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TERM 1 Assessment: ACE Report- Employability Skills
[bookmark: _Toc49492359]Abstract
This report explores some key employability skills relevant in today’s job market. It defines, analyses and gives examples of how these skills are useful and what happens if there is a lack of these abilities. 
[bookmark: _Toc49492360]Introduction 
Employability skills are a unique set of skills, often aside from academic abilities, that allow a person to excel in any given industry. Whether someone is in teaching or medicine or law these skills are essential for success. Employability skills were often thought to be soft skills only, but as years have gone on hard skills in particularly IT skills have become more significant. These skills are so important that many companies go out of their way to train new and existing employees for transformed and improved performance. Examples of employability skills referred to in this essay include communication, teamwork, digital skills, taking your own initiative, problem solving and conflict resolution. 
Research from the Pew Research Centre has found that jobs requiring strong soft skills such as teamwork, emotional intelligence and problem solving have grown 83% over last 3 decades. (reference). However, there are significant disparities between different groups in the population. For example, an article from HRreview found that 47% age 51 to 65 had all skills but lacked confidence. On the other hand, 41% 16 to 24 years old had employability skills but were overconfident. 25 to 34 years old scored lowest 39% displayed the skills and again were overconfident. Gender differences were also seen 46 % of women all skills than compare to 39% of men. However, men were overconfident compared to women. 
This report will explore employability skills, both soft and hard skills, and why they are important for a successful career. Later on, I will discuss my own employability skills and analyse them briefly.

[bookmark: _Toc49492361]Communication 
Communication is the act of exchanging or supplying information with person to person or group of people (Merriam-Webster, n.d.). Communication is very important in the workplace as an employability skill because the exchange of information, messages, emotional information etc. can be used to transfer views and ideas, this can help to solve problems and encourage progress. It is so important that according to Cornerstone’s State of the Workplace Productivity Report, 26% of employees felt pressured to respond to work communication outside of standard working hours (Kostelnik, 2016).  Communication can be divided in to 3 groups, these are as follows:
· Verbal
· Nonverbal
· Listening
[bookmark: _Toc49492362]Verbal communication is defined by 2 groups, written and spoken. Written communication is often described as the most important and visually noticeable form of communication. For example, the use of emails, memos, letters and documents are essential in any given workplace. Written communication allows for 2 people (or more) to be in separate geographical locations but still relay detailed information between each other. Use of translation software or translators also means that writing can be exchanged between groups of people who speak different languages. There are several key areas within written communication that are required for it to be effective like clarity, conciseness and tone (Indeed, 2020).  Written communication is a core employability skill as it makes up such a big portion of the way employees relay information. On the other hand, spoken communication is the use of word of mouth and speech to relay information. This is important in scenarios like meetings, announcements, voice calls and lectures.  Like written communication, modern technology has allowed people to communicate via spoken communication even when they are geographically apart. When used in conjunction with written communication, spoken language reinforces messages in the workplace and increases productivity (CLEVERISM, n.d.). These 2 skills are crucial to maintain business relationships and ensure career succession. 
[bookmark: _Toc49492363]Nonverbal communication is another form way transferring information in the workplace. In 1994 Judee Burgoon classified several types of nonverbal communication, including body movement, facial expressions, eye contact, vocal pitch and rate of speech (Nordquist, 2020). Nonverbal communication adds meaning to verbal messages and can completely change the meaning of a message. For example, emphasising different words in a sentence can alter meaning i.e. ‘I didn’t ask you to tell her’ versus ‘I didn’t ask you to tell her’, in this example emphasising the words ‘ask’ and ‘you’ changes the meaning of the sentence when spoken. It is very important to use nonverbal communication properly as otherwise it leads to miscommunication which is counterproductive in the workplace. 
[bookmark: _Toc49492364]Teamwork
Teamwork is one of the essential skills companies look for, almost 90% of interviewed employees and managers mentioned lack of collaboration for workplace failures (biz GROUP, 2020). Teamwork is the ability for a person to work well with other people to achieve a common goal or goals. Teamwork is not simply always about leadership it is about adapting to the situation and being able to take on any role. Teamwork is leads to encouragement of others while at the same time others encourage you. If there is no teamwork, tasks will not get completed on time and team members will lose motivation, and that will negatively impact a business. For example, for the supermarket to be run, team members are divided into different departments like checkout, shelving and customer services. All team members work together run business smoothly and increase profits while making sure customers are taken care of. (Target Jobs, n.d.).    

    
[bookmark: _Toc49492365]Commercial Awareness
Commercial awareness in essence means to be aware or be conscious of a business and its industry. According to the Institute of Chartered Accountants in England and Wales (ICAEW) there are numerous reasons as to why commercial awareness is an important employability skill, for example people who are commercially aware are practical workers who can make informed decisions to benefit a business. They are able to think of diverse solutions to problems from their vast knowledge which is why all business models need employees like this (SKILLS YOU NEED, n.d.). There are many ways to increase commercial awareness and the exact methods will often depend on the business and industry but some general ways include: getting some work experience, reading and watching the news, talking or networking with experts, signing up to commercial awareness newsletters and so on. This is often a more overlooked skill that people do not realise is important until they are in an interview. 
[bookmark: _Toc49492366]Digital Skills
In today’s fast-moving technology dependent, world digital skills in any professional field is highly desired and required. Without digital skills, it would be almost impossible to execute any basic business tasks like sending emails and memos. Digital skills involve being able to use basic software packages like Microsoft Office, use of social media, computers, phones and having a basic understanding of digital security.  The simplest use of digital skills is used in essential tasks like communicating with colleagues, clients and other businesses through emails and direct messaging. Other uses for digital skills include being able to present information like on Microsoft PowerPoint, being able to visually display data is much easier to understand for viewers. Statistical software packages like Microsoft Excel are essential to some businesses to manage, sort and analyse data. More complex needs for statistical software requires use of specialised packages like STATA or SPSS. Equally important is a business’ image, so use of Adobe Creative Cloud package means employees can create posters, videos and logos for their company to increase popularity and exposure. The UK government has found that having adequate digital skills for certain workers can reduce their risk of being replaced by automated services by 59% (GOV.UK, 2019).  

[bookmark: _Toc49492367]Emotional Intelligence
Emotional intelligence is highly important in a workplace for successful career. Emotional intelligence is the ability to understand and manage your own feelings and emotions whilst also being able to respond to others’ accordingly. Many employers now screen candidates for an indication of their emotional intelligence before even meeting them, via online tests. Emotional intelligence itself is made up of many sub-skills including being able to regulate extreme emotions in times of stress, being motivated and resilient, being able to socialise with a variety of people and 2 key skills: sympathy and empathy. 
[bookmark: _Toc49492368]Sympathy
Sympathy is often confused with empathy, but it means to be able to understand someone’s situation and feel emotions like pity for them. Sympathy is important because it helps to build meaningful relationships in times of distress. This can strengthen other skills like teamwork in a workplace. 
[bookmark: _Toc49492369]Empathy
Empathy is very similar to sympathy but it less of an outsider’s view and more of feeling exactly how the other person is feeling. By doing this a person will be able to provide appropriate solutions to problems. According to the Center for Creative Leadership empathy in the workplace leads to much better job performance (Center for Creative Leadership, n.d.). 
[bookmark: _Toc49492370]Other Important Personal and Interpersonal Skills
[bookmark: _Toc49492371]Motivation
Motivation is an essential skill for a person, whether they are in the workplace or not. Without motivation a workplace becomes stagnant as there is no incentive to work, so eventually the business itself is impacted negatively. No motivation also has severe impacts on a persons’ own mental health. 
[bookmark: _Toc49492372]Resilience
Resilience is another important personal characteristic. When faced with problems it is no use if a person or team gives up, they must continue trying. For example, Bill Gates, one of the wealthiest people in the world was not always as successful as he is now. His first company was called Traf-o-Data and was unsuccessful (Experteer.com, 2016). 
[bookmark: _Toc49492373]Problem solving
Problem solving is a crucial personal and interpersonal skill. A person must be able to solve problems both independently and within a team. In the workplace many issues will arise, but a systematic method is needed to solve these problems. 
[bookmark: _Toc49492374]Conflict Resolution
Conflict resolution can be thought of as a type of problem-solving skill. Any business setting will have many disagreements, but these should not escalate and become uncontrollable. A person should be able to effectively resolve problems with colleagues or clients. 

[bookmark: _Toc49492375]My Own Employability Skills
I have gained many employability skills throughout my adult life. In my opinion my strengths include communication, resilience, problem solving and emotional intelligence. I recognise that as time goes on, I will need to further update my digital skills (and others) to maintain my abilities and keep them relevant. This is important and one example we can see is with the COVID-19 pandemic, in a matter of months a huge emphasis has been placed on digital abilities. More people than ever are holding meetings on Microsoft Teams, Zoom etc. In some cases, entire businesses have given up their physical offices and moved all their operations remotely. Not only digital skills have become more important, but more emphasis has been placed on communication and teamwork since everyone is being kept apart. One skill I think I have is being flexible, before lockdown my digital skills were perhaps outdated, but I have worked to adapt to the situation. As technology develops, the desired employability skills will also change so flexibility is an important characteristic to have.
[bookmark: _Toc49492376]Conclusion
In conclusion, a vast amount of employability skills are required to succeed and excel in a career. This report has only scratched the surface of the amount of abilities a model employee needs. The skills that employers and businesses want to have changed a lot in the last few decades and will undoubtedly continue to change.  
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