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In every job, an employee must have some core or general skills to perform his/her tasks. Without some basic skills no one is able to do any work. These skills are called employability skills. All the employers look forward to these basic skills in their employees. With the help of employability skills, one can get a job. There are some skills that are related to every job post out there. If employers find someone having those needed skills that are essential to perform tasks then there is a high chance to get selected. In the interview, employers mostly ask questions about the job related skills to the candidates. There are two types of employability skills (Employability Skills). These are: 
1. Soft skills
2. Hard skills 
1.1 Soft Skills: Soft skills are intangible but can be measured. These are the skills that employers care about the most. Through these skills employees can build relationships with their employers and colleagues. It creates more opportunity for their advancement. Without soft skills, it is really hard to get a job. Some of the soft skills are: (Soft Skills To Improve Your Career)
· Communication: Without communication nothing is possible. The more one can communicate, the more their performance will get better because both employers and employee can exchange their thoughts then and have clear idea about what needed to be done. (Soft Skills To Improve Your Career)
· Team work: A company is not generates by only one person. It is driven by a group of people with some common goals. When a team work together to achieve something, the performance automatically increases. (Soft Skills To Improve Your Career)
· Adaptability: An employee must be able to adopt situations because everything won’t go according to their plans always. Sometimes they must face some unwanted situations and try to find the best solution of it. (Soft Skills To Improve Your Career)
· Problem solving: Company seeks problem solvers. It is impossible that a company will run without any problems. If something goes wrong then employees must try to solve it by themselves first, then if it is necessary then they can complain about it. (Soft Skills To Improve Your Career)
· Critical observation: Critical thinkers think about problems from their own perspective and give solutions. It helps employers to lead the company upward. (Soft Skills To Improve Your Career)
· Conflict resolution: There will be many conflicts between co-workers while working in the same company. Employees need to solve the problems among themselves and reinforce the relationship between each other. (Soft Skills To Improve Your Career)
· Leadership: It is the most important skill that every employers searches for into every candidate. It is the leader who can lead a company in a right way. With confidence and clear vision, an employee can be a leader and influence their colleagues. (Soft Skills To Improve Your Career)
1.2 Hard Skills: Hard skills are also necessary for the job. With the help of these skills, employees can do their job properly. These skills must be learned mainly from school, college, and internet or from some training sessions. Some hard skills are: (What Are Hard Skills?)
· Computer skills: Now a day, computer skills are must to have. Some basic things every employee will need to work in their work place. These ares- working with Microsoft word, preparing presentations through Microsoft power point, data entry in Microsoft excel and many more. (Hard Skills List & Examples | Difference From Soft Skills)
· Data analysis: Many companies mention data analysis skill into their job requirements. Collecting some data, organizing those, calculating and then interpreting the result is a common task for any company. (Hard Skills List & Examples | Difference From Soft Skills)
· Planning: Planning is related with many professions such as sales, marketing, business analysis, project management and so many. (Hard Skills List & Examples | Difference From Soft Skills)
· Web design: Many companies needs web designer of their own. Almost every company has its own website whether it is small or big. For building and maintain it employers need web designer.



2.0 My Skills
As a student I have some general skills too. These will help me to get my job. Some of these are: 
· Hard working
· Punctual
· Quick learner
· Honesty
· Good listener 
2.1 Soft Skills that I have-
Team work: I am really good at team work. I have the ability to influence others to give their best and in the same time, I do my work perfectly. In my school, till now I never missed any deadline. And I feel proud of me for this. 
Adaptability: I have the ability to adopt something easily. It doesn’t matter whether it is academic or personal; I manage myself to go with the flow if it is really needed. If I need to do something, I just do it.
Problem solving: I like to solve problems whether it is my own or others. In school too, if any problem arises in groups or in projects then I take the first step to solve it. 
Leadership: From my childhood till now, I love to be the leader and lead other members to assign their work and motivate themselves to give their best. I love to influence people. I want everything according to my plan. 

2.2 Soft skills that I need to improve-
Communication: I am an introvert kind of a person. I like to talk less with people. I communicate with others if it’s necessary to communicate. In the long run, I might be suffering for this less communication. In my professional life, I have to talk with a lot of people. I need to improve this skill as soon as possible. 
Critical observation: Observing problems before it occurs and finding its solution is very difficult. I have to increase my ability to solve problems from my own perspective. It will lead the company to its success. 
2.3 Hard skills that I have-
Computer skills: I am proficient in using computer. From my childhood, I used to play computer games. Then in school, I had to do my assignments in Microsoft word. Till now, projects and reports are done through computer. I have to prepare presentation slide in Microsoft power point too. I also have to analyse datas in Microsoft excel. 
Planning: I am good at planning things, whether it is about academic purpose or non-academic purpose. I have planned so many surprises for my family and friends in my life. In school, for preparing reports and presentations, I do plan. I divide who will be responsible for which part and what will be the deadline of the submission in group works. I use my planning skill almost everywhere because it helps me to get things done in a proper way. 


2.4 Hard skills that I need to improve-
Data analysis: In some courses I had to analyse some datas but still I need to be better at this. During my job, I will have to analyse a lot of datas and interpret those. If I don’t build-up this skill from now then it will be a great problem for me and for the company too. 
Web design: I personally love web designing work even if I can’t do it. I find it very exciting to do. In my job, I may have to create a website or have to maintain this. So it is very important skill that I don’t have and need to learn it as soon as possible. 

3.0 Practical Experience
I have spent much time in different clubs in school. I am always an active member in my clubs. In club works- 
· I organized and managed many academic and cultural functions in my school. From then, I have the ability to manage people and problems. 
· I had to generate ideas instantly for tackling problems. It’s a huge experience I have got from my school. 
I did some part time jobs too. In different restaurants, I worked as a cashier. 
· I had to play with digits all the time. From that my mathematical skill is good. 
· In rush hours, I have learned to keep myself calm and do my job efficiently. 
· In the same time, I have learned to behave politely with customers whether there is huge pressure on me in rush hours. 

4.0 Personal Attributes & Abilities
A candidate should have some personal attributes to attract employers in an interview. There are two types of attributes, these are- Physical attributes and mental attributes. I do have some attributes for attracting employers towards me and convince them to recruit me for a specific job role. My mental attributes are my abilities too. 
For physical attributes-
· I have my physical structure that involves my height, postures and gestures. 
· I am very smart and formal for an interview. 
· I am a very friendly person but in interview, I know my limit very well. I have to behave there formally. 
For mental attributes-
· I have patience to handle situation and people.
· I can motivate people to do their best in a job or task. 
· I can think from people’s perspective that what they are saying and why. 
· I can also observe people from their body languages, about their mental situation. 

5.0 Achievements from Life, Work and Education
The most unbelievable achievement that I have got from my life is my higher education. I belong to a poor family. I never thought of having higher education because of my family’s condition. With the mercy of almighty I somehow managed to take admission in my university. After that I bear my all expenses. I am a very hard working person. 
In work, I have achieved best behaviour employee certificate. Everyone likes me very much. I always behave very politely with my co-workers and with customers too. 
In Education, I made a very good result in my school. And now, when pursuing my higher studies, I have achieved top grades for several times with my hard work.

6.0 Personal Development Plan
Personal development plan is very important for a candidate or an employee to achieve his/her dream job. For developing it, one must go though some steps. Now, I am going to prepare my own development plan. 
6.1 Section 1: My goals
I want to see myself as a HR Executive of a renowned company after my university. 
6.2 Section 2: Skills and knowledge
For this, I need to develop some areas or skills. I have to build efficiency on HRIS (Human Resource Information System), leadership, multitasking, effective communication, solving problems, managing conflicts, motivating others, confidence and IT knowledge. 
6.3 Section 3: Next steps
By the end of 1st year in my professional development, I want to see myself as a customer service employee. In that particular job, I can develop my communication, confidence and problem solving skill. These are the skills that will help me for getting a job as a HR Executive. I can measure my success when my boss will praise me and give bonuses or incentives. 
6.4 Section 4: Resources
Gather all the experiences and certificates with next 3-4 years. 
6.5 Section 5: Time schedule
I will start gathering experiences from January, 2018 to 2021. The whole university life I’ll be gathering my experiences and prepare myself for the interview. 

7.0 Conclusion
There is a very competitive world around us. For getting a job one must have employability. There are some common skills that every employer tries to find in all candidates. One must prepare themselves from the beginning so that they can match with the requirements. Both academic knowledge and real life experiences are important. By focusing on both soft and hard skills, one can get his/her dream job. 
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