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Understanding Employability Skills

Key concepts, categories, and practical tips for development

1. What Are Employability Skills?

Definition Why They Matter
* Employers value them as much as
technical expertise.
A set of transferable abilities, attitudes, and personal » They bridge the gap between
attributes that enable a person to obtain, retain, and academic learning and workplace
succeed in a job. performance.

» They enhance career mobility and

long?term employability.

2. Core Categories of Employability Skills

Category Typical Skills

Verbal, written, listening,
Communication presentation, digital
communication

Teamwork & Cooperation, conflict resolution,
Collaboration networking, cultural awareness

Problem?Solving &  Analysis, research, creativity,
Critical Thinking decision?making, troubleshooting

Adaptability & Resilience, openness to change,
Flexibility time?management, multitasking

) . . Delegation, motivation, vision
Leadership & Initiative _ S
setting, self?direction

Real?World Examples

Drafting a concise email to a client;
delivering a project update to a team.

Contributing to a cross?functional
project; mediating a disagreement
between teammates.

Identifying the cause of a production

bottleneck and proposing a new
workflow.

Shifting priorities when a client
changes requirements mid?project.

Leading a volunteer group to
organize a community event.
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Category Typical Skills Real?World Examples

Basic IT, data handling, .
Creating a spreadsheet dashboard;

Digital Literacy cybersecurity awareness, using _ _
using project?management software.

collaboration tools

Professionalism & Reliability, punctuality, ethics, Meeting deadlines consistently;
Work Ethic accountability, attention to detail adhering to company policies.
Customer/Client Service mindset, empathy, Handling a customer complaint and
Orientation negotiation, relationship building turning it into a repeat sale.

3. How Employers Assess These Skills

Assessment Method What It Reveals

Behavioural Interview Questions (e.g., “Tell me _ o _
Evidence of past application of skills.

about a time you resolved a conflict”)

Ability to choose appropriate actions in

Situational Judgment Tests . _
hypothetical work scenarios.

Demonstrated competence in communication,

Work Samples / Portfolios o _
digital tools, problem?solving.

Confirmation of reliability, teamwork, and
Reference Checks ) )
professionalism.

Real?time performance of adaptability,

On?the?Job Observation (internships, co?ops) . .. . _
initiative, and collaboration.

4. Developing Employability Skills

4.1 Structured Learning

Activity Target Skills Tips for Maximizing Impact
Online courses (e.g., Digital literacy, communication, Complete a capstone project;
Coursera, LinkedIn Learning) project management share outcomes on LinkedIn.

_ Leadership, negotiation, public Participate actively; ask follow?
Workshops & Seminars ) _
speaking up questions.
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Activity Target Skills

Certifications (e.g., Google IT Technical + soft?skill

Support, PMP) integration

4.2 Experiential Opportunities

Experience Skills Gained
Internships / Co? All core categories, especially
ops workplace etiquette

Teamwork, leadership, customer

Volunteer work _ _
orientation

Tips for Maximizing Impact

Pair certification study with
group study sessions.

How to Document
Keep a reflective journal; note specific
achievements.

Quantify impact (e.g., “Managed a team
of 8 to raise $57?
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