and many more. Possessing a collection of achievements, skills, knowledge and personal qualities would sit you in a better position as a university graduate when obtaining their desired career.(Yorke,M,2006)  
[bookmark: _Toc55396439]During the research conducted for this report it was discovered that many newly graduated students who are looking to apply for jobs, despite having a good level of education do not meet the job requirements. It has been argued that universities don’t teach students the transferable skills that they require for the world of work. However This can often result in the employer having to spend more time with the candidates to train them for their position. (Garner,2019 Et.All) ‘ Exploring the gap between employers needs and undergraduate business curricula’ 


2.04 Have employability skills always been important? 
Employability skills have changed a lot, and required more of, the times are moving forward and so is the progress of technology and it is widely acknowledged that this is a key factor in employment. Previously, the need for the type of employability skills a candidate would require differ from the requirements expected from and employer today. 
Years ago prior to any major advances in technology exceptional writing skills would be crucial due to the fact, everything was hand written including emails, reports, documents etc. Employability skills such as grammar skills, spelling and vocabulary would be some of the most required especially in an office based or admin setting. 
Over the past 10 years employers started to change their required employability skills on the bases of everchanging advances in technology. Handwritten letters, reports and documents soon changed to online emails, and digital systems were used as a form of writing documents and drafting reports. The majority if not all of workplace files are all now created on a computer. Power point is the known system to create slides for any conference or staff meetings. 
Word is one of the most used systems for report writing and letters and Excel is one other system that is widely used for inputting data such as tables and graphs . Although these are the basic forms of IT knowledge most companies have their own systems and portals which mean a lot of getting used to for new employees. Depending on each industry every computerised system will largely differ. 
To be able to go into a workplace in the more recent years the need for digital competency skills are significant although during my research it is often discussed that newly graduated students lack if not have minimal skills digital skills. It seems that even from the get go in higher education many students lack digital competence, to some it is normality now and they can easily find their way around a computer to do basic tasks but to many others it is a struggle. 
 More and more of the universities work and studying modules are now online even the like of submitting assignments this has been a struggle for many students. An IT technician at a British university stated that he even expected a wedding invite to some students future weddings as he sees them so much with issues around lack of IT understanding. “It’s tough being the moodle man when your students struggle to use technology”. (The Guardian, 2017) was a useful source of information. 
One university that disagrees with this is the ‘university of Sunderland’ who claim that they offer a wide range of services to enhance the Digital knowledge of their students. They claim that their focus is to develop and put the digital skills of their students at the heart of everything they do. (University of Sunderland 2020)

2.05 The need for more digital competence skills in the workplace in an everchanging world after the pandemic:
 Over the more recent months, tech skills have become even more needed, quicker than anyone could have ever imagined. During the early months of 2020 The Coronavirus pandemic hit the UK and proceeded to worsen throughout the rest of the year. This resulted in many people having to work from home. Companies had to set up ways to manage their staff and get work done over newly set up online systems. The majority of people had never worked from home before and for many people this was a challenging task of learning how to use all of the different online set ups. 
As time went by a lot of businesses manged this efficiently and staff had to quickly learn how to use many online tech systems to continue their work. As the pandemic largely effected businesses income across the country they also had to cut costs and bring down over heads.
 Many businesses have now learnt that the possibility of going back to large office base environments may not be needed and manging staff at home could be the new normal. It is defiantly cost effective. Consequently now more than ever employers are looking for ‘tech savy’ employees as the workplaces are changing.  The pandemic has impacted everyone in every way. 
It’s more obvious now more than ever that students or work colleagues do not need to be in their usual work environment to essentially do the work. The aim of every student is to be able to get their dream career but due to the massive changes in the way we work there is now a gap between newly graduated students and the tech wizards that employers are looking for. Universities are looking consistently looking for ways to keep up to date with this.(Brownlee.S,2020)

2.06 key emotional skills for a modern workplace:
 Emotional intelligence is a key skill to obtain especially in a leadership position as it helps maintain a healthy workforce and relationship with you staff. We live in a society where now emotion intelligence is more crucial than ever. If the way we work is ever changing and is being adapted to modern technology then this means that work environments are changing too. More people than ever are now working from home and that can cause and ever larger barrier between having emotionally healthy staff and reading emotions through a screen. 
Still, many people are working in on site workplace and EI plays just as big a part.With well being at the heart of any workplace it is important that staff feel safe, nurtured and are able to express emotion in a healthy space. 
Many people feel as if they have to mask their emotions at work and this negatively impacts their ability to work to full potential. Of course showing the wrong emotions in the wrong manner can also negatively impact a work environment but it is important that leaders make staff aware that it is better to share their feelings in a safe and understanding way. Maintaining a good relationship as a leader among your staff can encourage your staff to speak to you about their issues and this would help improve the over all emotional health of your staff if they feel that they are able to discus with management. Colla,N,T.(2020) ‘We all play a role in fostering wellbeing in a workplace’
(Cottrell.S,2013, P.22) explains how important it is to overall be resilient. Resilience is how your ability to carry yourself and hold yourself strong throughout challenging and changing times. It’s how hard you can be knocked back yet pick yourself up and carry on. No one is emotionless or bulletproof but it is important to not let your knockback effect you. Resilience is the ability to be able to control your emotions in a positive way in the right situations and be able to keep going.
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The first thing that was researched during this report was the explanation of employability skills and their importance. To be looked at as employable, you need to have a transferable set of skills. 
It is important to have a wide set of skills when applying for a position in a workplace as it puts you ahead of other candidates when applying for a role due to you having a wider range of knowledge that you can bring forward to the role that you are applying for. 
Having a skill such as time management for example can set you in a much better position to carry out your role. If you are able to mange your time effectively it enables you to better structure your day and your to do tasks in the required time frame so that things don’t get on top of you. Some of the other employability skills that are looked upon as the most important are skills such as being punctual, communication skills, team work skills yet also the ability to be able to work independently and digital competence. There are many skills personal to each individual.
Secondly the report looks at how employability skills benefits the employer and employee.  When employers are looking for someone to fill a new position at the workplace they are essentially needing someone who is able to help them run their business therefore they want to see a set of employability skills that make you competent to work for them and also personal to the role. They need the peace of mind that you are able to carry out your role to a high standard. Having employability skills as an employee puts you in a better position to apply for new roles and also manging yourself. 
Thirdly the report looks at how the need for employability skills have changed recently. More than ever the change in employability skills is the need for people with digital competence. All workplaces need people who are able to use the systems that are available online such as word, power point, excel and teams to be able to run a modern business. Many people lack such skills, the argument is that there isn’t sufficient IT skills taught in education.
Lastly the report touches on the importance of emotional competency especially in a leadership position. It was found that many people feel the need to mask any emotions in work and this can then lead to emotions sometimes surfacing in the wrong ways. Managers with a good level of emotional intelligence can better manage their staff as employees feel that they are able to discuss their issues with management and find ways to best over come this in work. People with a good level of emotional intelligence can also better read situations, their staff and address situations quicker.
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