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Executive Summary
The purpose of this report is to analyse……..
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1.0 Terms of Reference

On 30th January 2018, Lecturer & Internal Verifier Marie Pitson has requested a report from Akbor Ali which will cover the employability skills of the researcher and the requirements of an employer.
The Report will need to be submitted, on 2nd March 2018 on or before 3pm.


 





















2.0 Procedure

2.1 Journals, Websites and appropriate textbooks were researched in order to produce this report.


























Introduction

In This report, the researcher will look into employee skills that will benefit the employer.
This report will identify what skills are required for an employee that will enable them to be more efficient and resourceful at the workplace.
The researcher will reflect on key skills, such as Time Management, Presentation skills. Interpersonal communication, Networking and Research Methods.
This report will also look for the core competencies required from the employers perspective.
The employer in any sector will require from an employee various skill sets that will help them maximise their turnover, and in return profit.

More appropriate for the executive summary













3.0 Findings

Employers currently are more demanding, wanting the best out of the workforce they acquire.  This in return has a great effect on potential recruits wanting to get the best out of themselves, by means of acquiring new skills either by training within a specific sector or transferable skills that they might have.  The Researcher has identified particular skills that will be necessary in order to make himself more adaptable to current requirements. These skills will be broken down in to sections, which will entail skills currently acquired, and skills, that will be required. Back this up with a source
3.1 Definition of employee

An employee is someone who works for a wage, salary, fee or payment to work for an employer. (Law.com, 2018).

3.2 Employability Skills
Precursor to each section
3.2.1 Time management
Time management is s a skill set which enables an employee to carry their task out effectively and efficiently, this will enable them to structure there day to day work and hand in any report or other work within the period. As observed by Morgan (2017), good time management is the ability to control our use of time to such an extent that individuals are able to plan and manage what they do without undue stress or tension.
3.2.2 Problem solving
A skilled employee should be able to identify problems within the workplace and work accordingly, solving problems that will make their work more efficient. Noting any problem they face and referring to them if required in the future.  It is important that in any given situation the employee can approach solving a particular problem analytically and evaluate with a logical and methodical approach.

3.2.3 Interpersonal communication

A skilled worker should be able to communicate with co-workers within the workplace, to understand each other and build a successful platform on which to cooperate and be able to work efficiently.
Interpersonal skills can have a variety of skills but many centred on communication, these include understanding body language, questioning and listening.

3.2.4 Team-Work

A skilled employee should have the skill set to enable them to work as part of a team or group, sharing information when required. 
When information provided is utilised within a team it is far more effective and helps to achieve specific goals. The employees should be able to identify the skill set of others in the team through common purpose and the team’s aims. 
However,  an employee should be able to work accordingly if the situation were to arise where they have to work alone, this will mean they will have to take responsibility, and make decisions based on their understanding and research.
3.2.5 Self-development

A good employee will always try there utmost to develop there skills within there employment

3.2.6 Advantages of a good employee

The advantages of having a good employee will increase sales for the employer as well as help build the reputation of the company

3.2.7 Disadvantage of an employee




3.3 Analysis of the researcher’s skills set





























Conclusion

In conclusion, the report has determined that  the skill set of an employee for the employer is a primary objective before they employee that individual, the reason for this is
the skill set for the employees is informatant to them from a personal pestective asd this will eanable them to grow as an individual within the job as well as increasing ther earning potential
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