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PREFACE

One lives in aspiration to improve and develop and to uncover the hidden treasures of life. Life is full
of challenges and to face its challenges one needs a thorough sharpening of personality at every stage.

Remember, ‘determination and will power alone can make an ordinary person a gigantic personality.’

This manual offers a recipe to become the chosen one. With rapidly changing corporate practices, this
platform offers you an insight into its psyche. The sole aim of this work is to deliver a great handout
for you to carve a niche in the cut throat competition. It also shares the development of the organized
patterns of behavior and attitudes that makes a person distinctive.

Such finesse cannot be achieved instantly. Rome was not built in a day. Hence, this book provides a
step wise approach to our readers and anticipates changing their life and making them taste success.

Reading and following the book are two different aspects; | hope that readers will follow the book
rather than simply reading it. The book allows you to observe, practice and incorporate the learning in
your life for the final achievement

President
National HRD Network

(Chandigarh Chapter)
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CHAPTER 1

GLOBAL EMPLOYMENT SCENARIO

The steam engine (and its successor, the internal combustion engine) heralded the industrial revolution that led
to economic growth in the West. These engines required fuel - coal and petroleum. As the industrialized
countries exhausted their own sources of supply they turned increasingly to other sources, which resulted in the
economic growth of the supplying countries, such as the oil producing countries of the Middle East. This pattern
is unfolding again. The growth paradigm of Western economies requires another kind of fuel — knowledge
workers and skilled professionals. For example, U.S. growth rates of the 1990s are primarily attributed to
productivity increase enabled by a highly skilled workforce. In the next two decades developed countries will
face a shortfall of fuel (skilled professionals) and once again will have to look towards developing countries to
make up the shortfall.

For India, growth is imperative. To be counted as a major economic powerhouse by the end of this century’s
first quarter, India needs to accelerate its economic growth beyond the existing rates of 5-6% per annum (2003).
Then only can its citizens, more than a quarter of whom (28%) live below the poverty line today, afford better
lifestyles. In addition, at current growth rates India is projected to have a significant unemployed population
(estimates range between 19 and 37 million unemployed by 2012), the largest share of which will be educated
youth. The unemployment and poverty resulting from inadequate growth will retard other efforts to place India
amongst the top global economic powers. Therefore, the acceleration of economic growth and the
employment of skilled youth in the next two decades are key concerns for India.

Perhaps, we have for too long looked at others for models of growth. We have marveled at the tigers and the
dragon and wondered what we could do to copy their success. But that is denying us our unique place in the
world. Perhaps if we start with our own strengths, we can find an opportunity in our uniquely large and skilled
workforce — an opportunity that distinguishes our model of growth and that is opening up for India as a result of
global developments this report analyses. While India faces an unemployment crisis, ironically, many countries
are projected to face workforce shortages in the same period due to lower birth rates and an increase in the
proportion of the elderly in their population. While skilled workforce requirements are increasing in line with
economic growth, availability is not keeping pace, as a result of fewer people entering the workforce and the
trend towards early retirement. Select professions are already witnessing a shortfall (IT services, medical,
education). The workforce shortages (mostly in skilled categories) can slow down economic growth in these
countries and have other adverse socioeconomic implications. Adjusting for initiatives taken by governments to
manage this crisis, the High Level Strategic Group (HLSG) estimates a net workforce shortfall of 32-39 million
by 2020 in the developed countries of today.

South-East Asia and the Pacific

The region’s employment-to-population ratio decreased from 67.5 to 66.1 per cent between 1996 and 2006.
During the same period, the unemployment rate in South-East Asia and the Pacific increased considerably by
2.8 percentage points.

The economic growth potential in coming years for South-East Asia and the Pacific will not be enough to match
the region’s successful development before the financial crisis. To avoid higher unemployment rates, South-East
Asian countries need to create new employment opportunities and tackle working poverty.

South Asia’s countries are different from the rest of Asia in that they have tended to be less integrated in global
markets. They still strongly depend on agriculture and therefore on weather conditions and the demand for
agricultural products. The agricultural sector accounts for over half of total employment more than in any other
region except sub-Saharan Africa. Moreover, many of the new jobs created outside agriculture in South Asia are
in the informal sector and are not necessarily of better quality than those in agriculture. Overall, South Asia’s
employment is not growing as fast as the working age population. During the last ten years the employment-to
population ratio which is already one of the lowest in the world, went down from 58.4 to 56.5 per cent. Taken
together with increasing unemployment rates (from 4.4 in 1996 to 5.2 per cent in 2006) means that employment
creation has been insufficient to absorb the growing labor force.

Literacy rates of the adult population are still very low (for example, 57.2 per cent in India).More education and
training would help to expand employment opportunities, increase labor productivity and allow people to work
themselves out of poverty. This, in turn, would contribute to sustainable economic growth.



Social protection is a key element of decent work.

The challenge is to find an effective balance between flexibility, stability and security of working arrangements
in dynamic labor markets. The analysis in this brief shows that despite differences among and within regions,
there are a number of common threads. Young people have more difficulties in labor markets than adults;
women do not get the same opportunities as men; the lack of decent work remains widespread; and the potential
a population has to offer is not always fully utilized because of inadequate human capital development or a
mismatch between the supply and demand sides of labor markets. There is currently a widespread conviction
that decent work is the only sustainable way to reduce poverty, which is why the target of “full, productive and
decent employment” will be a new target within the Millennium Development Goals in 2007. Therefore, it is
time for governments as well as the international community to ensure that the favorable economic conditions in
most parts of the world are translated into decent job growth.

For India, growth is an imperative. To be counted as a major economic powerhouse by the end of this century’s
first quarter, India needs to accelerate its economic growth beyond the existing rates of 5-6% per annum. Then
only can its citizens, more than a quarter of whom (28%) live below the poverty line today, afford better
lifestyles. In addition, at current growth rates India is projected to have a significant unemployed population
(estimates range between 19 and 37 million unemployed by 2012), the largest share of which will be educated
youth. The unemployment and poverty resulting from inadequate growth will retard other efforts to place India
amongst the top global economic powers. Therefore, the acceleration of economic growth and the employment
of skilled youth in the next two decades are key concerns for India Inc.

While skilled workforce requirements are increasing in line with economic growth, availability is not keeping
pace, as a result of fewer people entering the workforce and the trend towards early retirement. Select
professions are already witnessing a shortfall (IT services, medical, education). The workforce shortages
(mostly in skilled categories) can slow down economic growth in these countries and have other adverse
socioeconomic implications.

As Figure 1 shows, global economic growth in 2008 was significantly below the rates seen in recent years,
which resulted in a significant weakening in a number of labor markets. After four consecutive years of
decrease, the global unemployment rate increased from 5.7 per cent in 2007 to 6.0 per cent in 2008, rising for
men to 5.8 per cent and for women to 6.3 per cent (Table A2).7 The ranks of the unemployed increased by 10.7
million people between 2007 and 2008, which is the largest year-on-year increase since 1998-2008.The global
number of unemployed in 2008 was estimated at 190 million, out of which 109 million were men and 81 million
were women.

Figure 1. Global unemployment trends, 1998-2008*
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Figure 2. Global employment trends, 1998-2008*
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As shown in Figure 2, the global employment-to-population rate decreased by 0.2 percentage points between
2007 and 2008, which was the result of rising unemployment in 2008 and stable labor force participation in
recent years. Both the male and female employment-to-population rate decreased.

The global number of unemployed youth increased to 76 million, and the youth unemployment rate increased by
0.4 percentage points in 2008. The youth-to-adult unemployment ratio remained steady at 2.8. Furthermore, the
youth labor force participation rate remained more or less the same in the last three years, following a longer
period of decline driven by increasing enrolment rates in education.

Given the current economic downturn, the youth labor market situation is all the more worrisome in view of the
lack of progress in addressing youth labor market issues during more prosperous years. As analyzed in a recent
report based on labor market data up to 2007, global trends suggest that little progress has been made in
improving the position of youth in labor markets and young people still suffer disproportionately from a deficit
of decent work opportunities. However, progress has been seen in some regions, and much has been learned in
terms of connecting policy responses and subsequent outcomes to regional youth labor market characteristics.



CHAPTER- 2

EMPLOYMENT SCENARIO IN INDIA

Worldwide, young people are three times more likely than their parents to be out of work — said in a report
recently released by McKinsey Center for Government. According to International Labor Organization
estimates over 75 million young people are unemployed across the world. Paradoxically, 57% of the employers
worldwide are not able to find entry-level skilled workforce.

The story is no different for India, which continues to be at the epicenter of the world for its youth talent force.
The immense talent scarcity which industry faces today requires out-of-the-box thinking, decoding issues
related to employability skills access, affordability and accreditation — a kind of Blue Ocean Strategy to look at
the demographic dividend from a whole new perspective.

This challenge faced by some countries presents a great opportunity for some developing countries, such as
India. India can target this shortage by providing remote services to these countries and also by importing
customers and servicing their needs in India. The contribution of remote services (Services supplied to users
who are not onsite to take personal delivery.) alone, will be $133-315 billion of additional revenue flowing into
the country and the addition of 10-24 million jobs (direct and indirect) by 2020.

Further, importing customers into India (medical tourism, educational services, leisure tourism) could add $6-50
billion in revenue and create 10-48 million jobs (direct and indirect) by 2020. HLSG estimates that through
remote services and the importation of customers India could enhance year-to-year GDP growth by up to 1.5%
over current growth rates, most of which (80-85%) would be through remote services.

India is positioned well against these opportunities given its large pool of qualified manpower, track record in
service delivery in sectors like IT, and lower costs (specifically in areas such as medical treatment and education
services). However, in order to convert these opportunities into actual revenues, India Inc. will have to take
several initiatives.

The following image of the world map provides a snapshot of the potential labor shortages and avenues of
supply in 2020. In addition to developed countries, even developing countries such as China and Russia will
have a workforce shortage, while India will have a surplus of 47 million labor force.
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With this surplus working population, it may appear that India has all it takes to bag the '40-million-jobs'
opportunity. However, the reality is far divorced from that. India is facing a peculiar manpower paradox - while
it is a young country (over 50 per cent of its population is below the age of 25 years), even domestically it is
facing a shortage of skilled manpower. The manpower crunch in India is more serious than we think. The reason
- while urban India has witnessed a stupendous growth in jobs, in much of India children still drop out from
school, girls are still not sent to school and youngsters are forced to take up jobs instead of completing their
graduation. Despite 60 years of independence, our system does not ensure ‘education for all'. Out of the 200
million children in the age group of six to 14 years, 59 million children are not attending school in India.

Even those who get educated are often not employable. Every year, 300,000 engineering graduates and
approximately 2 million graduates pass out of colleges. But only 10-15 per cent of graduates are suitable for



employment in offshore IT and BPO industries. Nearly two-thirds of the 300,000 engineering graduates need to
be skilled again, so that they can get jobs in the IT industry.

Even those who find jobs need to undergo training and be re-skilled. Today, India needs to skill/re-skill 1
million working executives. Emerging sectors such as retail, banking, financial services and insurance are facing
acute shortage of manpower. The banking industry, which currently employs 900,000 people, is expected to add
600,000 more over the next five years. But it's unclear how this increased demand will be met. The shortage of
skilled talent threatens to slow down the Indian IT and ITES industry, if the education system does not keep
pace with the rising talent needs. As per estimates, by 2010 the industry will need approximately 850,000
additional skilled manpower.

Therefore, while there is a big opportunity knocking at India's door, a concrete action plan is needed to convert
it into reality. India needs a sharp focus on global talent development. This can be done by making education
and vocational training more market-driven. If the education system does not transform itself, we may lose out
to other BRIC economies, particularly China and Russia. In terms of sheer numbers, the opportunity lost can be
huge. As per estimates, remote services could bring in $133-315 billion of additional revenue into the country
every year and create an additional 10-24 million jobs (direct and indirect) by 2020.

The task of developing global talent can be approached in two ways - by companies/training institutes going
global in order to develop talent in those nations, and by developing talent indigenously.

INDIA’S COMPETITIVE ADVANTAGE VIS-A-VIS OTHER NATIONS
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As per the above image, not only will India have a surplus labour force by the year 2020 but also be highly
productive, cost effective with good English language skills.

In order to take advantage of the above mentioned opportunity, a collective and cohesive effort of the following
stakeholders along with Government of India is required:

e NRIs
e NGOs
e Private Educational Institutes
e  Corporates (under corporate social responsibility), etc.
S.No |ITEM 1999-2000 | 2004-2005
1 Total Labour Force 406.0 469.9
2 Total Employment 397.0 459.1
3 Open Employment 9.0 10.8
4 Unemployment Rate (As % age to | 2.2% 2.3%
the Total Labour Force)
5 Employment in Organised sector | 28.0 26.3
6 Employment in Unorganized 369.0 432.8
sector

Fig. in million (62nd Round of NSSO)*
*NSSO: National Sample Survey Organisation




India’s New Opportunity — 2020

Report from HIGH LEVEL STRATEGIC GROUP (HLSG) says that INDIA’S NEW OPPORTUNITY - 2020
will be 40 Million New Jobs and $200 Billion Annual Revenue.

HLSG has also identified six thrust areas for action to boost the supply of India’s services:

Develop domain expertise in specific areas

Reform education and training sector to increase base of skilled professionals
Strengthen connectivity infrastructure (telecom, IT, airports)

Promote public-private partnerships

Form interest groups around opportunities

Align legal and regulatory structure

ourwdE

Over five million Indian workers live abroad and the government expects two million more to join them during
the 11th Five Year Plan (2007-12).

Skill Repair Required

Cost of Unemployability

Repair
Rs 4,85,640 crore (10% of
GDP)

Benefits of Unemployability Repair
RS 1,751,487 crote (61% of GDP)

7% of India's youth suffer some degree of unemployability

53% of employed youth suffer some degree of skill deprivation

The 82.5 million unemployable youth fall in three skill repair buckets:

TYPE OF REPAIR TIME REQ. POPULATION
*Last mile repair (<0.5yrs) 5.3 million
Interventional repair (0.5-1yr) 21.9 million
Structural repair (1-2 yrs) 55.4 million

e *Last mile Repair- Polishing the existing skills to make the candidate employable for less than 6
months.

¢ Interventional Repair — On the job training for %2 to 1 year.

e Structural Repair - Training the candidate with a specific hard skill for a period of 1 to 2 years.
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Skill Development /Infrastructure Development

The skill deficit hurts more than the infrastructure deficit because it sabotages equality of opportunity and
amplifies inequality while poor infrastructure maintains inequality (it hits rich and poor equally)

The Skill Repair

Spending 10% of GDP (Rs 4, 90, 000 crores) on skill repair will generate extra income of 61% of GDP (Rs
1,751,487 crore) for current unemployable youth.

This is more than a 600% return on investment. Repairing this skill deficit needs Rs 490,000 crores over two
years.

The irony is that On One Hand there is vast unemployment/underemployment, and on the other there is
Manpower shortage in the Industry at different levels.

e Only 30% of Indian IT graduates are employable

e Only 25% Engineering graduates are employable

o 15% Finance & Accounting professional are employable
o 10% professional with any kind of degree are employable

A mere 23% employable talent exists in our country

Youth unemployability is a bigger crisis than unemployment

o 8% of youth are unemployed

All Individuals in 15 - 29 age group

W Recieving: Formal Roceived: Formal

W Non -Formal: Hereditary B No Vocational Training

e 93% workforce has no access to formal/informal education
e 7% workforce receives vocational training

o 2% receives formal vocational training

o 4% receives non formal vocational training

o 1% still receiving vocational training

The factors which lead to rural youth unemployment and lack of opportunity need to be addressed directly.
Direct investment in rural youth is required. A direct approach involves measures that focus on improving the
quality of life and productivity of rural small holders and landless young men and women. India's population
needs basic educational facilities while at least 90% youth need to get into some sort of vocational training after
high school to make themselves employable. Only 5 per cent of the country’s labor force in the 20-24 age
categories has undergone formal vocational training, compared with 28 per cent in Mexico, 60 to 80 per cent in
most industrialized nations, and as much as 96 per cent in Korea India's vocational training institutes are
producing 6 million students every year. That's a minute number considering that an estimated 88.5 million
people in the 15-29 age groups need such training. The industry says that less than half of the six million people
who have received vocational training are in the employable category.

If You Have A Year, Grow Flowers. If You Have Ten Years, Grow Fruits. If You Want To Build a Nation,
Grow People
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CHAPTER 3

SKILLS GAP

The two greatest concerns of employers today are finding good workforce and training them. The difference
between the skills needed on the job and those possessed by applicants, called the skills-gap, is of real concern
to human resource managers and corporate looking to hire competent employees. While employers would prefer
to hire people who are trained and ready to go to work, they are usually willing to provide the specialized, job-
specific training necessary for those lacking such skills.

Finding workforce who have employability or job readiness skills that help them fit into and remain in the work
environment is a real problem. Employers need reliable, responsible workforce who can solve problems and
who have the professional, social skills and attitudes to work together with other employees. Creativity, once a
trait avoided by employers, is now prized among employers who are trying to create the empowered, high
performance workforce needed for competitiveness in today’s marketplace. Employees with these skills are in
demand and are considered valuable human capital assets to the corporate houses.

Employability refers to a person's ability of gaining initial employment, maintaining employment and obtaining
new employment if required (Hillage and Pollard, 1998). In simple terms, employability is about being capable
of getting and fulfilling work. More comprehensively, employability is the capability to move self-sufficiently
within the labour market to realize potential through sustainable employment. For individuals, employability
depends on the knowledge, skills and attitudes (KSA's) they possess, the way they use those assets and present
them to employers, and the context (e.g. personal circumstances and labour market environment) within which
they seek work.

Employability Skills in Indian Youth
The challenge before the industry does not lie in the supply of talent but rather that of employability, Azim
Premji, Chairman Wipro Ltd, said.

Almost 60% of India’s population is below the age of 25 years. Couple this with the huge appetite for
education—India produces 3,00,000 engineering graduates every year which is 25% of the total produced across
the world. The state of Tamil Nadu alone produces 75,000 engineers which is double that of the total number of
engineers who graduate every year in the US. With the demography turning adverse in the western world, where
the population is aging fast, India’s skilled manpower should be its greatest asset and the country should be at
the centre of the knowledge economy—theoretically speaking. But in reality, this phenomenon is only partly
true.

Gaps in employability has meant that only a small portion of this educated mass is fit for ‘plug and play’ and a
large section of those coming out of colleges needs to be trained comprehensively. The quality and the relevance
of the kind of education that is being done is the cause says Mr. PK Mohapatra, member of the management
board of RPG Enterprises and chairman, education sub-committee of the Confederation of Indian Industries
(CII). He was speaking at a management colloquium on ‘Employment & Employability in the Knowledge Era’
organized recently by Ma Foi, a leading manpower consulting agency.

One of the major reasons for this, he says, is the stranglehold the government has on education despite many
years into liberalization. Private education has been smothered at every available opportunity and the net result
is—obsolete subjects, textbooks remaining unchanged for 30 years, irrelevant courses etc. Also, over the years
practical knowledge has given way to theoretical subjects. Thus students who complete the graduation have to
be given practical training to make them fit to enter a factory/office. Scores of business schools claim that they
produce future CEOs but in reality, they churn out students who are unemployable, he added.

Then there is the quality of teachers. According to Mr. Mohapatra, 75% of the professors who teach engineering
graduates have not seen the interiors of a factory. Also for many students getting a degree is an end game in
itself. They do not seem to plan their education in line with their job aspirations. Elements, education and
employment, continue to remain mutually exclusive. He also debunked the English language skill by saying that
only top 20% are employable on that criterion.

He emphasized the need for a more agile system of education which will churn out graduates in line with
demand. The present demand is for millions of frontline jobs in BPO, retail, sales etc but no one is producing
employable graduates to meet this demand. Globalization of the job market has created new $10-a-day jobs.
This segment will continue its rapid growth and if the manpower is trained for it, India has the potential to
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become the world’s largest economy considering the fact that its per capita income today is $1 a day. If the
system does not change, we will still be talking about employability 10 years from now, he said. By then a
golden opportunity to transform India economically would have bypassed the country.

Low Employability Skills among Engineering Students
Damning revelation from study conducted by PurpleLeap
e Purple Leap study on the ‘Employability Skill index’ of Engineering students finds most students
‘un-employable’.
e Study conducted across the country in 95 colleges (15 colleges in Andhra Pradesh) and among
9000 students (600 in AP)
e 36% of the students fail on all major skill counts - communication, problem solving and
technical skills
e  Only 7% found employable when all factors are considered
Hyderabad|India|February'2009: It is understood that Communication Skills is a problem area especially
when it comes to students in Tier 2 & Tier 3 cities. Therefore it does not come as too much of a surprise to find
that as far as Communication Skills of Engineering Students in AP are considered, 80% of them do not meet the
qualifying criteria.. However, it is quite ironical that most of out of the 20%, who are fine as far as
communication skills are concerned, do not actually end up getting hired because of either lack of problem
solving skills or technical skills. Proficiency in communication skills is considered more of a ‘qualifying
criteria’ than selection criteria for technical roles in the industry. The study also showed that if communication
skills are not considered for qualification / selection, the percentage of employable students will raise from 7 to
13%.
In a major surprise, more than 80% of the students do not meet the requirements on the problem solving skills.
Despite the popular myth that engineering students are naturally good at problem solving, it was found that the
biggest skill gap in engineering students in Andhra Pradesh is in the area of problem solving. The study revealed
that the average score of students was less than 25% against national average of 35%. There are more than 50%
of the students who have scored less than 25% in problem solving, making them fall in the ‘hard-to-train’
segment. Lack of adequate problem solving skills is one of the biggest gaps leading to students not getting
enough technical jobs in the industry and in many cases having to settle for ‘non-technical’ roles, after an
engineering education. It was found that just by raising Problem Solving Skills; it was possible to more than
double the employable pool; from 7 to 16%.

More than 60% of the students do not meet the employability criteria on technical skills for the IT industry. The
study also revealed that 11% of the students are employable when organizations do not consider technical skills
as a criterion. Even the (30+ %) students who do meet the Technical Skills criteria are still not ‘ready-to-deploy’
as far as employers are concerned. After recruiting these students also, most organizations usually have to spend
3 to 4 months on technical training to make these students workplace ready.

Commenting on the findings of the study, Mr. Amit Bansal, CEO, PurpleLeap said, ‘The times right now are
very challenging. The global economic crisis is expected to lead to a dramatic increase in the number of people
joining the ranks of the unemployed. The task becomes more daunting for entry-level professionals especially if
they are found lacking in the basic skills necessary for employability. Companies today want candidates who not
only possess the three critical skills but are ready to start work from day one, because nobody wants to spend
time and money on training. All of this means that students will need to do all that they can work on their skills
and be industry ready.. Just going to college and finishing their studies is evidently not enough”.

The survey also revealed that about 25% of the student population, which currently fall in the 30-40%
performance band, can be trained to upgrade their skills to employable levels. However, these students will need
focused intervention across communication skills, problem solving and technical skills so that they may be
brought to the employable pool. And in the most depressing finding, 36% of all surveyed had no chance of an
‘Engineering Job’ because of not being able to meet the qualifying criteria in all three skills. These students will
be ‘hard to train’ and can at best be trained for roles that are a grade lower than engineering roles.
Reachout's News Bureau
February' 2009
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Job developments

In exploring the changes of jobs — to see if they are becoming simpler or more complicated — the conclusion is
mainly based on employees’ estimates of changes of their job since they started, but also on their educational
background, difficult tasks at work and supervisors opinion of more education for their employees.

It was expected that the majority of jobs surveyed were becoming more complicated. It was interesting to realize
that the 44% of the interviewees reported that their job had become simpler since they started. However, 40% of
the interviewees evaluated their job as becoming more complicated and only 16% of them felt that their job had
been unchanged since they started. It is difficult to estimate whether those who evaluated their job simpler or
unchanged did so because they themselves had become more qualified for it.

Skill requirements

Those who argue that almost all jobs in modern economy are becoming more complicated have emphasized that
all jobs demand certain general employability skills. This study aims at ascertaining if and how much these
skills are demanded and it is hypothesized that in all jobs there is some demand of all these skills.

Of the basic skills, i.e. skills in reading, writing, arithmetic and languages, it can be concluded that there was
indeed demand for all of them in all 20 jobs... Thus the second hypothesis has supported in terms of basic skills.
In reading, writing and arithmetic the demand is in most part in the simplest form, i.e. reading forms or short
texts, writing short texts or filling out forms and using the basic math or percentages. Of course there is
difference among jobs concerning these skills. Use of foreign languages is mostly in speaking and reading, but
less in writing.

Communication and co-operation skills were important in almost all 20 jobs. Thus the second hypothesis has
supported in terms of communication and co-operation skills; however, communication is more demanded in the
business and service job-categories than in the manufacturing and building job-category. Proportion of time
spent working with co-workers is considerable in most jobs with very few exceptions.

Thinking skills, i.e. creativity, initiative, problem solving and organizing, are difficult to measure. Most
employees have come up with new ideas at work, thus being creative. In general there is considerable
independence about performance of tasks and when to perform them. Organizing skills is mostly demanded in
the business category of jobs.

Survey of information mastery and data handling skills has showed that many jobs are not computerized or
demanded the use of information and data. Thus the second hypothesis has not supported in terms of
information mastery.
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Concrete repair X X X
Travel agent X X
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Bus driver
Chamber maid
Radio DJ’s
Salesperson-auto
Road construction
Sewer worker

X
X

XX | X[ X[ X|X|X

Painter’s assistant
Insurance agent
Computer operator
Bank cashier X

Salesperson-
computers
Department
manager
Receptionist at a
hotel

Safety guard X X

XXX | X[ X
X

X
XX XXX XX | X | X

X

X | XXX

Skills in need of improvement as reported by employers

Customer Handling 50%
Oral Communication 42%
Team working 42%
Problem- solving 41%
Management 37%

National Employer Skills Survey 2007
Indian Population expected to be 1.8 billion by 2045 with most of it figuring in the working age group of 15-64
years.
In industrially mature economies such as Korea, Germany, Japan, UK where at least 70% of workers between
15-29 yrs have formal vocational training the corresponding Indian proportion is 2%.
India’s total training capacities are at a maximum of 3 million persons per year. This is rather insignificant
given the annual addition of 12.8 million people to the workforce.
The dropouts entering the workforce are hardly skilled for contributing productively to the economy and have
poor employment prospects.
The Planning Commission’s estimates show that more than 80% of Indian workers do not have skills
consistent with job market requirements. The skill gap is a key factor for India not being able to develop a
diversified and competitive export manufacturing base.
The skill mismatch has been worsened by less emphasis on technical skills in India’s education system. India’s
colleges and universities put more emphasis on the study of pure science, arts and commerce. While this has
produced a large body of highly qualified scholars, their employability has been confined to narrow and niche
areas shortage of adequate people with appropriate skills has forced the industry to put high premiums on
available skills
Bharti Wal-Mart a joint venture between Bharti Enterprises, country’s largest mobile service provider, and Wal-
Mart Stores, world’s largest retailer, has signed a memorandum of understanding (MOU) with the state
government of Punjab to establish a special skills training centre for imparting training in retail operations at
Amritsar.
Bharti Wal-Mart Training Centre (BWSC), will bridge the shortage of skilled manpower for organised retail
formats .Bharti Wal-Mart and the Department of Technical Education, Government of Punjab will co-
certify them on successful completion of their training.
In this demand-supply gap scenario, a look at the Indian education system will reveal that the number of
technical schools in India, including engineering colleges, has actually more than trebled in the last decade,
according to the All India Council of Technical Education. Part of the skills gap problem is that only a small
percentage of India's youth pursue higher education. No more than 7 per cent of Indians aged 18-25 go to
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college, according to official statistics. Even a more fundamental level of education is proving difficult with
nearly 40 per cent of people over the age of 15 being illiterate.

Problems face by Education Institutions:

o Dearth of skilled teachers

e Funding

e Language

e Outdated syllabi

e Infrastructure problem
Furthermore, today there is a situation where in the best and most selective universities generate too few
graduates and new private colleges are producing graduates of uneven quality leading to an imbalance.

e Time is ripe to reboot Indian education system by various programmes.

e Joint initiative by individuals, government, industry, and academia.
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BASIC ACADEMIC | HIGH ORDER | PERSONAL
SKILL THINKING QUALITIES
SKILLS -
Reading Learning Responsible Team Spirit
[ 1Writing "I[JReasoning [11Self "|[JPunctual and
[[]Science |[1Thinking Confidence Efficient
[J[1Math Creatively Self Control Self Directed
[101O0ral |1 Decisions [1Social Good Work
Communication Making Skills Attitude
[l ]Listening Problem Honest Well
Solving |Have Groomed
Integrity "I[]Cooperative
[1[1Adaptable C1ISelf
and Motivated
Flexible 0Self
- Management

Failure to equip young people with the job readiness skills critical to job success is equivalent to placing
employability barriers in their path. Allowing students to graduate with these deficiencies has far reaching
implications.

There are ways, however, these deficiencies may be corrected. For example,

1. Employability skills are teachable skills and may be taught in both school and employment
settings. Goals and objectives for teaching employability skills should be set. Instruction
should be designed to ensure those goals and objectives are reached.

Parents need to be involved in goal setting and modeling behavior for in-school youth.

3. Teach employability skills using a democratic approach so that students’ awareness of values,
attitudes, and worker responsibilities is increased.

4. Supervisors, trainers and teachers should set good examples of the desired behavior. Students

should have the opportunity to observe the type of work place behavior that is being required

of them.

When possible, classrooms should replicate the features of real work settings.

Set and communicate high expectations and hold students responsible for their behavior.

7. Teach, don’t tell. Teachers and trainers tend to be most effective when they assume the role of
coach or facilitator.

N

oo
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CHAPTER 4

EMPLOYABILITY SKILLS FRAMEWORK

What are employability skills?

Employability has been defined as "'the capability of getting and keeping satisfactory work"'.

Employability skills are non-technical skills which play a significant part in contributing to an individual’s
effective and successful participation in the workplace. Employability skills are also sometimes referred to as
generic skills, capabilities, enabling skills or key competencies.

Employability skills have been defined as:

"A set of achievements, understanding and personal attributes that make individuals more likely to gain
employment and to be successful in their chosen occupations”.

You may also see these skills referred to as transferable skills (because skills developed in one area of your life
can be transferred to other areas) or personal skills. In the context of your career planning and development,
they are called career management skills.

Other factors that help to make people employable include:
= Knowledge and abilities relating to a particular job;
= The ability to identify suitable job opportunities;
= Self-presentation (on applications and at interviews)
= External factors such as the job market and personal circumstances.

The employability skills are:

Communication skills
Teamwork skills
Problem-solving skills
Initiative and enterprise skills
Planning and organizing skills
Self-management skills
Learning skills

Technology skills
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Employability Skills include:

Self-management — readiness to accept responsibility, flexibility, resilience, self-starting, appropriate
assertiveness, time management, readiness to improve own performance based on feedback/reflective
learning.

Team working — respecting others, co-operating, negotiating/persuading, contributing to discussions,
and awareness of interdependence with others.

Business and customer awareness — basic understanding of the key drivers for business success —
including the importance of innovation and taking calculated risks — and the need to provide customer
satisfaction and build customer loyalty

Problem solving — analysing facts and situations and applying creative thinking to develop appropriate
solutions.

Communication and literacy — application of literacy, ability to produce clear, structured written work
and oral literacy - including listening and questioning.

Application of numeracy — manipulation of numbers, general mathematical awareness and its
application in practical contexts (e.g. measuring, weighing, estimating and applying formulae).
Application of information technology — basic IT skills, including familiarity with word processing,
spreadsheets, file management and use of internet search engines.

Underpinning all these attributes, the key foundation, must be a positive attitude: a ‘can-do' approach, a
readiness to take part and contribute, openness to new ideas and a drive to make these happen. Employers also
value entrepreneurial graduates who demonstrate an innovative approach, creative thinking, bring fresh
knowledge and challenge assumptions.

The Employability Skills Framework

The Employability Skills Framework which details the employability skills also identifies elements, or facets, of
those skills that employers identified as important. Facets are examples of skills which contribute to the overall
application of each particular employability skill. The nature, emphasis and context of these facets vary across
industries and qualifications.

Commercial awareness

Enthusiasm to make
things happen and to
achieve goals

Foreign

Acceptin
Hd languages

Responsibility

Self Reliance Editing/
Summarising

Reporting

Learning new
skills as required

Lateral thinking Working on your own

Attention to initiative

Numeracy Writing Telephone skills
Collecting Presenting
data 2
- managing your Listening Skills
Classifying/ learning/performance Giving/ ti
synthesising 3 iving, .accep. mg
Hentiying/ patahandiing| problem SKILLS MAP Tearrl constructive criticism
evaluating options Solving working Supporting others

Analysing

Organising &
Planning

Presenting a positive
personal image

Summarising data

Leading

Investigating/
Researching Time
management

IT Skills Bracisinh
Prioritising making Motivating others

Working to g S Delegating Being assertive
deadlines R(aez[éong;\t? Z‘e Xlzly Action Setting persuading &
POSILVEY planning objectives influencing Negotiating

changing situations

© Copyright of the University of Kent. Please email bw@kent.ac.uk if you have suggestions for improvements.
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What are the top ten skills that employers want?

Based on a number of surveys on the skills required by graduates undertaken by Microsoft, Target Jobs, the
BBC, Prospects, NACE and AGR and other organisations, here is our summary of the skills which were most
often deemed important.

VERBAL 1 Able to express your ideas clearly and confidently in speech
COMMUNICATION
TEAMWORK 2 Work confidently within a group
ANALYSING & 3 | Gather information systematically to establish facts & principles. Problem
INVESTIGATING solving.
INITIATIVE/SELF 4 Able to act on initiative, identify opportunities & proactive in putting
MOTIVATION forward ideas & solutions
DRIVE 5 | Determination to get things done. Make things happen & constantly looking
for better ways of doing things.
WRITTEN 6 Able to express yourself clearly in writing
COMMUNICATION
PLANNING & 7 Able to plan activities & carry them through effectively
ORGANISING
FLEXIBILITY 8 Adapt successfully to changing situations & environments
COMMERCIAL 9 Understand the commercial realities affecting the organization.
AWARENESS
TIME MANAGEMENT |10 | Manage time effectively, prioritizing tasks and able to work to deadlines.

GLOBAL SKILLS

NEGOTIATING &

Other skills that were also seen as important

Able to speak and understand other languages. Appreciation of other
cultures. See

=  Study and work placements outside the UK
= Working Abroad

Able to influence and convince others, to discuss and reach agreement.

PERSUADING
LEADERSHIP Able to motivate and direct others
NUMERACY Multiply & divide accurately, calculate percentages, use statistics & a

COMPUTING SKILLS

calculator, interpret graphs & tables.

Word-processing, using databases, spreadsheets, the Internet & email,
designing web pages etc.

SELF AWARENESS Awareness of achievements, abilities, values & weaknesses & what you
want out of life.
PERSONAL Presents a strong, professional, positive image to others which inspires

IMPACT/CONFIDENCE confidence & commands respect.

LIFELONG LEARNING Continues to learn throughout life. Develops the competencies needed for
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STRESS TOLERANCE
INTEGRITY

INDEPENDENCE

DEVELOPING

PROEESSI

ONALISM

ACTION P

LANNING

DECISION

-MAKING

INTERPE

RSONAL

SENSITIVITY

CREATIVITY

current & future roles

Maintains effective performance under pressure

Adheres to standards & procedures, maintains confidentiality and questions
inappropriate behaviour.

Accepts responsibility for views & actions and able to work under their own
direction & initiative.

Pays care & attention to quality in all their work. Supports & empowers

others.

Able to decide what steps are needed to achieve particular goals and then
implement these.

Determines the best course of action. Evaluates options based on logic &
fact & presents solutions

Recognises & respects different perspectives. Open to the ideas & views of

Which Jobs will suit my Skills?

others

Generates & applying new ideas & solutions

Although the following chart only gives a selection of common jobs, it may give you some idea of which jobs
may suit your key skills.

. - . |Planning & . Persuading Co- ;
Speaking | Writing | Analyzing Organizing Leading Negotiating| operating Numeracy | Computing
Copywriter, .
Writin Journalist Translator S&';Ltg{’ Publishing V:/(c?rllitgr Press Civil Insurance Technical
g Publishing Editor .| Officer Service |Underwriter|  Author
. Research Police
Editor
Air Traffic N . Accountant,

. Controller, University Research Musg—zums Marketing| Market Public Tax IT Consultant
Analysing Research S Officer, Sector Systems
Speech . Scientist o Manager | Researcher Inspector,

. Assistant Librarian Accountant Analyst
Therapist Actuary
Armed Travel NHS
Personnel, Event Advertising Loaistics Forces Agent, Manager Logistics,
Planning | Careers - Account g Officer, |Advertising ger, Banker, Librarian
. Organiser Manager . Housing
Adviser Planner Retail Account Buyer
Manager
Manager | Handler
Persuadin Estate Hotel Media
9 Agent, Public Strategic | Manager, . Charity Bank Computer
& - . ! Marketing|  Sales, .
Negotiatin Recruitment| Relations | Consultant Retail Barrister Fundraiser | Manager Sales
9 9] consultant Buyer
Counsellor,|  Copy Computer \S/\?g:il Public
Co- Nurse, Editor, | Consultant Arts Training ' Computer
. L . - Teacher, Nurse, Sector
operating | Speech Civil IT Project | Admin. | Manager Communitvl Accountant Helpdesk
Therapist | Service Manager y
Worker
Regulatory Medical Clinical
Scientific/ | Clinical Affairs, Scientific Project |Production| Sales, Scientist, |Operational | Programmer,
Technical Trials Patent Research | Manager | Manager | Computer | Doctor, [Researcher |Bioinformatics
Attorney Sales Nurse
Radio Journalist Advertising | Teacher, Editor, |Advertising Antigues Web Site
Creative Station Co rite,r Account Arts Web Account Arts Valier Designer,
Assistant Pyw Planner Admin. Project Handler Multimedia
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Manager Admin. Designer
. Language .
Languages | Interpreter | Translator International Buyer Language wﬂjrlfaetler;g Teacher, Inté;nnalz:a?nal GCHQ
guag P Banker y Teacher Ex Ort%al;aslnformation Purchasiﬁ Officer
P Scientist g
Fire

. . Service, Network
. Police, TV/R.ad'O . Armed |Production| Estate Doctor, Civil Engineer,

Practical Youth Station Engineer .
. Forces Manager Agent Nurse, Engineer Computer

Worker | Assistant . .
Physio- Engineer
therapist
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CHAPTER -5

EMPLOYABILITY SKILLS

What Are Employability Skills?
Employability skills are those basic skills necessary for getting, keeping, and doing well on a job. These are the
skills, attitudes and actions that enable youth to get along with their fellow workers and supervisors and to make
sound, critical decisions. Employability skills cover soft skills which are crucial for performing efficiently at
workplace. These soft skills form a major chunk of employability skills.

Soft Skills can also be understood as a combination of one’s qualities, passion& natural endowment.

The best way to understand this is to think, that can you find a Heart Surgeon, who has expertise in the same but
without gaining knowledge, practicing and training for it? Can you? The answer is, 'no'. There cannot be a
natural heart surgeon, because it requires time to acquire knowledge, information, practice it with devotion,
passion and persistent practice to achieve our goal.

Let us begin by enumerating the important types of skills required by the corporate houses today.

Top Soft Skills sought by the corporate.
The Workforce Profile defines "soft skills", which employers seek. They are applicable to any field of work,
according to the study, and are the "personal traits and skills that employers state, are the most important when
selecting employees for jobs of any type."
Pleasant personal appearance
Dressing & Grooming
Body language
Efficient & effective communication skills
Optimistic Approach
Etiquettes and social grace
Confidence
Interpersonal skills
High self esteem
10. High energy level
11. Leadership Quality
12. Ability to take initiative

©CoOoNoOR~WNE

13. Common sense
14. Decision Making
15. Self motivated
16. IT Skills

17. Creativity

18. Ability to Handle Pressure
19. Multi tasking

20. Working with deadlines
21. Ability to take challenges
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22. Adaptability

23. Vision

24, Resilience

25. Reliability

26. Honesty

27. Team skills

28. Positive work ethics

29. Ability to follow rules
30. Receptivity
31. Critical thinking skills

32. Punctuality

33. Time Management

34. Ability to balance personal and professional life
35. Sense of belongingness

36. Awareness about business working

37. Commitment to job

38. Willingness to work beyond traditional eight hour system
39. Writing & comprehension skills

40. Understanding of basic concepts

41. Public Relation Skills

42. Risk taking ability

43. Good references

44, Regularity

45, Desire for career growth

46. General Awareness

47. Spontaneity

48. Emotional Stability

49, Valuing education

50. Resume writing

51. Basic Mathematic Skills..... all leading to

Life Management Skills

Employability Skills —Corporate View

The under mentioned skills are few of the essential employability skills that corporate look for in any graduate.
Application of each skill suggests the form in which the learning outcome of each skill is viewed by the
corporate.

Skill Required — Communication Skills

Reading
Writing
Speaking
Listening
Presenting

Application of Skills:-

e Communicate clearly, concisely and correctly in the written, spoken, and visual form that
fulfills the purpose and meets the needs of the audience.

e Respond to written, spoken, or visual messages in a manner that ensures effective
communication.

Skill Required:-Numeracy

e Understanding and applying mathematical concepts and reasoning
e Analyzing and using numerical data
e Conceptualizing
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Application:- Able to execute mathematical operations accurately when ever needed.
Skills Required:- Critical Thinking & Problem Solving

Analyzing

Synthesizing

Evaluating

Decision making

Creative and innovative thinking

Application -

Apply a systematic approach to solve problems.
e Use a variety of thinking skills to anticipate and solve problems

Skill Required- Information Management

e  Gathering and managing information
e Selecting and using appropriate tools and technology for a task or a project
o Computer literacy
o Internet skills
Application :-
) Locate, select, organize, and document information using
Appropriate technology and information systems.
) Analyze, evaluate, and apply relevant information from a

Variety of sources.
Skills Required :- Interpersonal

Team work

Relationship management
Conflict resolution
Leadership

Application:

e  Show respect for the diverse opinions, values, belief systems, and contributions of others.
e Interact with others in groups or teams in ways that contribute to effective working
relationships and the achievement of goals.

Skills Required:-Self Management

Managing self

Managing change and being flexible and adaptable
Engaging in reflective practices

Demonstrating personal responsibility

Application :

e Manage the use of time and other resources to complete projects.
e Take responsibility for one’s own actions, decisions, and consequences.
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CHAPTER-6
FACTORS AFFECTING EMPLOYABILITY

Employability refers to a person's capability of gaining initial employment, maintaining employment, and
obtaining new employment if required (Hillage and Pollard, 1998). In simple terms, employability is about
being capable of getting and fulfilling work. More comprehensively, employability is the capability to move
self-sufficiently within the labor market to realize potential through sustainable employment. For individuals,
employability depends on the knowledge, skills and attitudes (KSA's) they possess, the way they use those
assets and present them to employers, and the context (e.g. personal circumstances and labor market
environment) within which they seek work.

Employability is a two-sided equation and many individuals need various forms of support to overcome the
physical and mental barriers to learning and personal development (i.e. updating their assets). Employability is
not just about vocational and academic skills. Individuals need relevant and usable labor market information to
help them make decisions about the labor market options available to them. They may also need support to
realize when such information would be useful, and to interpret that information and turn it into intelligence.
Finally, people also need the opportunities to do things differently, to access relevant training and, most
crucially, employment. Both the supply and demand of labor need to be taken into account when defining
employability, which is often dependent on factors outside of an individual's control.

Employability was one of the four 'pillars' of the European Employment Strategy until its reformulation in 2000,
along with entrepreneurship, adaptability and equal opportunities. It has thus also been a key theme of the
EQUAL Community Initiative.

For individuals, employability depends on:

Their assets in terms of the knowledge, skills and attitudes they possess

The way they use and deploy those assets

The way they present them to employers

Crucially, the context (e.g. personal circumstances and labor market environment) within which they
seek work.

The balance of importance between and within each element will vary for groups of individuals, depending on
their relationship to the labor market.

The concept of employability has been in the literature for many years. Current interest has been driven by:
e The changing nature of public employment policy, with increasing emphasis being given to skills-
based solutions to economic competition and work-based solutions to social deprivation.
o  The supposed end of ‘careers’ and lifetime job security, which have, of course, only ever applied to a
minority of the workforce, the greater uncertainty among employers as to the levels and types of jobs
they may have in the future, and the need to build new relationships with employees.

We can separate out three main elements in respect of individuals’ employability
» Assets
An individual’s ‘employability assets” comprise their knowledge (i.e. what they know), skills (what they do with
what they know) and attitudes (how they do it). There are a number of detailed categorizations in the literature
which, for instance, distinguish between:
e  ‘High level assets’ involving skills which help contribute to organizational performance (such as team
working, self management, commercial awareness etc.)
‘Baseline assets’ such as basic skills and essential personal attributes (such as reliability and integrity).
‘Intermediate assets’ such as occupational specific skills (at all levels), generic or key skills (such as
communication and problem solving) and key personal attributes (such as motivation and initiative),
and
Further key points from the literature include the importance of the transferability of these skills from one
occupational or business context to another for employability and the increased attention employers are paying
to the softer attitudinal skills in selecting employees.
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Merely being in possession of employer-relevant knowledge, skills and attitudes is not enough for an individual
to either ‘move self-sufficiently’ in the modern labor market or ‘realize their potential’. People also need the
capability to exploit their assets, to market them and sell them.

» Deployment
These are a linked set of abilities which include:

e  Career management skills and life skills — commonly identified as self-awareness (i.e. diagnosing
occupational interests and abilities), opportunity awareness (knowing what work opportunities exist
and their entry requirements i.e. labor market knowledge), decision-making skills (to develop a strategy
of getting from where you are to where you want to be) and transition skills. The latter generally
includes:

e Job search skills — i.e. finding suitable jobs. Access to formal and informal networks is an important
component of job search and employability.

e Strategic approach — being adaptable to labor market developments and realistic about labor market
opportunities, be occupationally and location’s mobility.

There is obviously an important inter-relationship between assets and deployment. The extent to which an
individual is aware of what he possesses in terms of knowledge, skills and attitudes and its relevance to the
employment opportunities available may affect his willingness to undertake training and other activities
designed to upgrade their skills etc.

Presentation
Another key aspect of employability is being able to get a particular job, once identified — sometimes included
under career management skills, but is given prominence as a separate element here due to its crucial
importance to securing employment. It centers on the ability to demonstrate ‘employability’ assets and present
them to the market in an accessible way. This includes:

e the presentation of CVs etc., (including Records of Achievement)

o the qualifications individuals possess (both academic and vocational), perhaps accredited through prior

learning

o references and testimonies

e interview technique, and, of particular importance,

o Work experiencef/track record.

/_ Population of Working Age \

Retirement/

Reaching
Working AgeP] — et

From C Henderson, P4, 2001

ROLE OF PERSONAL ATTRIBUTES IN AFFECTING EMPLOYABILITY
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Crucially, the ability to realize or actualize ‘employability’ assets depends on the individual’s personal and
external circumstances and the inter-relationship between the two. This includes:
e Personal Circumstances — e.g. caring responsibilities, disabilities, and household status can all affect
their ability to seek different opportunities and will vary during an individual’s life cycle; while
e External Factors such as macro-economic demand and the pattern and level of job openings in their
labour market, be it local or national; labour market regulation and benefit rules; and employer
recruitment and selection behaviour.

ROLE OF LABOUR MARKET IN AFFECTING EMPLOYABILITY

Self awareness
Career Managemeant Cpporiunity awarensss
& Searching Skills Cession maslng sils

ROLE OF STRUCTURAL ASPECTS IN AFFECTING EMPLOYABILITY

ROLE OF PERSONAL CIRCUMSTANCES IN AFFECTING EMPLOYABILITY
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For the individual, employability depends on:
e The knowledge and skills he possesses, and his attitudes.
e The way personal attributes are presented in the labor market.

e  The economic context within which work is sought.

The '"Employability* factor in BPOs

The Indian BPO industry is estimated to grow at 28% for FY08 with revenues around $10.9 b and over 700,000
employees, according to NASSCOM. Estimates suggest that the BPO industry would have a shortfall of
350,000 people by 2010, due to the lack of ‘employable’ manpower in the country.

The BPOs have been grappling with the issue of being able to recruit the 'right fit' for quite some time now. This
has spurred the need for comprehensive and scientific skills assessment of potential employees in the BPO
industry. Growth in scale, pressure to constantly recruit coupled with low employability and high employee
turnover have driven the growth of external skills assessment in the BPO industry.

There is a huge potential for the testing and assessment market within the Indian BPO industry. While there are
a few small players, Merittrac is one of the frontrunners in the space for employee skills testing. The company
tests over 125,000 candidates per month and 30% of these are for the BPOs. According to Biju Zachariah, SVP
Sales (IT/BPO), Merittrac, "Apart from the pressure of growth, quality requirements and attrition in the BPO
industry, the need for quick candidate turnaround is driving growth for structured, process-driven selection
methods, and this includes skills assessment. Since the Indian job market has plenty of opportunities, not limited
to BPO alone - the candidates expect a quick turnaround and an offer within a certain period from the company.
This puts additional pressure on the overloaded HR department in the BPOs to speed up the recruitment
process.” This also explains the over 60% growth that the company is witnessing over the last couple of years.
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Of the approximate 70,000 employees tested per month for BPOs, over 70% assessments are for voice-based
services. The voice testing is done on parameters like accent neutrality, voice clarity, fluency and grammar.
Candidates are rated on these parameters, feedback on which is sent to the BPOs.

Apart from the voice-based services, the back-office services are witnessing a growth in demand. As the scale
requirement in KPO grows, areas such as financial research, content writing, design, etc. may also move to
external testing. Says Biju, "We have tests for domain knowledge on F&A, manual writing, etc. We have
evolved depending upon the requirements of the industry. We are noticing a trend in growth for back-office
services vis-a-vis call center services. While we expect a steady volume in voice testing, back-office or even
KPO testing is expected to grow more. The trends in the BPO industry impact us, and we tune our services
towards new developments."

Along with NASSCOM, in 2006 Merittrac launched 'NAC-Tech' to benchmark entry-level skills in the IT/BPO
industry. Merittrac has recently introduced an employability test - TracSkills National Employability Test
(TNET) for IT/BPO industry aspirants. The program tests candidates on communication skills, analytical
abilities and technical skills. These tests have been rolled out across various states in India.

On an average the testing process for a BPO job aspirant takes approximately 3-5 hours depending upon the
nature of work. The output provides data on where the candidate stands on the employability ladder. There is
also a feedback process, which helps the candidate identify the gaps in his job-readiness for BPO.

The test score certifications have become an industry standard, which enable BPOs in easier selection of pre-
tested applicants. The tests have found endorsements from industry majors. This step has helped BPOs tap talent
in remote cities and states and has also increased the accessibility and awareness levels of aspirants in these non-
metro cities.

While the level of employability is relatively higher in metros, on an average only about 5% of the candidates
are found worthy of employment. This highlights the most lamented issue faced by the BPOs today - Lack of
employable talent!

The issue of employability points to the ineffective school and college education provided en masse in India.
Unfortunately there is no quick fix for the improvement of employability of these job aspirants. The fault in the
quality of education imparted is palpable.

As the industry-academia gap widens, the industry needs to get more involved at the college or even school
level education. Inputs towards designing / lobbying for introducing industry specific courses can be a
beginning. However, good plans need to be followed up with even better implementation. One often hears about
the lacuna of schoolteachers, thanks to the exodus towards better opportunities with the opening up of BPO in
India. Can the BPOs rise to fill this gap? Among the several CSR initiatives that the industry takes, developing
industry-ready manpower at the grassroots level can become one such initiative. While the investment may not
pay off immediately, the benefits are long-term... and who knows... 'Corporate Social Responsibility' initiative
may prove to be an astute corporate move for the industry.

Source: http://www.sourcingnotes.com/content/view/328/65/
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CHAPTER-7

BUILDING EMPLOYABILITY SKILLS

Employability Skills —-Corporate View

The under mentioned skills are few of the essential employability skills that corporates look for in any graduate.
Application of each skill suggests the form in which the learning outcome of each skill is viewed by the

corporate.

Top Ten Employability Skills:

e  Communication Skills
Team work
Problem solving
Interpersonal skills
e Technical- Basic IT
e Leadership + Management
e Image Building
e Business & Social Etiquettes
e Academic skills
e  Strong work ethics
e Life Management Skills

1. Communication Skills
Communication, derived from the Latin word ‘Communicare’ which means to share; is
The process of transmitting information and understanding. It is the transference of
meaning between individuals and the means of reaching, understanding and influencing
others. Skill to communicate depends on the capacity of an individual to convey ideas
and feelings to another to evolve a desired response.
Communication in organizations has the following role

e Help in fostering motivation
Aid in the function of control
Provide information for making decisions
Give vent to one's feelings
Help in the satisfaction of social needs

Types of Communication:

Making Communication Effective

e  Use concrete than abstract words wherever possible.
e The content has to be made meaningful to the receiver
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