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1 
Introduction:

The aim of this assignment is to discuss the relevant skills that I currently have and the skills I need to improve on in order to increase my chances of getting a suitable job. 
This piece of work will attempt to define the words ‘Employability’ and ‘Skills’ from the point of view of an Employer, pinpoint skills that are vital and crucial for the current job market. 
 
Employability and skills are considered as a pair in order to be a success. The education and the level of experience attained from a previous role enables us to apply for a role of interest but in order to make the new position a success and for an individual to excel in a new organization we require skills. Skills in a new position are attained overtime through in house trainings, trainings outside the office or by repeating the same task over and over again.  Some skills are job specific but a vast majority of skills that can be used in any job or employment are called Soft Skills. These soft skills are ‘employability skills’. Employability skills makes you employable over and above minimum requirement which makes you eligible to apply for a job (Education & Experience). 
In an article written by (Seth Deepa, 2013) “Does soft skills matter. Soft skills have been portrayed to impact organisational growth & output. Some examples of soft skills are:
·  Decision Making
·  Critical Thinking
·  Interpersonal skills 
·  Problem Solving.
The confederation of British Industries (CBI), have listed some important employability skills to consider when recruiting: Communication and literacy skills, Self-management, Organisational skills, Team working skills & IT skills (Andrews Georgina, 2012).

For the purpose of this assignment, I will be looking into interpersonal skills that will be more beneficial to my career in Human Resource management. 
While looking into Interpersonal skills, I will cover the following areas:
· Communication Skills
· Conflict Resolution

2 Employability & Skills
2.1 Employability
The word ‘Employability’ can be used in a variety of context and it is a word with several meanings. Employability is “a set of achievements – skills, understandings and personal attributes – that makes graduates more likely to gain employment and be successful in their chosen occupations, which benefits themselves, the workforce, the community and the economy.” (Yorke, M. (2004),
Therefore, it is fair to say that Employability, is not all about getting a new job, it is also about learning a broader set of skills and qualities that will allow a graduate to become successful over the course of their work.
Lee Harvey defines employability as the ability of a graduate to get a satisfying job, stating that job acquisition should not be prioritized over preparedness for employment to avoid pseudo measure of individual employability. Lee argues that employability is not a set of skills but a range of experiences and attributes developed through higher-level learning, thus employability is not a "product' but a process of learning.
Berntson (2008) argues that employability refers to an individual’s perception of his or her possibilities of getting new, equal, or better employment. Bernston’s study differentiates employability into two main categories 
· Actual employability which is objective employability
· Perceived Employability which is the subjective employability. 
While delving into this topic, I discovered that the Conference board of Canada defines employability as ‘the skills you need to enter, stay in and progress in the world of work(Employment). 

Employability is something that cannot be ignored. It is something that when put into consideration from an early stage is likely to increase the chances of having a successful chosen career. 
	
2.2 Skills
While delving into this topic, I decided to look into the dictionary meaning of skills. In the Merriam Webster dictionary, Skill is defined as ‘the ability to use one's knowledge effectively and readily in execution or performance’. It further explains Skills as ‘a learned power of doing something competently: a developed aptitude or ability’ (Merriam Webster 1828).

The Cambridge dictionary defines Skill as ‘a particular ability that you develop through training and experience and that is useful in a job:- communication /interpersonal/negotiation skills(Cambridge Dictionary). 
From the above definition, in order to excel in a work place, it is important for an employee to strive to improve themselves by learning new skills to excel in a place of work. At times it can be quite frustrating if the skills required are technical and difficult to learn. But a determined employees will strive and be patient to learn all the skills required to move up a career. 
There are two types of skills that are commonly used:
· Soft Skills. Soft skills are often referred to as Interpersonal skills. Example of Soft skills are communication skill, team working skills, emotional intelligence, leadership qualities and time management skills (Seth Deepa, 2013)
· Hard Skills. These are skills that are job specific. In order to become a doctor, computer analyst or a mechanic, specific skills have to be learnt to carry out these jobs. The skills taught and the end result is normally a certificate or a degree.
It is easy to quantify hard skills while soft skills are flexible. Most present day employers are looking for employees with hybrid skills. Hybrid skills are a combination of both soft and hard skills. Having a hybrid skill sets one to be highly competitive in the evolving economy.
My aim is to imbibe these hybrid skill as I search for employment.

2.3 Employability Skills
[bookmark: _Toc456901517]Employability skills are a set of achievements, understandings and personal attributes that make individuals more likely to gain employment and to be successful in their chosen occupations". (Peter Knight & Mantz Yorke). 
Employability Skills can be defined as the portable skills required to enable an individual employable’. Along with a view of present day technology, employees always have a set list of skills which they expect from the prospective employee.  These skills are what they believe will equip the employee to carry out their role to the best of their ability. Employability depends on your knowledge, skills and attitudes, how these combination are used and accorded to the employers. 





3 Interpersonal Skills

3.1 Communication Skills
Communication skill is the capability for a person to explain their thinking in a lucent and brief manner through written and verbal means. To lend their ears to others attentively and interact with other people, and to act upon vital information or instructions.
The ability to communicate effectively is probably the most vital of all life skills. Communication makes interaction with other people possible and process of interpreting correcting what we have been told. 
Communication, at the plainest level, is the process of passing information from one place to another. Communication skills are crucial within an organisation and a vital instrument in an organisation. 
Communication can be in the form of verbal, Non-verbal or Listening.

· Verbal Communications or words used in person or written. 
· [bookmark: _GoBack]Non-Verbal Communication or interaction without word, using body language, the tone level of our voice or even emojis
· Listening or how the verbal and non- verbal message including written messages are received and interpreted. 
In practice, communication is often a combination of the three forms listed above.

Mishra Krishna (2014) in her article “employability skills that recruiters demand” defined communication as the ability or skill through which an individual can transfer their thoughts, idea and information (Robert Katz, 2010). The ability to speak clearly and fluently, write clearly with carefully chosen words at the right places to ensure the desired impact is achieved.
Communication is not the same as broadcasting.
Interpersonal communication skills are important in a wide range of circumstances and environments: probably, in fact, anywhere where we may meet and interact with other people.
Good communication skills can also help you to report efficiently in a non-offensive way. This is a vital life skill.
Good interpersonal communication skills enable us to work more effectively in groups and teams, which may be either formal or informal. 
Communication tools in a work place can be any of the followings: telephones, emails, letters, memos or even fax. Good communication skills require that the most appropriate medium to achieve the desired outcome are used when communicating in a work place.

I am a good communicator but I believe no one is perfect and I will like to improve on this skill.

3.2 Conflict Resolution
Conflict is a communication problem or clash of Team role or operation styles between two or more people. It occurs when people have different opinions or even a clash in the way of work.  In a team that works well and the members are team players, a conflict if handled the right way can be a good thing and healthy to the development of the team. Conflict occurs at times due to a clash in the characters of the employees. When employees have a lot of similarities and also when they differ. When conflicts occur, they have to be managed properly otherwise it has a negative impact on the relationships of those involved which would impact their productivity. A well-managed conflict, opens doors to new ideas and improvement in a work environment 
At times, during difficult circumstances, it is crucial to communicate. While some would rather avoid the situation at hand and work under unconducive environment, other employees will prefer to discuss the conflict so they come to a resolution. For example, a manager making a staff redundant, or a child confession of the mother or father (Indelvibe Team, Eighth edition).

In order for a conflict to be resolved, it is important to understand the origin of the conflict and what it entails. With those two tools in hand (source/ origin and type), it becomes easier to analyses the facts, investigate and come to a resolution.
The expression of disapproval and reproval may not seem like a proper fit with conflict resolution. But in reality, both expression of disapproval and reproval can be the origin of majority of conflicts. The ability to expression disapproval and reproval effectively in a manner that does not result in a conflict is a very useful interpersonal skill.
Sometimes a mediator is required to resolve conflicts when it goes beyond an informal conflict resolution. It is important to know at what point the mediator is required and when to step back from such conflicts. However, it is also quite important to develop some mediation skills to apply at the early stages before a conflict escalates beyond the normal level.

4 Conclusion
From the study carried out for this assignment, it is quite apparent that Employability skills are skills that employers cannot afford to ignore in order for an organisation to be successful in pursuit of building a highly productive and agile workforce. It really doesn’t matter whether it is a skill that is job related and learnt on the job (hard skill) or soft skill.  What matters the most is the ability to have these skills and continuously evaluate and improve these skills in order to strive at the work place. These skills are relevant to both the employer and employee for an organisation to remain relevant in today’s market place.
I have demonstrated during the course of this work the importance of communication skills as well as conflict resolution skills. We now understand that communication is very vital in resolving conflicts which if handled properly is a nice to have problem for the business.
In order to improve myself as a graduate, I must periodically reminder self of the importance of effective communication and always avoid situations where my non-verbal communication skills send the wrong message to my colleagues.
[bookmark: _Toc456901523]
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