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[bookmark: _Toc6522451]Introduction
A successful employee must have good employability skill. Recent researches show that employability skills are going to be essential for the future workforce. Employers are looking for employees with a wide range of skills and good work experience. Personal skills give the opportunity to get a good education and develop additional skills. They help develop employability skills. Studying at a university provides a wide range of skills. One of the most required skills is communication skills.
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A successful worker must have appropriate work skills. It is easy to assume that employers are going to hire the candidate with the most relevant skills and experience. Companies seek people who are already trained and skilled. Of course, employers want much more for their money. They are looking for employees who learning quickly on the job and do not make difficulties. Companies, and the individuals who are involved in various positions within the business, usually look for people who have skills and experience in a different number of qualities. First of all, they want to see graduated people with work experience. According to the employer’s requirements of the professional competition, the following requirements in the Health and Social Care field may apply:
· ‘The ability to develop good working relationships
· Good communication skills with a range of people
· The ability to research information and people’s rights
· The ability to stand up and challenge decisions
· Good English skills to understand complex policies and procedures’ (Skills for care, 2019).
Besides the above-mentioned skills, employers are looking for individuals who reach a particular degree grade (Morgan, 2017).
What challenges are facing the employee before going to work? What kind of skills can we bring to employer? In order to assess our opportunities and skills we can use SWOT analysis. SWOT analysis will help us find our Strengths and Weaknesses as well as Opportunities and Threats. This is a good method to assess the current level of competence. Set goals are intended to focus attention on the main task.
Once we have identified our goals, the final part is our ability and willingness to develop skills. What assets can we attract to develop your skills? Ultimately, there is nothing better than making a plan. To achieve our goals we use planning and time management. Our Personal Development Plan must include the development of certain employability skills. These might include written communication, listening skills, oral communication, team working skills, problem-solving skills, and certain professional knowledge. It is significant to attend workshops to get more familiar with roles and tasks. These approaches will ensure success in hiring.
University can give very good knowledge for the start of you career and the rest of your life. Quality Assurance Agency (2007) list the following skills should be able to do by the end of university:
· ‘Cognitive skills of critical thinking, analysis and synthesis.
· Effective problem solving and decision making using appropriate quantitative and qualitative skills.
· Effective communication, oral and in writing, using a range of media.
· Numeracy and quantitative skills.
· Effective use of communication and IT.
· Effective self-management.
· Effective performance, within a team environment (including leadership).
· Interpersonal skills of effective listening, negotiating, persuasion and presentation.
· [bookmark: _GoBack]Ability to conduct research into business and management issue.
· Self-reflection criticality.’ (Morgan, 2017).
Graduates regard a degree as the first step to a career financial security. All these skills is relevant to you as employee. Put simply, listed above skills apply in any workplace. If we compare the skills that employers are looking for and the skills gain by university, there will be some overlap. Therefore, many people try to get a university education and then offer themselves in the labor market.
We can acquire some professional skills only in the workplace. There we learn to solve specific problems. Self-assessments can also help employees in understanding their performance level. Therefore, a successful employee needs to acquire both professional skills and university knowledge.
[bookmark: _Toc6522453]Personal skills
Everyone seeks ways to improve and develop yourself. Personal skills are an important resource for developing employability skills. Personal skills might include:
· ‘Coping with and managing your stress levels and those of others.
· Maintaining an appropriate personal appearance and attitude.
· Balancing your work and personal life effectively and finding time to relax.
· Developing and maintaining self-esteem and confidence.
· Ability to define personal priorities and manage your time effectively. 
· Ability to take responsibility for evaluating and structuring your own learning.
· Understanding the need to be open-minded and flexible in the pursuit of new skills and knowledge to actively engage in continuing professional development.
· To be able to research effectively, using all means available including online materials. 
· The ability to continuously assess the gaps in your personal knowledge and skills and find ways to strengthen and develop them.
· Ability to compare and contrast theoretical models and relate them to practical and contemporary issues.’(Skills you need, 2019).
One of the most important skills is the ability to assess the gaps in your personal knowledge and skills, and find ways to develop them. The development and growth of the personal career within an organization is largely dependent on the Personal Development Plan. The starting point of this plan may be the developing and maintaining self-esteem and confidence. Employees are looking at skills, which will help them in they career. Personal skills are as important to our labor market as are knowledge, information and technology. The global economy has changed the way we interact, but expectations for good interpersonal skills much higher. Personal skills are a combination of interpersonal and intrapersonal skills (Cottrell, 2003). Personal skills provide the necessary opportunities for the development of all other employability skills. As you can see, having personal skills are critical to your success in any job.
[bookmark: _Toc6522454]Communication
One of the most important personal skills is communication. Our body language, our para-linguistic behaviors and the words that we use influence the minds of other. Communication depends on our ability to deliver a message to the recipient. The way we behave will create an impression of us as an individual. All these factors affect the way we code message. The recipient tends to decode our message. In this case, the level of communication skills of both the sender of the message and the recipient are extremely important. When communicating we must consider the factor of coding and decoding of information (Maund, 2017).
The process of understanding and interpreting the oral message requires certain skills and experience. Active listening allows you to accurately understand the message (Maund, 2017). In the process of communication, the listener can be busy with his thoughts. Listening process depends on concentration and critical perception of information. Before making a judgment you need to understand the speaker. An effective listener should look at the issue through the eyes of the speaker. Active listener use their physical posture in order to help speaker to express his thoughts. An effective listener can use the SOLER method. Square: the listener is facing the speaker. Open: do not cross your arms and legs. Lean: lean slightly toward the speaker. Eye: maintain direct eye contact. Relax: stay relax. In this case, communication takes place without tension (Maund, 2017).
Paraphrasing helps to understand the message. This technique informs the speaker about the correct understanding of the message. Open-ended questions also help to accurately, and deeply understand the meaning of the words. This is an invitation to convey more details. ‘Open-ended questions provide an opportunity to accurately follow in a given scenario.’ (Maund, 2017).
[bookmark: _Toc6522455]Communication in Health and Social Care
Care workers need to have excellent communication skills. It is important that care workers understand the everyday needs and specific care needs of people. Care workers need to be able to help people with different type of disabilities and health problems. Therefore, health workers should use different forms of communication. A care worker have to use the verbal communication, such as talking and listening, and different types of non-verbal communication skills, such as facial expression and eye contact. Care users as well as use body language and appearance to communicate in some way. People use non-verbal communicate to tell a care worker that they are uncomfortable or experiencing pain. Care users from different cultural groups or who do not speak English interpret non-verbal behavior in a different way. Teenagers sometimes communicate with jargon and slang. This language can understand only people with specialist knowledge. Care worker who doesn’t have this knowledge won’t understand information. Medication may also affect a people ability to use non-verbal communication. Noisy environments or poor lighting affect our ability to listen and our ability to notice non-verbal communication (Walsh, 2010).
The above-mentioned circumstances require a wide range of skills from an employee. In addition care worker must making sure they can be see clearly by the care user and their mouth should be visible by the care user. Obviously, in order to understand people Care worker should learn some words of another person’s language. Sign language skills can help to establish good relationship. Speaking a little more slowly might allow people to understand what is being said to them. Applying listening skills, we allow time for the people to reply (Walsh, 2010).
In order to be effective in social care, we need to possess such skills as active listening, non-verbal communication, facial expression, eye contact, empathy, appropriate proximity, tone, pace and content of speech. Using active listening pays close attention to what other people are saying. Active listening people tend to use minimal prompts like 'Yes, I see' or like nods of the head. Care worker use listening skills to check the understanding. For effective communication helps the SOLER behaviors: face the other persons Squarely, adopt an Open posture, Lean towards the other person, maintain Eye contact, try to be Relaxed while paying attention. This clear Body language helps to receive and transmit information. For effective communication, it is necessary to find a comfortable distance. Appropriate proximity is an important feature for good relationships. Sitting too far away might seem unfriendly. On the other hand, sitting too close can be considered as a lack of tact. The best way to determine the distance - ask about this person (Walsh, 2010).
Important source of non-verbal communication is human face. These skills are necessary for the recognition and interpretation of facial expressions. Facial expressions and eye contact help to convey emotions and feelings. Care worker, who makes direct eye contact, is likely to be seen as friendly (Walsh, 2010).
The social worker has additional responsibilities: promote and uphold the privacy, dignity, rights, health and wellbeing of people who use health and care services and their carer’s at all time (CareTech, 2015).
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We considered the skills that are necessary for a successful career. University knowledge gives you the opportunity to get a good job. We have compared the competence of graduates with the skills that employers are looking for. For success, you need to develop your skills and have experience. We focused on such skills as personal and communication skills. Personal skills help develop employability skills and knowledge. Communication skills allow you to establish effective relationships with team members. We paid special attention to communication skills in Health and Social Care.
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