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[bookmark: _Toc502769063]1. Introduction 
In this report we will mention about skills needed by employees in an organization. Skills can be said as an ability or a set of abilities which are carried out by people. In our personal life as well as our work life we need skills. We need skills in every sphere of life. We know this is an age of technology. For surviving in this age of technology we need to have desired skills. So the necessity of skills can’t be ignored in such a dynamic ever changing world. In an organization we also need a lot of skills. Skills such as hard skills, soft skills etc. There are many tiers of employee in an organization starting from CEO to a normal executive. So at different tiers different skills are needed. Besides the need for skills also vary according to functionality of the employees. Different employees have to perform different tasks. The skills needed by a Marketing manager are branding, promoting, preparing a Marketing plan whereas the skills of an Accounts manager is preparing an income statement, balance sheet etc. So we can see the variation of skills from one person to other. So here we can see the variation of skills from one person to another. Besides there are some skills which we all need or have from the beginning like typing, know how to use a computer.
[bookmark: _Toc502769064]2. Review of literature
Carnevale (1991) and Cappelli & Iannozzi (1995) said the skills requirements for a job is determined by its employers. Spenner 1985 says that specific work skills is dependent on bureaucracy and interaction of workplace by which the job is defined. Hanser(1995) highlights the difference between  job tasks and emerging job tasks. He defines job tasks as the tasks which the employee needs to perform. But emerging job tasks add a different dynamic to the requirements needed to perform the job. It is mainly due to the arrangements in different organizations. They differ from one organization to another. Kalleberg and Leicht (1986) provided specific evidence is the work structures differ from one to other usually have an effect on level of skill. It’s very important knowing the reason for which employers today have been able to convince the need for a lot of skills.to the workers and workers who are prospective (BVIMR Management Edge; 2011, McKinsey, 2010). There is a concern amongst employee in this new ever changing economy. It is brining frequent drastic changes every day. As a result many employees are unsettled. It is believed by the employees that security is reliant on hard work, merit, technical skills. The most important thing is the ability to adapt to the environment which is changing ever so fast.(Prowse 1992) There has been aggregate changes in environment but the requirement for skill is low. Spenner (1985). The requirements for skills for a job is changing ever fast and the change is determined by employer. (Cappelli & Iannozzi, 1995). Skill gap if we say can help us understand the skills needed for workplace and how those skills perform. (Cappelli & Rogovsky, 1995).

[bookmark: _Toc502769065]3. Soft skills 
If we talk of soft skill they comprise of skills which are interpersonal. It’s very tough to measure and evaluate such skills. Some examples of soft skills are communication, leadership skills, creativity, problem solving skills, social intelligence etc As per English Collins Dictionary some skills or quality which is needed for specific type employment and is not dependant on knowledge which is acquired. These skills consists of common sense, an attitude which is flexible and positive and the ability. So if we talk about soft skills we can say that a lot these skills are intrinsic that usually comes from inside.
Why employers search for soft skills?
It is seen that in every job description we need employees who have hard skills. But aside hard skills soft skills are also pretty crucial. In every job employees needs to be engaged with one another. So interaction needs to be good with all employees. Without smooth interaction it would hamper the smooth flow of operations as well as Communication.
One of the features of soft skills is that it can be easily transferred. It’s another significant reason for which soft skill is valued. So the employees’ who possess soft skills can adopt very smoothly to the changing needs.
It occurs through experience after a specific time-frame rather than by following any training or a specific guideline. The people having good soft skills are considered unique and their broad horizon of thinking can help a Company diversify. As a result a Company can run more efficiently.
Soft skills are very much important in jobs based on customer service. There is direct interaction with customer. These skills are needed for interacting with customers, listening to their problems and offer a smooth flow of service.

[bookmark: _Toc502769066]4. Hard Skills
The specific skills which is needed for a job is known as hard skill. The rational qualities and expertise which are required for an employee to perform the job is usually known as hard skills. People get hard schools through education, training programs, or any source from the internet, special programs of certification etc. Some examples of hard skills are as web design, marketing, computer programming, and mathematics. While recruitment in several Companies to test hard skills Companies take written tests and interviews. It’s very easy to measure hard skills in comparison to soft skills. They are also measured when evaluating an employee for promotion or stuffs. So hard skills in a Company must complement the soft skill or vice versa.
So hard skills are as important as soft skills. They provide employers an idea of how well an employee’s skill matches with the specific requirements of a job. Employers mostly value hard skills. These are usually taught or there are ways in which people can be trained to acquire these hard skills. So employees must seek to have more hard skills so that it can make their job life easy.
[bookmark: _Toc502769067]5. Differences between hard skill and soft skills
i. Hard Skills are skills which can be taught and quantified. Soft skills usually are intrinsic and it’s very difficult to teach and measure them.
ii. For hard skills we use right side of our brain also known as smarts or IQ. For soft skills we use left side of our brain also known as Emotional Intelligence or EQ.
iii. Examples of hard skills are math, finance, marketing etc. Some examples of soft skills are networking and communication skills, problem solving skills, stress management etc.
In case of hard skills there is hardly any change to the rules no matter which Company it is. In case of soft skills there is usually a change. We know that programming is a skill. So the basics of programming are same wherever someone work. A programmer just has to know the proper ways of application. But we know that communication skills are considered as a part of soft skills. The pattern of communication usually varies considering the audience. Like when communication is done with fellow programmers there might be no problem. But some problems might occur while communicating with senior level managers.
We can see the difference and a combination of both is needed to succeed in workplace.
[bookmark: _Toc502769068]6. Abilities
If we define abilities it’s the power or capacity of a person to do something. It might be both physically as well as mentally. If we take the perspective of an organization abilities are usually of two types
i. Intellectual Ability
It usually involves the capacity to perform mental activities. Activities where there is involvement of the brain. Such ability is measured by an intelligence test or based on performance. The most common parameters for intellectual abilities are number aptitude, inductive reasoning, deductive reasoning, perceptual speed, verbal comprehension and memory.
This ability involves being able to solve arithmetic in a fast way, identify the logical sequence of problems, similarities and dissimilarity of images visually, recalling memories from the past.
ii. Physical ability
It usually involves the capacity to do tasks which requires use of our body. We need strength, speed, stamina, fitness etc. Individuals must be able to perform specific tasks without physically being injured.
Examples of physical ability are dynamic strength, stamina, Extent flexibility, dynamic flexibility, trunk strength, explosive strength, coordination of body.
An individual must have necessary intellectual and physical ability needed for performing a job.
[bookmark: _Toc502769069]7. Personal Analysis
 If I analyse myself personally I will be able to see lot of things which needs to be improved. So let me highlight some of my key characteristics
Very soft-spoken
A bit introvert
Hardworking but a bit lazy at times
Like to enjoy creative work
Always willing to take new challenges.
[bookmark: _Toc502769070]8. Hard Skill, Soft Skills and Ability analysis
Hard Skill
In operating Computers I am not bad. I can work with MS Word, Power Point Excel. My speed of typing is pretty average. I can do a bit of Photoshop. I want to learn Photo shop, video editing and motion graphics in future.  So I need a lot of improvements in the hard skill department. Besides English speaking is one of my significant area for improvement.
Soft Skill
Communication has been somewhat of a weakness of mine for a pretty long time.So the communication part needs to improve. I have stumbled and had problems interacting with groups even when playing. 
Ability Analysis
Physically I am fine I have a bit of dust allergy. But I will a bit let down on the intellectual ability. Critical reasoning, arithmetic ability are my main areas of weakness. I would love to improve these areas.









[bookmark: _Toc502769071]9. Personal Development Plan
i. Set up Goals
My goal is to become a very good graphics designer.
ii. Evaluating current position
Currently I only know some basics of Photoshop. I can do a few sketch
iii. Setting up plan
 Skills and knowledge needed need to know use of following things in order to be a graphics designer.
Learn about
Adobe Illustrator
Adobe Photoshop in full
User Interface/User Experience design
Vector Icon
Next Step
I am planning to get admitted in a graphics design school. I am searching for places whether online or offline where it is taught.
Resource
I need a very good laptop for which needs to have core I 5 processor minimum and up to 4GB of RAM. I also need to buy premium version of Adobe Photoshop and Illustrator.
Time Schedule
I plan to learn basics of Photoshop and Illustrator within 6 months and within 1.5 years want to reach an advanced level. After that I want to build my own portfolio of design.


Completion
I want to become an expert within the next 5 years and work for clients.
[bookmark: _Toc502769072]10. Conclusion
So as we see for working we need separate set of skills and abilities. They depend on many factors. It usually differs from one organization to another. Besides we also need to check out on our intellectual and physical abilities. Since I want to be a graphics designer I have pointed out a list of skills I need to master to become a graphics designer. I mentioned in my Personal Development Plan that I would want to be an expert in this industry in next 5 years. In order to do that I must acquire the necessary skills as per plan. 














[bookmark: _Toc502769073]11. Reference
i. Alison Doyle. (2017). What Are Soft Skills? Available: https://www.thebalance.com/what-are-soft-skills-2060852. Last accessed 25.12.2017.
ii. Types of Ability in Organizational Behavior. Available: https://iedunote.com/ability-types.
iii. Hard Skills vs. Soft Skills – Difference and Importance. Available: http://bemycareercoach.com/soft-skills/hard-skills-soft-skills.html
[bookmark: Carnevale]iv. Carnevale , A. P. (1991). America and the new economy . San Francisco, CA: Jossey-Bass, Publishers.






Skills for Workplace	Page 1

image1.jpeg
PRIFYSGOL CYMRU ———
S Y Drindod Dewi Sant
UNIVERSITY OF WALES

Trinity Saint David






Skills for Workplace


 


Page 


1


 


 


 


Skills for the Workplace


 


Module Assignment Submission 


 


 


Student Name:


 


Sandra Mauwa Khonde


 


Student Number:


 


1706732


 


Module No:


 


BMSK4001


 


Module Title:


 


ACADEMIC AND EMPLOYABILITY SKILLS


 


L


ecturer 


Name


 


Peter Allen


 


Y


ear 


 


2018


 


 


Statement of Confirmation of Authenticity


 


By the act of making 


this submission, the student declares that this is the work of the 


student named above. The work has not, in whole or in part, been knowingly presented 


elsewhere for assessment, or where assessment has been built on a previous 


assessment, this has been ide


ntified. Where materials have been used from other 


sources it has been properly acknowledged. If this statement is untrue, the student 


acknowledges that an assessment offence has been committed.


 




Skills for Workplace   Page  1       Skills for the Workplace   Module Assignment Submission     

Student Name:  Sandra Mauwa Khonde  

Student Number:  1706732  

Module No:  BMSK4001  

Module Title:  ACADEMIC AND EMPLOYABILITY SKILLS  

L ecturer  Name  Peter Allen  

Y ear   2018  

  Statement of Confirmation of Authenticity   By the act of making  this submission, the student declares that this is the work of the  student named above. The work has not, in whole or in part, been knowingly presented  elsewhere for assessment, or where assessment has been built on a previous  assessment, this has been ide ntified. Where materials have been used from other  sources it has been properly acknowledged. If this statement is untrue, the student  acknowledges that an assessment offence has been committed.  

