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EMPLOYABILITY
This is a report about the skills I want to achieve by the end of the year to reach my goal in managing an agency that organises weddings, parties and funerals.
Employability skills make persons more possible to get employment and to be successful in their selected career as it has a lay down of achievements, understandings and own attributes. Therefore I would like to improve my employability skills, such as problem solving, teamwork, adaptability, planning and organisation, time management and technology use.
It is very important to have these skills because the competitive of labour market is increasing and employers are penetrating for persons who can take hold of their own programme and have the ability to carry out different task in different environment and also people who are flexible. Some of the reasons employers look for people with these skills are that, it helps the increase of productivity and creativity and individual to be allocated to the appropriate positions at workplace.

Skill 1: Problem Solving.
To be employable critical thinking is essential to solve problems between customers and staffs. Being able to learn and think independently, is a skill one has to acquire by training to become thoroughly investigative, fair and open – minded in  pursuit of knowledge.  But some people are born with a small piece of problem solving in them. Williams, {2002]
According to Rudinow and Barry [1994]” critical thinking is a development that emphasizes a realistic root for what we believe and provides standard and procedure for analysing, testing and evaluating our beliefs. This means it helps one making a decision to identify the problem inside the real context.” 
There are always conflicts at workplaces and if it happens there are measures to defuse it so that it will never happen again. To deal with conflict, emotions should be set aside so that it will not escalate. I notice this while I was once working as a receptionist where one of the job descriptions was to book halls for wedding receptions, funerals, etc. Sometimes we make double bookings because when handing over to the next shift there was one staff who rash to leave and do not complete the recordings and entering the data. These caused problems but when it was rectified it was solved and it did not happen again.
However this does not mean that as a problem solver every problem I solve will be right or there will be no mistake or concluding will never be wrong. But rather most often helps to arrive at a better solutions or decisions. Learn not to be limited by any self imposed boundaries to enable me do things to result in a new and improved way of doing things to profit the company.

Skills 2: Teamwork
Teamwork is individuals working together in a group, sharing ideals to achieve a common goal. This is another important tool in employment. Especially in a place like United Kingdom cities where ethnic diversity is usually great it helps to learn different culture and to accept each other. Most of the teams I have worked for are diverse and it really helped, it can encourage creativity within a team as well as persuade individuals’ contentment.                  
Stahl et al [2007] did a study based on meta –analysis, in that, people are not comfortable when working in a diverse surroundings and can be bad for performance. In contrasting he also said it is considered as a better place to develop creativities because individuals from diverse background offer ideas from different perspectives on matters and this can make creativity more relax and will  improve performances’ in a workplace and communities. 
Teamwork will also help to share ideals, i.e., a team member does not capitalize on a project thinking his idea is the best. There is a support for each other, if there might be a weaker member, this skill teaches no manipulation. To support the team members to make available their observations and critics anonymously if required, a system can be established for opinions which will assist each member to follow. 
However there has to be a time in our schedule where regular meetings can be established, where the team member or individual member, working alone who has a problem and cannot get to the top of it are presented to get the help needed David, [1998].  It helps to improve skills and acquire new skills because we copy from each other, also learn to respect each other, progress from one level to the other and to achieve common goal.  For a team to be effective each employee or team member has to reach an understanding of their individual roles and responsibilities and their importance of their contribution to be stress.
 
SKILL 3: ADAPTABILITY SKILLS {ABILITY TO LEARN AND ADAPT}
Adaptability is a skill all employees across all workplaces needs but is a skill that takes practice and commitment in that it has to be learning from others who are doing well in what they are doing. In University of Bradford site [2018], states it helps to develop a can- do- attitude and used what is describe as STAR technique. S – Defines the Situation, T – identify the Task, A – Describe the Action and R – explain the Result. 
With adaptability skills, I have to be working without boundaries and be able to solve challenges and problems unexpectedly in workplace. Some people are scared of changes and often stay put doing what they are comfortable with because they think they will make mistake, but I have learnt to know that mistakes are real and can be made no one is perfect we are all human. However some feel frustrated and humiliated when an error is made. There is a phase that states “we learn from our mistakes”. 
Throughout working life, mistakes you make can be some of the important lessons you will learn and it will help you to view things critically and more objectively when you set back and view what you did and the outcome. {Half. 2018] Developing adaptability skills, drawback on your thinking and actions is a challenge not to consider but to seize and enjoy working through, always willing to engage in different people with all kinds of skills to get the work done. Also to achieve the best outcome, I have to be open-minded and willing to use or trail different strategies, tools and technique.
Once at workplace I had to take over from my manager as she had to take an unexpected time off while still doing my part of work. I admit it was intimidated because there was much to be done as there was no one to delegate to. But something about work is that there is always time to spare in the day when you plan well and organise. So before she left I asked her to give me the list of her day to day duty, I listed mine and eliminated or postpone the non-critical task and did each at the time allocated. It was not easy doing two tasks at a time but was able to adapt and did well till she return by using the STAR technique. With so doing years later I was promoted to that position.
 This made me realised how important this skill is to employers and I have to improve. However, I have to be resilience, the ability to pull through rapidly when error is made. 

SKILL 4: PLANNING AND ORGANIZATION 
Planning is what you do to achieve a particular goal in a task by thinking about and preparing it. Organization is how you manage the plan and arrange your work in a considerable order and the time limit for the workload. These two are main key function of skills that works together and are important in acquiring a job University of Strathclyde [2020}.
To me I thought organization was all so far as I organise a party that is all.  I once organise a women’s day because there was no much planning things became a bit messy and we have to run on our feet to make things done. I later on realised that you cannot take planning out of organization so I have to learn these two key skills which is good for employment. A well planned task makes you get the results needed and reach important goals, while organizing makes you more efficient and successful. In developing these skills my creativity must not be controlled or limited, dedicated and be adaptable.
SKILL 5: TIME MANAGEMENT SKILLS
I came to realise the importance of this skill when I was once organising a friend’s birthday party. I told myself it will happen in three months time so there is more time to organize it, the days went too fast that in a week to the time most of the task was not done and everything has to be done in a rush. I was taking care of my children while working full time so I keep procrastinating, but as the saying goes “time and time waits for no man”               No one has enough time to complete what is on their to- do- list for the day and there will never be time, in this, there is a call for me to improve my time management skills.
According to Tracy {2001} Eat that frog, he stated always eat the ugliest frog first as the first rule for completing a task, where he described it as ABCD method. According to this method, the A when organising a task the important or priority has to be first on the list that if not done there will be problem or will course you something. B is the mild task that if not completed there will be no much consequence. The C is something that there will be no consequences whether done or not, example checking emails, returning a phone call, etc. The D is a task you can delicate to another person to work on, that is this person is free and is capable to accomplish the task. 
  Before the next day sit down and think of your task or goal and objectives until you are sure of what is expected of you and your priority , if not you might even walk away from your job thinking it is too much. Now after analyzing your task writes them down for you to know it is not fantasy and that have no energy in it. But rather on the paper you will see it as tangible form that you can touch. If it is not written down it can be forgotten or leads to confusion, [knowing which is next], misdirection and several mistakes. Tracy {2001}
Also setting a deadline on a task or decision gives you the urgency to complete, without that you will obviously procrastinate or get a slight or no task accomplish. Then make a plan and do something every day that will move you towards your goal {Tracy, [2001].

 SKILL 6: TECHNOLOGY USE
Although many expect professionals learn office technology on their job, developing it before completing your degree with work experience is brilliant idea for an excellent way to improve employability is having some technology skills.
The use of technology has now become the nom and though many people are familiar with the use of it most of us do not know how to use and maintain it. Building technology skills should not be scary and have to be able to step out of your comfort zone to push you to know more. In today’s market, the more adaptable your skill is located, the more opportunity you have to be employed. Just be able to sport a potential problem when using technology before it gets out of hand like using basics of computer programming and coding even if I am not expect I have to be comfortable using it.
In the world of today, performing lots of tasks in workplaces involve technology skills like digital marketing, industrial- specific software, websites or social media experience, to name a few all involve digital equipment or software.  Almost every industrial has made the use of these skills and internet marketing is relevant that even employers, who though rely on soft skills, expect their employees to exploit technology like point-of-sale software such as restaurants, retails and pubs. [Puljag { 2019} All this had made me recognise how important it is to build technology skills if I want to be employable 

Conclusions:
In conclusion these skills allow employers to acknowledge the professionalism and seriousness to give a job. There are always specific skills, knowledge and ability needed, depending on the carer and profession. Hence these key skills which when developed can make me effective at work and can develop over as I develop my profession or carer. 
 Understanding what employability means is essential as the employers and labour market are strongly competitive, looking for people who are flexible, take initiative and also have the aptitude to carry out multiplicity of everyday jobs in diverse areas. 
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Appendix,  
Analysing SWOT, strength, weakness, opportunity and treat by individual will help gain knowledge and understanding as individual or organisation.  It is a useful tool in improving my employability skills.
 Having in mind that you definitely want to succeed in life, there should be some form of processes of developing each skills so that if there is a struggle in knowing where to start the goal. There is a useful way of ordering your thinking in that the problem will give different perspectives. The negative external aspect that we do can control an individual and negatively be affected that is where the treat in SWOT is recognising so is helpful to conduct if you want to accomplish something.
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