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Executive Summary

This paper provides a synthesis of recent research on the theme of employability skills,
It brings together some key findings on the topic from the last ten years or so, focusing mainly on literature from the UK.

The paper aims to stimulate discussion on how employability skills have changed over the last decade. To this end, we focus on the following key questions:
· What are employability skills and why they are so important?
· How have employability skills changed in the last decade?
· Are the top 5 employability skills the same as a decade ago?
· If not – how have they changed?
· What has caused this change?
· What employability skills does an employer expect to see in current employment?
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Terms of reference
This report was request by Christian Felices on the 18th June 2019. The purpose of this report is to critically analyse ‘Employability Skills’, this will be achieved by discussing the following;
· Employability skills & their importance
· The changes in employability skills 
· Employability skill an employer expects to see
This report has been complied by Shakti Chohan 1817037, and is to be submitted by 5th July 2019 @ 3pm.

Procedure
The procedures used to complete the report will be secondary sources only: 
· websites
· books
· journals
Research will be conducted to gather findings in order to draw a conclusion.
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Findings
What are employability skills? 
Your education and experience may make you eligible to apply for a job but, to be successful in most roles, you will need skills that you are likely to develop over time. Some will be specific to the job, but the vast majority will be so-called ‘soft skills’ that can be used in any job or employment sectors. These soft skills are ‘employability skills’: they are what makes you employable.
As a general rule, employers are willing to teach someone the job-specific skills required, such as how to operate particular pieces of machinery, or use particular computer packages that are very specific to that role or company. However, they usually want to see that you already have the other ‘soft skills’ before hiring, because they are much harder to teach.
(Skills You Need, 2019)

The workforce profile defines ‘soft skills’ as personal traits and skills that employers seek in employees. Employability skills mould students’ career by helping them in building and improving their communication skills, presentation skills, teambuilding skills, leadership skills, time management skills, interview skills and interpersonal skills. Thus, grooming students with soft skills enables them to take part in various selection procedures effectively. This study is therefore a consolidated report highlighting the employability skills required at workplaces, employability framework, strategies implemented to develop employability skills and employers’ perception of employability skills, based on a review of various studies pertinent to employability skills.
(Nisha and Rajasekaran, 2014)

In thinking about what makes an individual ‘employable’ we need to identify the full range of characteristics that increase the probability of an individual being in work. McQuaid et al (2006) for example have set out what they call a ‘holistic’ definition that attempts to identify the full range of factors that are at play when determining an individual’s employability. The model they propose sets out three components: individual factors, personal circumstances and demand factors. A summary of what is included under each heading is given in the box below:
Individual factors: Skills and attributes, personal competencies, qualifications and educational attainment, work knowledge-base, labour market attachment or work history, demographic characteristics, health and wellbeing, job seeking approach, adaptability and mobility.
Personal circumstances: Caring responsibilities, ability to access appropriate and secure housing, existence of work culture and support within the family, access to transport, financial and social capital.
Demand factors: Local labour market demand/character, macro-economic factors, vacancy characteristics (e.g. terms and conditions of work), recruitment processes, employment policy factors (e.g. accessibility of employment services, availability of training), accessibility and affordability of other public services such as transport, childcare and other support.
McQuaid et al argue that all of the above factors need to be considered when assessing an individual’s ability to move into or within employment, or their employability.
[bookmark: _Hlk10632934](Belt et al, 2010)
Changes to employability skills
We already know that work and workplaces are changing. But what do these changes mean for the skills that students should be developing to improve their employability?
Previous generations had a simple recipe for success in their jobs: They chose a profession, acquired foundational knowledge and slowly became an expert as they gained experience. But career paths are becoming less predictable, and everyone needs to be more flexible in their approach. Specialists are increasingly feeling the need to generalise and develop expertise in related fields.
It will probably come as no surprise to learn that today’s graduates will probably have to navigate 17 workplace changes across about five different career paths. They will embark on a range of activities including short-term internships, volunteering and self-employment. They will need a commitment to lifelong learning, and in many cases, will end up working autonomously. This will mean that they need to be critical thinkers, good problem-solvers and most importantly, have strong communications skills to interact with people. 
(Biasi, 2017)
It’s no secret that new technologies are changing the way we work. Businesses are navigating more automation and AI in their processes; the value of digital data is greater than ever before and a return to hiring those with traditional soft skills – like creativity and critical thinking – is assisting the expansion and application of new digital developments.
Sure, there might be more competition (because, robots), but with the demand for rising STEM skills in the Asian-Pacific region three times that of the talent base, there’s still opportunity to get skilled up and land some seriously impressive gigs.
According to LinkedIn’s Future Skills report, the following five tech-dominated skill categories are what employers should be looking for when making hires. And with 80 per cent of CEOs worried about the availability of them, they’re careers worth looking in to.
1. Social skills
… as in Facebook/Instagram/Twitter marketing smarts. 
2. Being able to automate manual processes
Nope, robots aren’t going to take all our jobs. Big businesses still need humans to create, expand and maintain new in-house digital developments.
3. Human-centred design smarts
Being a designer in 2019 isn’t just about making something look good. 
4. The ability to convert data into ‘stuff’ to build ‘things’
We make it sounds simple but replace stuff with ‘graphical interface’ and things with ‘websites and web apps’ and you’ve got one seriously complex skill. 
5. Knowing how to detect – and solve – digital problems
Detecting digital problems – and working out how the heck to fix them – has come a long since traditional troubleshooting roles ruled the IT department.
(Steel, 2019)
Important skills for employers
To assist job-hunters in their search, employment website LinkedIn examined data across their site to determine the skills companies need the most in 2019. These are the skills, they say, “your boss and your boss’s boss find most valuable, but have a hard time finding – and the skills that’ll most help you better serve your clients and customers.”

Top 5 most in-demand soft skills in 2019

1. Creativity
While the threat of losing jobs to robots is becoming an increasingly real prospect for some roles, creativity is a distinctly human trait and is essential in any successful business environment.

Organisations today operate in a highly competitive, global environment, making creativity crucial. Creativity is what fuels big ideas, challenges employees’ way of thinking, and opens the door to new business opportunities.

2. Persuasion
Most businesses would go nowhere without the power of persuasion. Whether it’s selling a product or passing on information, persuading people of your company’s values and understanding your viewpoint is essential.

In managerial positions especially, it is better for everyone if employees can be persuaded to adopt a particular approach rather than simply ordering them.

3. Collaboration
A 2018 study from Scope Logic found one of the biggest factors that contribute to the success of any business is whether or not its employees are able to perform together as a team. Ninety-seven percent of corporate executives and employees believe lack of alignment within a team directly impacts the outcome of a project.

They found good collaboration brings with it boosted productivity, augmented innovation, better use of people’s skills, and reduced risk.

4. Adaptability
To survive and thrive in a rapidly changing world, businesses need to keep up to stay on top. These days it’s not if the change is coming, but when. Those who are unwilling or incapable of dealing with these shifts are the ones doomed to fail.

To stay competitive in today’s environment warrants not only the skill and will to adapt to change but also the foresight to anticipate it.

5. Time Management
Time management improves the efficiency and effectiveness of a business, making its value for employers obvious.

It can also greatly benefit the employee, making work-life more manageable, streamlining processes, and freeing up more time for learning or activities outside of work.
(Asiancorrespondant.com, 2019)
Time Management
 “Time management” is the process of organizing and planning how to divide your time between specific activities. Good time management enables you to work smarter – not harder – so that you get more done in less time, even when time is tight and pressures are high. Failing to manage your time damages your effectiveness and causes stress.

It may seem counter-intuitive to dedicate precious time to learning about time management, instead of using it to get on with your work, but the benefits are enormous:
· Greater productivity and efficiency.
· A better professional reputation.
· Less stress.
· Increased opportunities for advancement.
· Greater opportunities to achieve important life and career goals.
Failing to manage your time effectively can have some very undesirable consequences:
· Missed deadlines.
· Inefficient work flow.
· Poor work quality.
· A poor professional reputation and a stalled career.
· Higher stress levels.
Spending a little time learning about time-management techniques will have huge benefits now – and throughout your career
(Mindtools.com, 2019)

In 1989 Stephen Covey developed the ‘Time Management Matrix’ (See figure 1.1), a tool which illustrated how individuals tended to go about managing their time, using two broad categories - importance and urgency – as a way to differentiate between tasks.
The use of the ideas here has a lot to do with the issue of prioritisation but brings into focus certain other ideas. The two dimensions of urgency and importance are described by Covey as follows:
Urgency:
‘Urgent means it requires immediate attention. It’s “Now!” Urgent things act on us.’ (1989: 150).
Importance:
‘Importance … has to do with results. If something is important, it contributes to your mission, your values, your priority goals.’ (1989: 151).
(Morgan, 2019)


Negotiation
Negotiation within a work context is defined as the process of forging an agreement between two or more parties that is mutually acceptable. Negotiations usually involve some give-and-take or compromise between the parties. However, negotiated agreements do not necessarily involve both parties meeting in the middle because one of the parties might have more leverage than the other.
Negotiations might result in formal agreements (or contracts) or may yield a less formal understanding (as in a verbal agreement) of how to remedy a problem or determine a course of action.
(Doyle, 2019)

Strong negotiation skills can be the difference between a beneficial compromise and a loss. There will always be conflicts in life, and the ability to solve them, particularly in the business world. That’s why negotiation is important in business
(Cochran, 2018)

Negotiating can be intimidating at first, but by following these steps and with enough practice, you’re sure to master the art of closing the deal in no time.
1. Practise Saying ‘No’
Human beings are programmed to be non-confrontational. From a young age, we’re taught to follow orders or else get punished, and as adults, we’re taught the same thing. Time and again, we’re told to ‘let it go’ and ‘just go with the flow’ so we don’t upset the client or the boss.
2. Know Your Value
Part of the reason why most people have a hard time saying ‘no’ is because they’re not aware of their real value to the company. 
3. Study Body Language
There’s no question that body language is important. It makes your presentations more memorable, it helps you stand out during interviews and it also gives you that winning edge in negotiations.
4. Always Be Prepared
This short but effective piece of advice has been the Scout Motto for over 100 years but being prepared is equally essential in the world of business, particularly when mastering the art of closing the deal.
5. Practise, Practise, Practise
As with developing any professional skill, the only way to be good at negotiating is to practise. 
6. Listen First, React Later
Another great negotiation technique that most people forget is to listen first and react later.
7. Follow Up with a Plan
One of the most important things to do after a negotiation is to recap what was discussed and to clarify any points that still feel hazy to you.
(Ancheta, 2019)
Inter-personal communication
Interpersonal skills are the skills we use every day when we communicate and interact with other people, both individually and in groups.
People with strong interpersonal skills are often more successful in both their professional and personal lives.
Interpersonal skills include a wide variety of skills, though many are centred around communication, such as listening, questioning and understanding body language. They also include the skills and attributes associated with emotional intelligence or being able to understand and manage your own and others’ emotions.

People with good interpersonal skills tend to be able to work well in a team or group, and with other people more generally. They are able to communicate effectively with others, whether family, friends, colleagues, customers or clients. Interpersonal skills are therefore vital in all areas of life at work, in education and socially.
(Skillsyouneed.com, 2019)

Developing Interpersonal skills in four areas:
1. Improving Your Communication Skills
Business communications require a good understanding of your audience. Our Communications Planning   article outlines a simple process that you can follow to assess your audience, to choose an appropriate channel to reach them, and to monitor the effectiveness of your message.

2. Learning to Manage Differences
You'll likely encounter conflict, or at least differences that seem hard to reconcile, at some point in your working life. You may, for example, find yourself dealing with rude   or difficult people, or those who feel they need to "cut you down to size" (known as "tall poppy syndrome.") In such situations, the ability to remain calm is a key interpersonal skill.

3. Learning to Manage Agreement
The first step is to use your interpersonal skills to establish trust. Trust enables you to be more effective, to take worthwhile risks, and to feel secure. You can discover useful strategies for working with your co-workers, clients and suppliers in our article, Building Trust.

4. Maintaining Your Personal Integrity
Your integrity – your ability to stand up for what you believe in – is central to your interpersonal skills. Integrity enables you to measure your choices and decisions when dealing with others against the benchmark of your personal values. Your reputation and personal brand   rest on it.
(Mindtools.com, 2019)


What skills does the researcher (you) have?
Candidates with strong personal skills are in high demand for a wide variety of jobs. We’ve all worked with someone who is excellent at engaging with colleagues and is always dependable. This individual has honed their personal skills. They communicate effectively with others, self-express, and self-manage.
Your personal skills shape not only your professional trajectory, but your private life as well. Overall, employers look for job candidates with strong personal skills because they positively contribute to the office culture and are reliable in a variety of ways.
(Doyle, 2019)

My Skills:
· Academic writing – report/essay writing
· Time management
· Critical reading
· Note taking
· Planning 
· IT skills - Computer literacy
· Quantitative skills numeracy 
· Research & library skills
· Analytical skills
· Self-awareness
· Being able to work independently
· Group working
· Resourcefulness
· Communication skills
· Presentation skills
Conclusion
Employability is a two-sided equation and many individuals need various forms of support to overcome the physical and mental barriers to learning and development (ie updating their assets). Employability is not just about vocational and academic skills. Individuals need relevant and usable labour market information to help them make informed decisions about the labour market options available to them. They may also need support to realise when such information would be useful, and to interpret that information and turn it into intelligence. Finally, people also need the opportunities to do things differently, to access relevant training and, most crucially, employment.
[bookmark: _Hlk13174202] (Employment-studies.co.uk, 2019)
Recommendations
The review of the literature and discussions raised a number of areas of potential interest for further research. These included:
· the balance between the components of employability
· whether there were any minimum levels of employability
· the unskilled labour markets
· overcoming employability deficits.
(Employment-studies.co.uk, 2019)
(2797 words)

Appendices
Figure 1.1 Time Management Matrix (Covey, 1989)
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