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Introduction 
A skill is the ability to perform of task within the given time frame. The skills are classed as hard and soft skills. A person learns and acquires skills throughout their life time, hence skills can be taught and learned over a period of time. Unlike academic skills or jobs skills which can be trained and learned at schools, university and work places the soft or employability skills are lifelong learning process. Hence employable skills are set of transferable skills which an individual learns over a period of time which makes them employable. The typical set of skills an employer wants from employees are good academic, technical and subject knowledge along with soft skills which will allow the employees to carry out tasks at work to their best abilities,(Stella, 2013). 
Key Aspects of Employable Skills 
The three most common key aspects of employable or soft skills are being dependable, getting along or adjusted to the work environment and willingness to learn new things. These three group skills are broadly classified into 10 or more categories, they are communication, teamwork, problem solving, initiative and enterprise, planning and organising, self-management, learning and technology,(Stella, 2013). 
[image: Image result for employability skills]
Figure 1 Employment Skills 
Communication- it is the ability of a person to convey the message clearly and in a more concise manner either in the form written or oral communication. This allows to listen to people and helps to relate their thoughts, information and instruction and act upon them. Communication involves both verbal and non-verbal means such as body language which include facial expression, sign language and tone of voice. A student can improve communication through course work and essay writing, taking part in group discussion and debating, blogging, making oral presentation and these practice will help them to transfer their academic skills to work place in the form reporting, staying as effective negotiator which will help them in most job specification such as customer service and marketing,(Stella, 2013). 
Team working- success of any organisation depends on team working. The word organisation itself means group of people working together to accomplice a task in a combined manner. Team working helps to improve speed and efficiency. It helps to create a framework to achieve the goals where people of different background, discipline and technical expertise work towards a common objective. Students can learn team working through projects, lab works, volunteering, sports and community activities. These skills are transferable to work as it will help in working with join projects and ventures, working with the team to achieve the goals and aims of the organisation,(Stella, 2013). 
Problem Solving- this involves the ability to understand and reason out and analyse the problems and finding a solution to address them. Problem solving involves identifying potential key issues which are the sources of the problem, understanding their implication, analysing its magnitude, predicting and forecasting its trends and finding solution. Critical thinking and knowledge in situation handling will help to solve the problems effectively and in a timely manner,(Stella, 2013). Students develop problem solving ability through case studies where they will be exposed to a real life scenario where they will have to use their situation handling skills to solve the problem. Some of the examples where students can learn and develop problem solving skills and apply at work place are designing equipment and design which will give optimum performance and troubleshooting in the event of equipment failure, staff dispute and complaint handling at work, ability to come up with easy alternative and faster resolution methods to resolve issues at work,(Stella, 2013). 
Initiative and Enterprise- business needs new ideas to thrive and flourish hence being initiative, innovative and enterprising and coming up with new business ideas which can help to profit the business will not only increase the chances of promotion at work but also it will benefit the growth of the organisation. For being initiative one has to be self-motivated and should be resourceful and keep updating the knowledge and trends in the respective working area of business,(Stella, 2013). Students can learn and improve their initiative and enterprise skills by taking placements and internships, taking part in community awareness programs about health and well-being, organising fundraiser for event promotions, making suggestions and alternative framework at work which will not only reduce the operation cost but also will improve efficiency, quality and product delivery,(Stella, 2013). 
Planning and Organising- planning is a systematic approach which allows to carry out the work in an orderly manner. Ability to be organised and methodical in working helps to save time and improves quality of delivering services. This approach eases the ability to meet the set goals, aims, objectives, targets and deadlines. Planning and organising helps to monitor the progress of work, evaluate the efficiency of work, review and improve the methodology of plan implementation. Student learn planning and organising during their course with time table management, working on deadlines, organising do list and gantt charts which allows them priorities the tasks, these skills can be use at work in project and team management, travel planning, time management and time keeping, balancing the time between personal and family commitments,(Stella, 2013). 
Adaptability and Self-Management- these includes ability to work with minimum supervision, being more organised which allows to meet the set target and goals, ability to delegate tasks and making sure they are getting done on time. Self-management skills of person at work will not only help the individual but also the organisation as it helps to create a better team and work culture at work place. student learn self-management through various tasks through their degree program this includes being organised with work schedules, taking up responsibilities and showing leadership qualities, volunteering to perform task which benefits the organisation, being motivated about career and growth by taking up work placement and internships. Self-management and adaptability at work will help to work effectively with diverse work force, being adaptable will allow to learn and acquire new set of skills which will help to promote better working environment,(Stella, 2013). 
Learning and being resourceful- learning is a never ending process, person’s willingness to learn and understand things will help to be achieve success and greatness. Ability and willingness to learn things quickly will help to outperform others. Learning is not only about learning to do new things but it also help to adjust and adapt to changing work environment. Student learn several academic and life skills at school and university which are transferable to real life and work situation these include learning technical and scientific knowledge, ability to write reports and essays, ability to analyse and interpret graphs which helps them to improve their critical thinking. Learning leadership qualities and team working through group work and projects. These skills helps them at work in terms of managing projects, handling work pressure and working on deadlines, ability to predict and forecast market trend in business analysis and allows to the plan and organise marketing plan and strategies,(Stella, 2013). 
Technology- we are in the age of technology hence knowing to use and handling technology is one of the most important aspect be it is academic or employment. Hence knowing to use technology makes a person more competent and increases their chances of getting employed. Some of the common technological tools students will be using and learning during their studies are Microsoft office suit eg: MS Word, PowerPoint, Excel, Outlook and Access. The students will also get use to handling printers, photocopiers. Students doing technical educations such as engineering, design and medicine will get the opportunities to learn about advanced design, graphic, animation and simulation software’s eg: Maya, Cinema 4D, Solid works, Ansys suit of engineering simulation, human body simulator. All these technological tools are widely used both in academic and industries for data handling and processing which allows to ease the work at business. The other aspects students learn through technology is ability to use social media, web and video editing, learning programming languages. Knowing both hard and software skills increases the chance of getting a job and it also helps the students improve their overall academic performance, skills and experience. There are many ways and means a student can improve their technological skills these include doing short courses and certification eg: Cisco certification in network engineering, taking additional work related training with respect to using advanced technology. Knowing the current and future technology which will help them to excel in their current job. Listing out the current technology they are using and how to improve and master those which will help to improve the speed and efficiency at work,(Stella, 2013). 
Negotiation and Time Management- negotiation skill is a very valuable asset as it allows to get people on board to work on a common idea which benefits both the employees and the business. Decision making and negotiation works hand in hand. A decision should be made in the best interest of both the organisation and employees and the benefits of such decision should outweigh the risks associated with eg: incorporating technology into business operation which could potentially result in job cuts or it will need additional learning and training for the workforce to keep up to their daily task. Hence effective negotiation skills are needed which allows the work force to agree on to the decision as it helps to understand the importance of the business decision. Students learn negotiation skills as they work as team in class project or in group sport there the work with a team strategy which benefits both individuals and the team. The manager at work place should be a good negotiator which will allow them to solve the problems like employees dispute with ease. Managing time effectively is one of the key organising skills as it helps to save time, effort and resources. Hence time keeping is very vital. Student learn about time management at schools with respect to submission and following deadline this helps them to be more organised in keeping up to date with the tasks that needs to be done. Ability to prioritise work and understanding importance of each task is very important aspect in time management. Students keep logs, dairies and do to list which allows them to effectively manage their work and time. The same methodology is used at work places to keep up time with respect to project deadlines and meeting the organisation needs,(Stella, 2013). 
Reliable, Dependable and Willingness to Learn- these three are very important aspect or a quality that a person has to uphold be at school or at work. Being reliable and dependable is sticking to the principles and values and keeping your word, being punctual, keeping up time in doing task such as delivering things on time. Being more organised and be more efficient. Trust worthy and self-conscious about the duties and responsibilities, should be self-regulated and self-motivated to do your task without the need for the supervision or being told what to do and how to do. More importantly should have the courage to take up responsibility for their actions. Should be creative and try to bring more energy with the way of working and be a motivating factor to the team which will help to improve effective team working. Should have the willingness to learn new things and should have open mind for new ideas and inputs. Should always look to improve skills and knowledge for the self-benefit and also for the benefit of the employer. Students learn all these skills during their development stage through personality development program and study skills which helps them to identify their areas of strength, weakness, threats and opportunities for them to learn and progress. Hence students should carry out self-evaluation and review their progress and performance over a period of time with respect to learning skills, ability to adapt to changes and identify the areas that needs improvement and constantly work on improving their skills which will make them more employable,(Stella, 2013). 

Conclusion 
Skills are inevitable for the growth and success of a person, each task and job may demand varied set of skills both personal and specific skills hence it is important to learn and recognise the skill that is essential and best suits the needs of an individual is vital.  
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