
Employability – Identifying Your Transferable Skills
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Welcome to this session on identifying your transferable skills to open up employment opportunities.
By the end of the session you will have an understanding of:
· How to identify what skills you have
· Which skills are transferable
· Using transferable skills in practice 
2 of 16 – What skills do you have?
Let's find out what skills you have. What equipment can you use, such as a computer or welding tools? What ways of working are you good at, such as talking to others, planning or multi-tasking?
Make some notes of your skills.
3 of 16 – Employability skills
All skills are useful when searching for a new job, but some skills are particularly highly prized by employers. Here is some more information about the most commonly requested skill sets.
Communication 
Listening, speaking and writing. Employers want people who can accurately interpret what others are saying and organize and express their thoughts clearly.
Teamwork
Many jobs involve working in one or more groups. Employers want someone who can bring out the best in others.
Problem-solving skills
Employers want people who can use creativity, reasoning and past experiences to identify and solve problems effectively.
Personal management
The ability to plan and manage multiple assignments and tasks, set priorities and adapt to changing conditions and work assignments.
Interpersonal effectiveness 
Employers usually note whether an employee can relate to co-workers and build relationships with others in the organization.
Computer or technical literacy
Although employers expect to provide training on job-specific software, they also expect employees to be proficient with basic computer skills.
Leadership or management
The ability to take charge and manage your co-workers, if required, is a welcome trait. Most employers look for signs of leadership qualities.
Competence in reading and maths
Almost all jobs require the ability to read and comprehend instructions and perform basic maths.
4 of 16 – Skills tests
Sometimes we are not aware of our own skills and need help from others to realise what we can do.
The National Careers Service offers a range of different tests to help you explore your skills, interests and motivations. You can see how long each test will take and also create an account so that your results are saved for you to look at again later. 
There are tests which help you understand your personal and activity-based skills. The site can also create a personalised skills health check report for you to give you a clear idea of your skills and strengths. 
This will help you see how your skills can help you get the job you want.
Visit the National Careers Service website here: https://nationalcareers.service.gov.uk/skills-assessment/skills-health-check/home Take a few minutes now or later to choose an assessment and work through it. You may want to bookmark the page so that you can return to it later and complete more of the tests.
5 of 16 – Transferable skills
Look at the list of your skills that you wrote earlier. Did you include any of these?
· IT or computing
· Teamwork
· Time management
· Planning
· Presentation
· Self-motivation
· Problem solving
· Communication
Most of the skills you have are not specific to one job but can be useful in any career that you wish to pursue. We call these transferable or portable skills. 
Transferable skills and abilities are relevant and helpful across many different areas of life; socially, professionally and in education. People usually think about their transferable skills when applying for a job or when thinking about a career change.
6 of 16 - Soft and hard skills
All skills can be categorised as either hard or soft skills.

Soft skills are not defined by specific job roles or educational standards. They are personal attributes, personality traits, inherent social cues, and communication abilities needed for success on the job. Soft skills characterize how a person interacts in his or her relationships with others. Examples include communication, leadership, teamwork and time management.

Hard skills are teachable abilities or skill sets that are easy to quantify and show you have. Typically, you'll learn hard skills in the classroom, through books or other training materials, or on the job. Examples include GCSEs, speaking a foreign language, operating a computer and typing speed.

7 of 16 – Question 1
Are the following skills soft skills, or hard skills? Sort them into two lists.

1. A levels
2. Typing speed
3. Communication
4. Operating a computer
5. Problem solving
6. Leadership
7. GCSEs
8. Teamwork
9. Time management
10. Speaking a foreign language
The correct answers are:
The soft skills are communication, problem solving, leadership, teamwork and time management.
The hard skills are A levels, typing speed, operating a computer, GCSEs and speaking a foreign language.

8 of 16 – Your skills in the Covid-19 era
Watch this video that will help you to think about your soft and hard skills, particularly in the Covid-19 era: https://youtu.be/QUBGjsM6TxI 

The video will ask you to make a list of your hard and soft skills.



9 of 16 – Using transferable skills in practice – Buzz quiz
The skills you have, your personality and the things you enjoy are all important to think about when deciding what job you would be good at and find rewarding. 

The Buzz quiz was developed by icould partner David Hodgson to help people make more informed course and career decisions, boost self-awareness and help us better understand each other. It is based on personality-type theory, which has roots in the work of Carl Jung and was further developed as the Myers-Briggs Type Indicator or MBTI. It has been researched and applied across many areas including conflict resolution, business (team building and leadership), course/careers choice and communication. 

To take the quiz, visit this website: https://icould.com/buzz-quiz/ 

10 of 16 – Buzz quiz results 
Which animal are you? As well as giving you some insights into your personality, your result will have suggested some possible careers that are well suited to your personality type.
Teddy Bears are warm, friendly, loyal and popular, great communicators. Teddy bears might suit a career in the health service, tourism, hospitality, catering, marketing, hairdressing or social care.
Dolphins are intelligent, charismatic and creative problem solvers who love to try new things. Dolphins might suit a career in advertising, marketing, PR, teaching, training, law, media, journalism, tourism or sales.
Seahorses are patient, imaginative and quiet, inspirational to others. Seahorses might suit a career in medical, counselling, research, writing, personnel or HR.
11 of 16 – Analysing your quiz results
You can see that there are crossover industries between different personality types; in the examples just shown both tourism and marketing appeared for two different animals.
There are also a diverse range of industries within each personality type, for example a teddy bear personality could be equally suited for working in social care or marketing, which are two very different sectors.
This is because transferable skills are common to more than one job role or sector. Soft skills like communication, attention to detail and time-management and hard skills such as IT skills or knowing a foreign language could be useful in lots of different careers. 
You already possess skills that are transferable. By considering the skills you have and the industries your personality are best suited to you can identify a wide range of potential new jobs that you could enjoy and be good at.



12 of 16 – Question 2
Which type of skill fits each definition?

1. Listening, speaking and writing. Understand what others say and express yourself clearly.
2. Working together in groups. Bringing out the best in others.
3. Use creativity, reasoning and past experiences to identify and solve problems effectively.

a) Teamwork
b) Communication
c) Problem-solving

The correct answers are:

Listening, speaking and writing. Understand what others say and express yourself clearly is communication
Working together in groups. Bringing out the best in others is teamwork
Use creativity, reasoning and past experiences to identify and solve problems effectively is problem-solving
13 of 16 – Question 3
Transferable skills and abilities are relevant and helpful across many different areas of life; socially, professionally and in education or training.

Choose all the possible correct ways to complete this sentence.

People usually think about their transferable skills when they are…
a) On their lunch break
b) Bored
c) Applying for a job
d) Funding a task at work difficult
e) Thinking about a career change

The correct answers are:
People usually think about their transferable skills when c) applying for a job or e) when thinking about a career change.


14 of 16 – Question 4
Is this statement true or false?

Different personality types cannot work in the same sector.

The correct answer is:
False

15 of 16 – Question 5
Which of the following are examples of hard skills? Choose all that apply.
a) IT skills
b) A levels
c) Communication
d) Speaking a foreign language
e) Attention to detail
f) Leadership

The correct answers are:
IT skills, A levels and speaking a foreign language are examples of hard skills.
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Well done. You have completed this session identifying your transferable skills.
Do you want to know more? This session is part of the employment series. Explore the other sessions to discover helpful information including:
· The hidden job market
· CV and interview tips
· Using an online job board
· Making social media work for you


