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ABSTRACT 

Communication skills are  you need to do a job well and Employability . Communication is a vital life skill, 

developing your communication skills can benefit you in all aspects of your life, from your professional life to 

social gatherings, in business communicating effectively with clients and colleagues is one of the 

most Communication skills a candidate can have. 
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I. INTRODUCTION  

Employers looked “Ability to verbally communicate with persons inside and outside the organization” as the 

number one skill or quality they look for in a candidate. These include a mixture of essential. These are 

the skills that show employers that you would make a good employee. 

 

II. THE ROLLOFTHECOMMUNICATION SKILLINTHE EMPLOYABILITYIS 

When you an Excellent Communication skill then the Listening attentively to others and showing interest in 

everything they say 

Behind the person you dealing with telephone conversations in an appropriate manner. 

Encouraging interest and interaction from others in your team 

Expressing an opinion or asking a question clearly and concisely 

Being able to persuade others of your line of reasoning 

People with good Communication skills you'll increase your chances of success when you apply for a job. In a 

competitive job market - when lots of people are applying for jobs –communication skills areplaying a good role 

of employability. 

 

III. TYPE OF COMMUNICATION SKILL 

Communication skills are play imported roll in employability skills that are two types: 

Functional Communication Skills are: 

 Personal Communication skills: 

 

IV. FUNCTIONAL COMMUNICATION SKILL  

Using language: communication skill are using you’re prefer language or English language are writing and 

communicating clearly, understanding meaning, and setting out information in a logical order. 
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Using numerical skills - for employability you have a good mathematical skill like measuring, calculating, 

estimating quantities, and recording data and calculations. 

Using IT and Technical Skills – For better employability then operating a computer, using basic systems and 

learning how to use other applications as needed, using telephones and other technology to communicate 

 

V.  PERSONAL COMMUNICATION SKILLS  

 The Personal behavior are communicate your personality and skills  

Self-Behavior management - turning up to work and for meetings on time, dressing and behaving in the right 

way for your work situation, responding well to challenges and asking for help when needed. 

Quick Response and Thinking  - being creative, reflecting on and learning from your own actions, prioritising 

tasks you are given to do, analyzing situations and developing solutions to problems. 

Communicating to team and groups - co-operating and working in a team, being assertive, persuasive, being 

responsible to others, speaking clearly to individuals and groups and listening to any comments or feedback. 

Take responsibility to Understanding the business - understanding how your individual job fits into the 

organization as a whole; recognizing the needs of everybody involved in a business (customers, managers and 

service users for example), judging risks, innovating, and contributing to the whole organization. 

 

VI. COMMUNICATION IN EMPLOYABILITY  

Based on good communication - almost all modern workplaces need their employees to communicate well with 

each other, their supervisors or managers, and their customers or service users. It is impossible for companies 

and organizations to offer a good service to their customers or service users, unless their employees work as a 

team and communicate. 

Felling in Complex - more jobs need workers who have the skills and ability to use numbers, computers, 

telephones and the written word to get things done. When we using job-specific practical skills learnt at 

work, without using any reading or writing skills. Increasingly, all workers doing practical jobs now have to 

use literacy skills to keep records and follow instructions 

 

VII. QUALIFICATIONS  

A qualification helpsto achieving you to develop both your personal behaviorand Functional Skills. 

Personal skills are part of most qualifications including Diplomas, BTECs, OCRs, NVQs and GCSEs - and may 

be called personal, learning and thinking skills. 

The Functional Skills of English, math’s and ICT are all offered as Functional Skills qualifications in their own 

right. GSCEs, A Levels, NVQs and Diplomas in English, math’s or ICT will also prove to employers that you 

have these skills. 

 

VIII. CONCLUSION  

We do not think about gaining some work experience by volunteering or working part-time?  Getting some real 

experience in a work-place is an excellent way to try out and develop your skills.  While you are at work you 
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will probably have to work in a team, turn up to work on time and maybe even deal with customers.Taking 

advantage of any opportunities on offer to you, in school, college, work-based training or at university, to 

develop your personal skills. Make sure, too, that you look out for any opportunities that you may be able to get 

involved in during your holidays and at weekends. make sure that you find out about any other jobs that are 

similar.   

 


