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1: TERMS OF REFERENCE:
Writing this report based on employabity skills requested by my lecturer Laura James of University of Wales Trinity Saint David. In this report I will show you my understanding of the importance of different skills that will attract employers and how to sell yourself to an employer. This report was requested for the 25th march 2022.
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2:  INTRODUCTION:
The purpose if this report is to show my understanding of skills for the workplace and how to attract an employer. I will also explain the importance of each skills for example; digital compght,( 2017, p.x) you will have a job one day, and it can go the next, a career can bloom or blemish - but ones employability is based on the capability of being emplyable - that is the strength upon the future job can be built. Getting a job that you really want, but you don’t have the experience? This is where you use all those skills and knowledge that you have learnt from this course. I for an example have many multiple talents yet I can’t prove it as a lot of those talents have been used in my private life. So this is where I have the chance to demonstrate my talent to my employer because I am confident that I can attract them as  I have digital skills, communication skills, I am friendly and approachable. As a student it is best to consider on how I build my skills and where I build it (Trought, 2017). For me it is my course, skills for the workplace where I have gained a lot of skills and knowledge relating employability skills. On this report you will see and have a better understanding about how employability skills can be very effective in our private and professional life and also how this course has had a positive impact in my life too.

3: MAIN FINDINGS: 
3.1: Employability skills that are valued by employers:
 Throughout my course in Skills for the workplace I have learned the importance of knowing myself and finding out about my strengths and weaknesses. I have gained knowledge about employability skills and what it takes to attract an employer. When applying for a job or attending an interview, employers want to see proof of abilities, our competence. Demonstrating our skills through our experiences are a necessity (Trought,2017,p1). It is vital to re-present yourself well as first appearances are important. It is important to lay out all the experiences on the table and show a demonstration where possible. Employers want to see solid proof of your experience and it is essential to provide them with the references. Showing them that you have skills in communication, time management, digital, problem solving and team work, will be a win win. Attracting an employer is not just about verbally impressing them, it is about showing them that you are the one with all the qualities and experiences they require and prooving it to them with evidence.





3.2: The career life cycle ( Kotler,et al.2016 ).
This product life cycle (PLC) is a progress chart. It is a ‘products’ sale and profits over it’s lifetime. This chart can also be used to analyse the development of a career. Showing in the chart below the PLC has been modified represents the various stages of our career. During each step, just like a product, a strategy needs to be devised in order to sustain a positive result throughout a career development. Represented by promotion, increase in wage or responsibilty (Kotler et al. 2016). This chart sets an example of how important it is to maintain our employability skills for a positive and strong career for our future. At times we think we have reached our goals and then we lay back, then before we know it we have gone down the line and start struggling to reach our targets again. With time everything around us keeps on changing so therefore it is vital that we keep our skills and knowledge upto date.
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3.3: REQUIRED SKILLS FOR THE WORKPLACE:
Here I will explain all the requirements of skills that employers seek in a candidate and also explain why it is important. Due to the modern day and how technology has taken over the whole system, it has become a necessity to update our ways and style of working.

3.4: DIGITAL SKILLS
We live in the 21st century where everything requires digital skills, whether it’s in our professional life or our private life. We all use the social media, the internet for emails or for work purposes. We use digital skills on our phones, PC’S, laptops and tablets along with many other things like robots at a warehouse or even when we are shopping at the supermarket and use self checkouts. Digital skill is a basic skill that employers look for when they are recruiting. According to Van Dijk (2005,2012) digital skill is a crucial part of the appropriation of information and communication technology.
Digital skills is not only about finding jobs, it also involves in participating in a market economy and obtaining benefits in terms of value and income (Alexander, et al. 2014). We all log in almost everything nowaday’s on our smartphone or computers whether it is a photo or a document file, yet we still do lack in digital knowledge. Myself for one is an example. Although I had a little knowledge on how to use my smartphone I was lacking in many other thing’s for example using a laptop and using all the tools it has to offer. Through this course I have gained so much knowledge and skills which has boosted up my confidence level. Today I am capable of using my laptop to create a piece of work, chart’s, graph’s, and slides using powerpoint and word documents. I have gained enough knowledge to be able to apply for an administration job which I could not think of doing prior to enrolling for this course.
3.5: EMOTIONAL INTELLIGENCE:
It is a very important skill in order to recognise our client’s, colleague’s, our team’s or even our own emotions as this is how we can make our decisions or show empathy when it is needed. According to Goleman, “empathy takes many forms. First one is sort of astute awareness the people at Johnson Wax had of their client’s needs. On the other hand it has been seen in the company that it has a realistic, accurate sense of its own people, customers and clients, it’s competitors, market, and other stakeholders, from unions to stakeholders. To be able to see thr reality from their perspective and to sense how they react to the company’s reactions, offers a powerful set of readings for effective management (2006,p109). So overall goleman has shown an example of how effective emotional intelligence can be for business, work or our private life. It is all about reading a person’s body language, facial expression or the tone of the voice by which we can react and decide how to response or in what manner to response. Sensing peoples feelings without them saying a word, so captures the essence of empathy. People don’t usually tell us in words about how they feel, rather they will use their tone of voice, facial expression, or an alternative non verbal way (Goleman,2006;p109).


3.6: Digital competence:
Here is a better explanation about digital competence. 


3.6.a: What is digital competence? (online,2020)
Digital competence is an essential skill for learning to begin with. It has been said that Digital competences is one of the eight key competences and refers to the confident and critical usage of the full range of digital technologies for information (online,2020). Digital competence is all about mastering technology as that has become essential for our everyday private and work life. Without this skill we will struggle to get a job as it’s the first requirement of an employer. We all need those skills in order to keep ourselves safe online and aslo become more smart and work efficient. 
3.6.b: A model of Digital Competence (online,2020):
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4: Time Managements Skills:

Managing time in our everyday life is essential and also crucial. Without time management we will fail in life for almost everything. So it is important and vital that we have a routine and have our life organized around time. Being capable of managing our time effectively can help us improve our productivity. By teaching ourselves on how to manage our time effectively will benefit our career as time management skills do become very useful and transferable skills that apply in any job (indeed,2021).

4.a: What includes in a Time Management Skill (indeed,2021).

 Planning - this is a fundamental component of time management because it helps us identify and plan our daily tasks.
 Prioritisation- This is where we plan, it involves assessing each of our tasks to determine their importance.
 Maintaining boundaries- Our time is the most precious and valuable resource. First thing we need to learn is how to say ‘no’ as this is or can become the biggest challenging skill to develop.
 Organisation- It is vital to develop an organisational skill as this supports a good planning. This skill also includes scheduling appointments, updating our calendar more frequently, filing documents effectively and taking detailed notes during meetings or lectures.
 Communication- A firm communication skill refers to verbal and written communication. Greater our communication skills the better it will be for us to explain ourselves to our colleagues. This will allow our colleagues to align the completion of their tasks for supporting our timelines and expectations.
  Delegation- By being capable to delegate minimal critical tasks will help us focus on the more important tasks that are required to be completed first. Learning to delegate can be time consuming and it is vital to find the right person to delegate tasks to.
 Stress management- once we can master our stress management skills, we will be more motivated and we can perform at a better and higher level. In order to manage stress it’s best to take breaks, exercising and meditation can help relax our mental health.
 Self-discipline- To discipline ourselves we require great time management skills because only then we can self discipline. Self discipline helps us to deal with procrastination as well as distraction.

5: PROBLEM SOLVING AND DECISION MAKING SKILLS:

This skill is good to have as we never know when it will be in use. Whether we work from home or outside, we all face some kind of problems in life and then we go to a potential to sort our issues out. Employers take this skill as a bonus as you might have the need to identify, define and solve problems.




6: KOLB’S LEARNING THEORY: (1984)
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Kolb’s experimental learning theory works on two levels: a four-stage cycle of learning and four separate learning styles. Majority of Kolb’s theory is towards the learner’s internal cognitive process (Mcleod,2013). 

6.a: KOLB’S EFFECTIVE LEARNING (1984).

Effective learning is seen when a person progresses through a cycle of four stages (Mcleod,2013);

 1- having a concrete experience
 2- observation followed by reflection on that experience
 3- formation of abstract concepts ( analysis) also generalizations (conclusions)
 4- followed by a test on a hypothesis in future situations, which the results in new experiences. 





7: CONCLUSION:

Throughout this course and module I have learnt and gained multiple knowledge about what skills are required to get a job. I have managed to gain a better understanding about Digital skills, Digital competence, Time management skills, Emotional intelligence, and Problem solving. Though I did manage to get certain jobs in life I could not get the job I always wanted to get due to lack of knowledge and understanding to what skills employers actually look for and require. But after completing my first module for skills for the workplace I can say that I am so much more confident today and I hope to continue and get better. I have learnt kolb’s learning style theory which breaks down step by step, level by level on how to learn, reflect, experiment, abstract, competence, emotional inteligence, resilience, time management and more. 
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