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Background
The set of definitions provided in this document is one product of the project conducted by the National Quality Council (NQC) from October 2006 – June 2007 to establish an approach for assessing and reporting on employability skills in Training Packages and to develop a professional development strategy and associated resources for implementing the approach. 

The approach or model for assessing and reporting on employability skills involves the integrated delivery and assessment of employability skills with ‘technical skills’. An integrated approach is made possible by the embedding of employability skills in Training Packages – a process undertaken by developers in 2006-2007. A full description of the model is provided in a separate publication.  

Linkages with other resources
These definitions are one of a number of resources produced by the NQC project. The other resources include:

· for Level 1 professional development, a workshop program and handouts and a set of PowerPoints 

· for Level 2 professional development, a workshop program and rationale and generic tools
· a set of good practice professional development strategies to support the development of skills in assessing and reporting employability skills
· a paper on strategies to promote industry input and engagement in level two professional development on employability skills. 
Users and purpose
This set of definitions is designed to be used by trainers and assessors, their managers and professional development managers in registered training organisations (RTOs). 
The purpose of this publication is to support the development of skills in and knowledge about assessing and reporting on employability skills.

Source 
For consistency, the definitions are drawn directly from the November 2006 version of Training Package Development Handbook, Part 2 Endorsed Components, Chapter 5, Incorporating Employability Skills. 
The handbook is available online from the Department of Education, Science and Training at: 

http://www.dest.gov.au/sectors/training_skills/publications_resources/profiles/Training_Package_Development_Handbook.htm
Because of the history and context surrounding the key terms, the definitions are set out below with necessary contextual background information.  

Definitions
Employability skills and key competencies
Employability skills are also sometimes referred to as generic skills, capabilities or key competencies. The employability skills discussed here build on the Mayer Committee’s key competencies, which attempted to describe generic competencies for effective participation in work, and were developed in 1992. 
Business and industry now require a broader range of skills than the Mayer key competencies framework that was developed in the early 1990s. 

It is significant to note that employability skills and key competencies are not two different types of skills. They are both a way of expressing and describing generic skills that are widely recognised in various countries around the world.  Employability skills have some additional detail over and above key competencies particularly in the areas of initiative, innovation and enterprise, self-management and learning. 
The eight employability skills

The eight employability skills identified by the Business Council of Australia (BCA) and the Australian Chamber of Commerce and Industry (ACCI) were detailed in the Employability Skills for the Future report in 2002 which is available at http://www.dest.gov.au/archive/ty/publications/employability_skills/index.htm
The eight are as follows:

· Communication

· Teamwork

· Problem solving 

· Initiative and enterprise 

· Planning and organising 

· Self-management 

· Learning 

· Technology. 

Employability skills will change both in their nature and priority in line with the business activity of enterprises.  In addition, new work and production processes, new threats and opportunities, and new technology will have an impact on the facets in an Employability Skills Framework. 
Communication skills – that contribute to productive and harmonious relations between employees and customers  
Teamwork skills – that contribute to productive working relationships and outcomes 
Problem solving skills – that contribute to productive outcomes 
Initiative and enterprise skills –that contribute to innovative outcomes 
Planning and organising skills – that contribute to long-term and short-term strategic planning 
Self-management skills – that contribute to employee satisfaction and growth
Learning skills – that contribute to ongoing improvement and expansion in employee and company operations and outcomes 

Technology skills – that contribute to effective execution of tasks.
Skills

Skills is the term used in the 2002 report to describe the learned capacity of the individual. The report explains that the term skills was used instead of competencies to reflect the language of the enterprises interviewed and to avoid any definitional confusion with the different ways competencies is used.
Employability Skills Framework

The 2002 report featured a generic Employability Skills Framework which identified the eight employability skills cited above.
Every qualification in a Training Package will have its own unique set and mix of facets – that is, its Employability Skills Framework will be determined through consultation with a representative sample of employers from the industry concerned. While there will inevitably be similarities between Employability Skills Frameworks from one qualification to another, the Framework developed for a particular qualification will be based on an analysis of the tasks and functions undertaken by persons in the occupation(s) covered by that qualification.
Hence, an Employability Skills Framework is a set of facets for the occupations covered by a qualification. 
Facets

The 2002 report demonstrates how the Employability Skills can be further described for particular occupational and industry contexts by sets of facets. The facets listed in the 2002 report are the facets of the Employability Skills that the sample of employers surveyed identified as being important. These facets were seen by employers as being dependent both in their nature and priority within an enterprise’s business activity. 
The mix and priority of these facets will vary from job to job. The list of facets is not exhaustive but rather reflects the information provided by the specific enterprises interviewed for this study. The list of facets is indicative of the expectations of the employers interviewed. The level of sophistication in the application of the facet will depend on the job level and requirements. 
Facets were originally referred to as ‘elements’ but were subsequently renamed to avoid confusion with the already established terminology used in units of competency. 

Employability Skills Summary

The Employability Skills Framework that applies to a specific qualification is a qualification’s Employability Skills Summary and shows the eight Employability Skills and the applicable facets for the qualification concerned. 
The qualification’s Employability Skills Summary is a condensed version of the Employability Skills Statement (or a contextualised Employability Skills Framework).  A summary will exist for each qualification and will describe the broad industry application of each Employability Skill. 
An Employability Skills Summary is the minimum requirement for describing Employability Skills at the qualification level. Normally the summary will be no more that 1-2 pages in length. 
The purpose of the Employability Skills Summary is to describe to Training Package users, at the qualification level, the broad industry expectations with regard to Employability Skills for each qualification.
Embedding 
The explicit embedding of Employability Skills into technical units of competency in Training Packages is being undertaken by Industry Skills Councils. The process is a systematic one which includes:
· analysing of workplace requirements and developing of Employability Skills Statements;

· developing of an Employability Skills Framework;
· mapping of the Employability Skills facets to the units within a qualification;

· an additional quality assurance process;

· embedding of  Employability Skills in qualification components; and

· developing of an Employability Skills Summary for each qualification. 
Employability Skills can be embedded in various components of a unit of competency i.e.:

· Title

· Descriptor

· Element

· Performance Criteria

· Range Statement

· Evidence Guide (Critical Aspects of Evidence).

