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Executive Summary
The executive summary should be just that, a summary of the entire document. So, the question(s) asked, a brief overview of the main findings and ever so brief summary of the conclusion. This should be one or two paragraphs only.
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Terms of reference
Again, this should be written as a single paragraph and include the following: -
· Who requested the report (the lecturer)?
· Date requested (18th June)
· Purpose of report (to answer what question…)
· Who complied the report (you)?
· Brief outline of Problems (summarize the question(s))?
· Date of submission (When does it need to be submitted)?


Procedure 
The procedures used to complete the report will be secondary sources only: websites, books, journals…
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Findings
This is the main section of the report and the most important. Split into further sections to separate by subject area, this also makes it easier for you to follow the flow of the document. I have compiled a series of headings below (some are compulsory)

What are employability skills? 

This is a compulsory part of the assessment – Define what employability skills and why they’re important






































Changes to employability skills
This section you will need to research what the in-demand employability skills were ten years ago. 
· What are they now? 
· Have they changed? 
· How have the changed?
· If they have changed, what has caused the change (Technology/Economies/workplace culture)?










































Important skills for employers 
In this section you will detail some of the most critical skills that employers look for, I have put compulsory ones into further sections: -



Time Management 

[bookmark: _Hlk13183249]What is it? 
Why is it important? 
How can it be developed?



Negotiation

What is it? 
Why is it important? 
How can it be developed?













































Inter-personal communication

What is it? 
Why is it important? 
How can it be developed?



What skills does the researcher (you) have? 

What skills do you have? Write about all the skills you feel you have: IT, Teamworking, Numeracy, Creativity etc

· 
Conclusion
Now you put your findings together - Identify where you have development needs compared to employers needs. Do you have the skills that employers are seeking? This is known as a “gap analysis” or “training needs analysis”: This is what I have, this is what employers need
The conclusion should ONLY be based on information drawn from the ‘findings’ section.
Include only the main points from your findings and link these comments back to your terms of reference 

Recommendations
Should state the future actions required/provide advice based on the findings/conclusions – You have identified what employers are looking for and what skills you have. How/what can you do to develop your skills so you meet the needs of employers? [examples below]
It is recommended that time management skills can be improved by…
Attendance of IT course to develop skills…


Appendices
If you wish to include images/tables/charts within your report then they will be put in this section. Each image will be labelled (fig.1, fig.2 etc), in the main report, where the text content relates to the image you will write “see fig.1” etc.
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