Name: Shamsul Hoque
Student ID: 1709389
Module Title: Academic and Employability Skills BMSK4001_LON
Assignment Title: Academic and Employability Skills
Lecturer: Anita Nan





















Introduction

During my career, I have learned and developed many skills that have helped me to progress and utilise in order to be able to perform a job in the best of my abilities. Some of these skills I already had which I improved on and some of these skills I learned though other people. In this report, I will discuss what I believe are important skills that I have that make me employable and what I have learned though other people in industry especially from recruiters.

Employability skills can be defined as skills that are needed by an individual that makes them worthy of obtaining a particular job in the eyes of an employer. These skills can be on an academic level such as knowledge though obtaining a degree and on a personal level where employers may look for people skills such as the ability to communicate and relate to others and problem-solving skills. Such skills can usually be identified when analysing a job description when applying for a job. In addition to this there are common skills which most employers look for when someone applies for a job.

Communication Skills

Communication skills are extremely important especially in a customer focused role. This not only includes oral but also written skills and can be expressed through body language. In industry, most if not all employers will look to employ someone with excellent communication skills not only to sell a product or service but to ensure the employee has the ability to work with others in the business. From an employer’s perspective, this is skill that anyone apply for a job must have. Effective communication also entails the ability to listen just as well as speak. Listening is a valuable part of effective communication especially to businesses because it can lead to better customer satisfaction and reduced mistakes. Throughout most of my career, I have been involved in customer focused roles. Although this is a skill which some people can be naturally good at, I had learned that there this skill can be utilised in many ways depending on the situation one is faced with. An example of this is a situation which I have faced many times with irate customers. The result of me having good communication skills allowed me to understand emotions expressed by someone who is not happy with a service or product. I believe that in such situations, a person must be calm and collective and put them self in the situation of the other party. Also, my body language can express the way I communicate to someone. I would look at person when I am talking to them instead of looking elsewhere or looking away when talking. This can express if someone is engaged or not bothered. 









Working under pressure

Another skill that is very useful and important in industry is the ability to work under pressure. This skill is something that I have developed throughout my career. Working under pressure is the ability to work with constraints that a person does not have control over. Some examples of these constraints might be to work to strict deadlines where time is limited. Other examples of working under pressure could be monetary limitations and resource limitations. For example, I have been given targets to hit in business but with limited team members to achieve the result. The way I overcame this is through effective planning and time management. I tried to anticipate anything that may come in the way of achieving targets. Although this may not eliminate the chance of not achieving results, it can help to reduce any problems that may come in my way. Employers value the skill of an employee to be able to work under pressure. Unexpected occurrences can often occur regardless of how much planning and precautions are made. The ability to respond effectively to pressure and stress is therefore extremely important in any line of work. How a person responds will vary from person to person. Some individuals thrive on working under pressure. Others may panic or become ineffective. Another example of a time where I have been working under pressure is where I was given sales targets with time constraints. The way I overcame this was though combining other skills such as initiative, negotiation and effective communication where I liaised with my team members and manager in order help promote certain products to boost sales in busy periods such as Christmas. I proposed a plan to my manager to relocate certain products around the store to attract customers more. This helped boost sales of products that were struggling to sell. I used recourses that I had available keeping in mind that I had a deadline to achieve the sales results.

Teamwork

Teamwork is the ability to collaborate with a group of people in order to achieve a goal or objective. Effective teamwork occurs when individuals use their skills effectively, focusing on the same goal, contributing and building a working relationship. Employers may look to recruit individuals that have a common background in the area of business. From my past experience, most, if not all, colleagues that I have worked with have worked in the same field for many years. From a business perspective, it be advantageous due to the fact the team members share similar skills and therefore results can be achieved faster. The disadvantage of this is that it can restrict people with other skills which may benefit business in other ways. Working in a team effectively can be very enjoyable as I have had many great experiences. It can also lead to learning many other skills from team members which is advantageous to one’s career. Barriers to effective teamwork may include external factors such as frequent change of staff. During my career, I have worked with organisations where staffing would change frequently preventing myself in building a working relationship with peers and understanding business processes effectively. In addition, I have worked with many individuals who do not enjoy working as a team; rather they would prefer to be given individual targets to achieve. This is also a barrier to effective teamwork. One of the ways I have improved on this skill is through a lot of voluntary work in past experiences. This has enabled me to become more confident when sharing my ideas and opinions in order to achieve a goal or an objective.
Negotiation skills

Negotiation skill is where an individual or group compromise to settle differences and come to an agreement. Effective negotiation skills entail the use of other skills in order to achieve the outcome desired. I have developed negotiation skills throughout my career however still need to improve in order to be able to get the best out of this skill. Those with effective negotiation skills should be able to analyse a problem or case in hand. An example of where I have had to do this is negotiating my work contract with an employer with salary and benefits. I was able to identify the issues raised by the employer and come to an agreement which suited both parties. Before I was able to do this, I had to plan and prepare. In addition, a good negotiator should have excellent communication skills. This will help to prevent misunderstandings that may occur. I have learned to find that effective negotiation does not necessarily come from an individual. Working as part of a team can play a key role in a negotiation. Some people’s ideas and arguments may be stronger put together than one person putting forward a case or argument. Individuals in a team with negotiation skills will be able to seek a variety of solutions to problems. Instead of focusing on his ultimate goal for the negotiation, the individual with skills can focus on solving the problem, which may be a breakdown in communication, to benefit both sides of the issue. From an employer’s perspective, especially those interested in sales, this skill is extremely advantageous to have as the right person can boost sales through effective negotiation. The negative to this however is to determine what is the point where one should stop to compromise. For example, during a business deal, excessive bartering can be seen as disrespectful and if an employee does this, it could tarnish an organisations reputation. This is something that I believe is learnt progressively.

Organisational skills

Organisational skills are the ability to be manage time effectively, being systematic and being efficient. It is imperative to have good organisational skills to be able to do a job properly. I would organise my time and workload to ensure I am efficient in order to achieve my goals and objectives. Although some have this skill naturally, I believe that effective organisational skills can be learned progressively. I believe this is a crucial skill that is required especially from an employer’s perspective as employers can judge how a person is like at an interview in the way their CV or paperwork is organised, their use of time in getting to the interview whether they are very early or late and how they are dressed. Although a person can be much organised, there are sometimes unforeseen circumstances that may affect a person’s ways of carrying out their duties. For example, I have had issues where I have planned to achieve a certain goal for sales but due to incidents out of my control, no stock was received. In such case, I had planned a contingency and was prepared to implement this. I also develop this skill on a day to day basis. I organise my time outside of work to fit in my family and other activities such as studying. Because I am used to being organised outside of work, this makes it easier to be organise my workload and time at work. 



Conclusion

In conclusion, having analysed different skills needed to be employable it is clear to see that the majority if not all skills are in some way linked to each other. The traits of a potential employee can be found though the mixture of having all these skills. For example, to be a good negotiator, I have to have excellent communication skills in order to get my desired outcome. I also have to be well organised and prepared in order to tackle obstacles that I may face. Although I may be good at some skills, I can improve on others to help boost my chances of employability. I have found that most employers are looking for similar skills as discussed throughout the analysis and therefore, in order to be fit and considered employable, it is imperative that these key skills are understood and widely practiced. All of these skills can be used outside of work and can be improved this way. For example, organisational skills can be used on day to day basis organising one’s lifestyle duties and responsibilities. Similarly, effective communication can be practiced with neighbours and friends. I believe a lot of skills can be learned through interacting with others but I also find that skills can be picked up through making mistakes as well. Effective learning and improving such skills is the ability of a person to learn from these mistakes.
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