Session 6 What do employers want?
Overview

In this session we look at what employers are looking for in graduates, how important academic achievement and technical skills are compared to the ‘softer’ skills of communication, teamwork etc.  We define what we mean by employability skills. 
What’s in this session?
PowerPoint presentation – what do employers want?   

PowerPoint
Employability skills checklist





Exercise
‘Which skill?’







Exercise

Analysing vacancies ‘Reading between the lines’


Exercise
What you will learn

· Increase your awareness of what employers are looking for

· Understand how to ‘read between the lines’ of job advertisements to work out an employer’s requirements

· Find examples of employability skills from your own experiences

Exercise 1

Employability skills checklist

Task 

The following exercise contains a list of skills commonly sought by employers - employability skills.  Have a read through the list and skill definitions; for each skill list examples of evidence you could produce of your abilities to use this skill from your experiences.  You can choose examples from any aspect of your life – previous work experience both paid and unpaid, interests and hobbies, your studies.
When you have completed this exercise check your results against the actual examples in the attached handout.
	Employability Skill
	Examples of how the skill can be demonstrated

	Communication – interpersonal

‘Using speech to express ideas, give information, or explanations, in a way that is easily understood by others who are unfamiliar with the topic’
	

	Communication – written

‘Producing grammatical, well expressed, easily understood and interesting text about topics that may be unfamiliar to the reader’
	

	Team working

‘Interacting and co-operating with a group of people. It involves hands-on working together, as well as processes of organisational planning, decision-making and development’


	

	Adaptability and Flexibility

‘Changing or modifying behaviour in response to the needs, wishes or demands of others’
	

	Problem solving

‘Devising and then using an appropriate method, rule, technique or logic in order to find a solution to a problem’ 


	

	Planning & organisation

‘Working out how to schedule available resources and activities in order to meet an objective’
	

	Initiative
‘Acting before being prompted by others’

	


	Networking

‘Interacting with others to exchange information and develop useful contacts’


	

	Decision-making

‘Identifying options, gathering information about their suitability, ant then systematically using this to choose the best option’
	

	Negotiation

‘Trying to reach an agreement or compromise by discussion with others’


	

	Leadership

‘Possessing the quality of character and personality  to gain the confidence of and lead others’
	

	Commercial awareness

‘Understanding the priorities of and economic factors affecting businesses’


	

	Creativity

‘Being original and inventive in order to solve problems, generate ideas or produce new designs’


	

	Information Technology
‘Proficiency in using computers and telecommunications systems’ 
	

	Numeracy

‘Understanding and using facts or ideas expressed in numbers, graphs or simple equations’

	

	Continuing personal & professional development

‘Seeking opportunities and learning from experience’
	

	Self Awareness

‘ An understanding of personal skills, knowledge and experience’


	

	Reliability

‘Can be trusted to complete tasks correctly and work co-operatively with others’
	

	Ethical values

‘Behaving in a way which reflects the values of the company and country’
	

	Social responsibility

‘Being polite, working well with members of the team and for the good of the company’
	

	Tolerance to stress

‘Able to work effectively and under pressure’
	

	Application of knowledge

‘Can use their knowledge effectively for the benefit of the organisation’
	


When you have completed the above exercise compare your results with the actual results below:
	Employability Skill
	Examples of how the skill can be demonstrated

	Communication – interpersonal

‘Using speech to express ideas, give information, or explanations, in a way that is easily understood by others who are unfamiliar with the topic’


	· Work experience/internship (in an office, hotel, restaurant etc.)

· Customer relations work (e.g. involving listening and understanding needs, explaining, persuading…)
· Presentations/ Explaining research to those without specialist knowledge

· Class monitor
· Being a student representative in schools or your department

· Group work on degree course (e.g. articulating ideas, group discussions, supporting your position with logic)


	Communication – written

‘Producing grammatical, well expressed, easily understood and interesting text about topics that may be unfamiliar to the reader’
	· Secretary of student society

· Articles for University magazine or other newspapers or radio scripts for local radio station
· Publicity materials for a voluntary organisation (paper-based or electrical)

· Letters to raise sponsorship for an event
· Essays, dissertations, project report, publishing papers

· Writing a report on work experience/internship


	Team working

‘Interacting and co-operating with a group of people. It involves hands-on working together, as well as processes of organisational planning, decision-making and development’


	· Team sports/outdoor pursuits

· Choosing a group project work

· Work experience (e.g. negotiating with others to achieve an agreed objective, motivating and supporting other team members, resolving disputes by bringing together differing opinions )

· Organising an event with club/society members


	Adaptability and Flexibility

‘Changing or modifying behaviour in response to the needs, wishes or demands of others’
	· Year abroad or independent travel abroad

· Working part-time whilst studying

· Taking on different roles and responsibilities
· Combining work with personal responsibilities
· Leaving from home to go to university
· Becoming an integral part of a company during work experience/internship (e.g. fitting in with a team and forming working relationships, adjusting to a different set of expectations, following new expected behaviours)


	Problem solving

‘Devising and then using an appropriate method, rule, technique or logic in order to find a solution to a problem’ 


	· Finding solutions to study problems

· Leisure activities 

· Overcoming obstacles to achieve an ambition

· Working in a customer environment and dealing with complaints

· Research skills
· Particular achievements during a work placement/internship  


	Planning & organisation

‘Working out how to schedule available resources and activities in order to meet an objective’
	· Managing and prioritising your personal workload (time management)

· Organising social, sporting or charity events

· Arranging travel itinerary 

· Organising work experience/internship 

· Travel abroad
· Event management experience (e.g. customer liaison, co-ordination of bookings, organising equipment, planning advertisements and working to tight deadlines)


	Initiative
‘Acting before prompted by others or taking a fresh approach’


	· Suggesting changes to the class monitor
· Starting your own business
· Finding  relevant work experience by using your network of contacts – ‘guanxi’
· Starting up a new student group/organising a sports team

· Finding voluntary work

· Coping well in a sudden crisis

· Working independently during a work experience placement/internship to fulfil objectives



	Networking

‘Interacting with others to exchange information and develop useful contacts’


	· Meeting people about possible work experience/internship opportunities
· Making and maintaining useful contacts 

· Attending employer events and fairs and asking questions
· Forming working relationships during work experience

· Generating contacts during meetings, trade events or exhibitions  



	Decision-making

‘Identifying options, gathering information about their suitability, ant then systematically using this to choose the best option’
	· Choosing GPNU University and your choice of course

· Degree elective choices

· Achievement of work/study balance

· Choosing a topic for your research thesis or dissertation
· Career planning and preparation
· Deciding on the most appropriate course of action to solve a problem or 
     meet an objective during work experience/internship

	Negotiation

‘Trying to reach an agreement or compromise by discussion with others’


	· Team sports/outdoor pursuits 

· Suggesting changes to the class monitor
· Getting sponsorship for a project

· Persuading a manager or colleague to take a different course of action   
        when they are initially reluctant to see your point of view

	Leadership

‘Possessing the quality of character and personality  to gain the confidence of and lead others’
	· Team sports where you take on an important role in a team 
· Club or student society (eg. motivating others by taking a lead in problem-solving, clarifying tasks and facilitating)
· Coaching and mentoring fellow students/work colleagues
· Generate new ideas (e.g. developing new practices during work experience)



	Commercial awareness

‘Understanding the priorities of and economic factors affecting businesses’


	· Understanding how a company stays in profit, who its main business competitors are; using your work experience to gain these insights
· Regularly reading business pages of a national newspaper

· Raising money or keeping accounts for a club or society

· Applying for business loans 
· Keeping up to date with the economic sector which interests you



	Creativity

‘Being original and inventive in order to solve problems, generate ideas or produce new designs’


	· Mixing music

· Repaired something without the proper parts or materials

· Creative writing

· Designing and making or customising your own clothes

· Creating sets or costumes for a drama production 

· Using original and inventive ideas during a marketing placement/internship


	Information Technology
‘Proficiency in using computers and telecommunications systems’ 

Information Technology

‘Proficiency in using computers and telecommunications systems’ 


	· Familiarity with email and internet 
· Word processing reports and essays

· Web design

· Desk top publishing and/or photo/drawing packages
· Spreadsheets for data interpretation and producing graphs

· Using PowerPoint (PPT) for presentations
· Specific programming languages 

· Specialist software packages


	Numeracy

‘Understanding and using facts or ideas expressed in numbers, graphs or simple equations’

	· Work experience/internship in a job involving significant use of numbers (e.g. accountancy, processing invoices, book-keeping or accounting software)

· Treasurer of a committee

· Budgeting (student flat)

· Handling cash, balancing till receipts, and making money calculations

· Reading the financial press (track a company or industry that interests you)

	Continuing personal & professional development

‘Seeking opportunities and learning from experience’
	· Learning or developing skills outside your degree/major subject,  e.g. languages or Information Technology skills
· Attending a vacation course with a company

· Developing skills during work experience

· Reviewing or evaluating an experience and summarising what you learned

· Writing an account of your work experience placement/internship and discussing your achievements with your teacher  



	Self Awareness

‘An understanding of personal skills, knowledge and experience’
	· Demonstrating a logical career path 

· Awareness of your skills and interests and able to apply them to potential careers ideas
· Logical choice of subjects / work experience



	Reliability

‘Can be trusted to complete tasks correctly and work co-operatively with others’

	· Completing all your degree work on time 

· Turning up to lectures on time

· Working well and co-operatively with others in group work assignments

· Can be relied upon to complete any task – academic or work related in good time



	Ethical values

‘Behaving in a way which reflects the values of the company and country’

	· Showing respect to colleagues in the workplace 

· Working to the company’s values



	Social responsibility

‘Being polite, working well with members of the team and for the good of the company’

	· Showing respect to your manager and work colleagues 

· Becoming an integral part of a company during work experience/internship (e.g. fitting in with a team and forming working relationships, 



	Tolerance to stress

‘Able to work effectively and under pressure’
	· Able to manage several tasks at the same time in the work place or on your degree course 

· Able to put in extra work during busy times without your work or personal life suffering 



	Application of knowledge

‘Use their knowledge for the benefit of the organisation’
	· Be able to apply your knowledge to all work based and degree course projects 


Exercise 2

Which skill?

Task
The following exercise will provide you with examples of various situations.  You need to think about which of the following skills, commonly sought by employers, would be required in each situation:

Leadership – Initiative – Problem solving – Communication – Teamwork – Creativity – Prioritising – Commercial awareness
Some of the answers may not be obvious, since in many of the situations the skills overlap.  The answers show which other skills would be useful as well as the main skill.

Question 1



Which of these skills would be most useful?
Leadership – Initiative – Problem solving – Communication – Teamwork – Creativity – Prioritising – Commercial awareness
Your answer: ………………………………………………………………………………..
Model answer

Main answer: Teamwork
Completion of the task depends on all of the team members.  The success of the project will rely in the team getting along well and team members helping each other.

Other answers:

Prioritising – Need to balance work for the project with the rest of your workload

Leadership – you may need to take charge if no-one else will

Question 2


Which of these skills would be most useful?
Leadership – Initiative – Problem solving – Communication – Teamwork – Creativity – Prioritising – Commercial awareness
Your answer: ……………………………………………………………………………….
Model answer

Main answer: Problem solving
You need to work out how to obtain information on the company concerned, without alerting others to the possibility of a takeover bid, and having obtained the information you will need to analyse it and draw conclusions.

Other answers:

Commercial awareness – in order to understand the commercial implications of the proposed takeover
Communication – in order to communicate with other people to obtain information, but without giving others too much information.

Initiative and Creativity – in order to use some unconventional (but legal and ethical) methods to get the information you require.
Question 3



Which of these skills would be most useful?
Leadership – Initiative – Problem solving – Communication – Teamwork – Creativity – Prioritising – Commercial awareness
Your answer: ………………………………………………………………………………..
Model answer

Main answer: Leadership
If no-one takes charge of this project, then it won’t get completed.  The fact that someone else is prepared to take responsibility for the project will take some of the pressure off the others.

Other answers:

Teamwork – The project will need co-operation from everyone

Communication – You will need to work out the best way to organise the project

Question 4



Which of these skills would be most useful?
Leadership – Initiative – Problem solving – Communication – Teamwork – Creativity – Prioritising – Commercial awareness
Your answer: ……………………………………………………………………………….
Model answer

Main answer: Communication
You need to discuss with your colleague if there is a problem which is stopping their participation.  You also need to let your boss know about the situation before it reaches crisis point.

Other answers:

Leadership – You may need to take a lead and direct the work your colleague is doing.

Initiative – is there a different way to approach the project that might save time and might divide the work more equally?
Question 5


Which of these skills would be most useful?
Leadership – Initiative – Problem solving – Communication – Teamwork – Creativity – Prioritising – Commercial awareness
Your answer: ……………………………………………………………………………….
Model answer

Main answer: Creativity

Find out where the time is being wasted, and come up with a more efficient method

Other answers:

Initiative – It’s up to you to ensure that more time isn’t wasted in the future

Problem Solving – How could you improve on the original method?
Question 6


Which of these skills would be most useful?
Leadership – Initiative – Problem solving – Communication – Teamwork – Creativity – Prioritising – Commercial awareness
Your answer: ………………………………………………………………………………
Model answer
Main answer: Commercial awareness
You need to understand all the implications of your decision for your employer, your workforce and the community.

Other answers:

Leadership – You need to be able to make a decision and then explain it.

Creativity – Is there another solution to the problem?

Question 7


Which of these skills would be most useful?
Leadership – Initiative – Problem solving – Communication – Teamwork – Creativity – Prioritising – Commercial awareness
Your answer: ……………………………………………………………………………….
Model answer

Main answer: Prioritising
If you prioritise the work in the pile, then you can ensure that the most important work gets done first, and any that doesn’t get done is of less importance.

Other answers:
Communication – If people know the work will be late, they can plan for it. 

Exercise 3
Analysing vacancies ‘Reading between the lines’

The following advertisement is typical of the opportunities you’ll see advertised on graduate job vacancy sites. Imagine this is the only information you have on which to base your CV/Resume application. See beneath the vacancy to find out how it can be analysed in terms of skills, attributes and qualities.
Sample job advertisement - The High Roller Group

The High Roller Group has for 20 years been the consulting service of choice for the life insurance and pensions markets in the financial services sector.

Our approach to client service delivery is to translate strategic vision and objectives into systems and processes that succeed. High Roller’s ethos and success is based on the ability to focus our expertise on the knowledge and experience of the client. To enable them to grow and deliver, we develop strong and ongoing relationships with our clients. Our business and tradition is based on ‘partnership for progress’.

Work offered: Trainee Decision Maker; Data Gatherer/Investigator

Subject of Study: Very good results in any degree discipline, (ideally supported by passes at Advance Maths, but not essential). Graduates who have passed with satisfactory results will be considered on an individual basis.

Locations: London, Manchester, Leeds, Birmingham, Glasgow, Edinburgh.

Apply: Please send your CV and Covering Letter to Ms Zhang Ling.

Example answer

When preparing your reply, note:
Organisational ethos: focus on a ‘partnership’ with clients. 

Skills required: numeracy; problem solving; customer focus; communication and interpersonal skills; business sector knowledge; ethical values, social responsibility; tolerance to stress and understanding. 

How might those be expressed? This vacancy has some very specific requirements in terms of numeracy level and degree performance. It expects candidates to have an interest in the financial services sector. The financial sector often prefers a ‘traditional’ approach to CVs/Resumes. See the sample CVs section for an example of how this vacancy might be addressed using a chronological CV/Resume.

Taken from the Prospects website: www.prospects.ac.uk
[image: image1.jpg]



Task
Now you try; have a look at the following job advertisement for graduate opportunities with the Tesco China Graduate Programme write down what you feel the employer would be looking for from applicants in terms of skills, experience, interests and knowledge.  Are there any ‘special requirements’ attached to any of the posts?  Use the space below the vacancy to record your thoughts.

Vacancy requirements

Tesco China Graduate Programme 2012/13

Details of Development Programme

The China Graduate Programme is a 12 month Fast-Track scheme.  There is a 6 month development programme in Hertfordshire in the UK, followed by a permanent move to China. The UK Development Programme will give you a chance to work in business situations and develop skills in your chosen business area.

Once selected, you'll join us in China during August for a 6 week induction, followed by 6 months on a structured development programme in the UK. This will include time in our UK stores where you will learn how our store operations work. You'll then develop skills in your chosen business area, before moving to China to complete your programme.

This programme gives you the specialist technical skills and Tesco leadership skills needed to excel in your chosen area.  In the UK, you will also learn about the Tesco group processes and the 'Tesco Way' of doing things.  You will have a senior sponsor in China and the UK and lots of opportunities to demonstrate what you can do and what you're made of.

When you return to China after your 6 months in the UK, you will demonstrate the core skills you have learnt, as well as bringing ways of working into your new role.

The programme will be challenging and stretching and we are looking for motivated and driven individuals who will contribute to the business from day one. You'll need to show that you can work effectively in a team, but that you are also able to take responsibility and use your initiative.

What does the UK development part of the programme look like?
As part of the programme you will spend 6 months in the UK, learning the foundation technical and leadership skills required for your roles in China. You will learn about Group wide processes and principles which will be key to ensuring your success.

As a graduate you will take on a trainee role within your allocated Functions (areas of working) and will have your own line manager. 

Key objectives will be set by the China business and agreed with the UK Functions.

The 6 months will include the following:

A general Tesco UK induction and overview of the UK placement, as well as an induction within your specific Function

· Overview of store operations, which may include some time working in a store (up to 2 weeks in total over the full 6 months)

· Training courses - this would be a combination of short, 'on the job' training within your functions, full day Tesco workshops covering technical and leadership skills as well as off site external training

· Three Development Days to include leadership skills training

· Group meetings with key directors within the business

· Regular 1 to 1 meetings with your line managers to review your objectives and to discuss any areas of development
· Where are the opportunities?
· 10 jobs in total in Commercial, Marketing, and Operational Functions

· The roles are split between Shanghai, Beijing, Guangzhou and within the East Region of China
· What are we looking for?
· Qualified or expecting at least very good exam results for a degree (or equivalent) for the following roles: 
· Commercial - Buyers - Any discipline/major degree
· Space, Range & Design – Space Insight & Planning Analyst - Mathematics/Statistics discipline/major
· Marketing - Price Analyst/Grocery Home Shopping Analyst - Marketing/Economics/Business Studies discipline/major
· Operations - Store Department Head Grocery - Any discipline/major degree
· Fluent in both English and Mandarin

· Willing and legally entitled to work permanently in China

· Interested in, and with an understanding of, Retail

· Driven and determined to learn and deliver for the customer in a challenging environment

· Confident in your analytical skills

· Able to influence others and have excellent interpersonal skills

· Mobile according to the needs of the business (although you will initially be based in one location)

· Ideally, you will also have work experience in a customer-facing role (retail experience would be a real advantage!) 







You’re working on a project with a group of people.  Each of you has a specific part to work on and all of the parts need to be ready at a certain time.








Your employer is contemplating making a takeover bid for another company.  You have been asked to produce a report on the company, with recommendations as to whether to proceed with a bid.  You have received no guidance on how to go about the task other than to bear in mind that it is of crucial importance that the possibility of a takeover bid must be kept secret.

















You and your colleagues have been set a large project to do.  There is a lot of work involved, but nobody seems to want to get started on it.














You are working on a project with one other person.  The person is not doing a fair share and you have ended up with most of the work.  Your boss wants to know why the work is behind schedule.











You have been set a task to do and a set method of how to set about it.  Part-way through, you realise that most of the method is out-dated and a waste of time.











You are the manager of a large local retailer.  The store, which is situated close to the centre of a small town, is facing a financial crisis.  You need to reach a decision, with a great deal of urgency, about a redundancy or closure programme.











You have a pile of work on your desk.  It all needs to be done by the end of the week.  You know that you will not get it all completed on time.








