
MANAGEMENT REPORT ON EMPLOYABLITY SKILLS
Thonuma Hassan 1710575


Executive Summary
The purpose of this report is to analyse……..
DO THIS SECTION LAST!!!!!!
NOT INCLUDED IN WORD COUNT




























Table of Contents
Executive Summary	1
Terms of Reference	3
Procedure	4
Introduction	5
Findings	6
6.1.1. Time Management	6
6.1.2. Communication	6
6.1.3. IT skills	7
6.2 Analysis of the researcher’s skills set.	8
Time Management	8
Communication Skills	8
IT Skills	8
Problem Solving	9
Conclusion (average of 10% of word count)	10
Recommendations	11
Bibliography	12
Appendices	13
Acknowledgements	14
UPDATE TABLE FREQUENTLY – CHECK IT HAS BEEN UPDATED PRIOR TO SUBMISSION























Terms of Reference

The lecturer created a 2000- word management report on the 30th January 2018. Regarding the essential transferable skills in the workplace industry that employees and employers require. The researcher also intends to go into depth concerning the line of a social worker. Once the underlying problems have been discussed the management report needs to be submitted on the 2nd March 2018.



























Procedure






























Introduction



















Findings

6.1. The skills that the researchers need to present are time management, communication, and IT skills. 

6.1.1. Time Management 

Time management is a form of having control and being able to figure out how to use it effectively in the workplace or even outside the working environment. (Davies, 2009). As Goethe claimed, “One always has time enough, if one will apply it well” (Johann Wolfgang Von Goethe, 1882). Additionally, time management has some positive aspects to it as well such as improved productivity, less concerns for stress, reducing any distractions or deterrents, and most importantly being reliable and on time to meet certain deadlines. (Morgan, 2017). 

As observed by Martin, Charlesworth and Henderson (2010), the researcher needs to priorities the service users’ needs as a social worker. Through creating a list of needs that includes the objectives and finding solutions to the problem.

Another essential point to consider is that there are other ways to improve and increase an individual time management skill. For instance, prioritising work by making notes or noting important tasks on a calendar that needs to be focused first. (Kukreja, 2017) Furthermore, setting an alarm on to wake up early shows that individual is reliable and has a good aptitude behaviour. (Kukreja,2017).

6.1.2. Communication 

Another essential requirement that employers seek out for is effective communication skills in the workplace. Communicating is a form of reaching out to others to allow them to understand what the individual is stating. (Newton and Bristoll, 2013). There is evidence Career quest (2015) that “If you want to succeed in your career, you need to know what you want and how to go after it. And you can’t do that without good communication skills.” This can be achieved in the workplace by having open meetings, using emails, presentations, and partaking in further training. (Belonwu, 2013).

Further sources were found as Morgan (2017), created a skills self- assessment focusing on how well the researcher communicates effectively with others. The researcher can communicate well with the type of verbal language they use, therefore there is no communication barrier. Verbal communication is vital as a recent survey was conducted, indicating that employers valued the verbal communication skills more over teamwork and analytical skills. (NACE Staff,2016). Considering Morgan (2017), self- assessment, the writer finds it difficult to make sense of others who are from different places when it comes to listening or to do with verbal communication.

 The researcher will need to improve on this as a respectable social worker communicates and engages with a whole network of people as it is essential to keep a professional relationship with the service users. (Shaw,2005)

6.1.3. IT skills 

 Equally important employers want the employees to have basic computer literacy, this means that the individual has full knowledge and has simple understanding on how to function a computer independently. (Skills you need, 2018). Considering having the right IT skills it helps with storing personal, confidential information of the business ensuring that all data is stored in the right format and order. For instance, having the capability to send emails to others as a form of non- verbal communication, or even just by storing the information into a spreadsheet. (Skills you need, 2018).

The researcher also needs to have basic IT skills to keep track of each service user’s files that contain evidence of interview sessions with the client, realistically having the ability to type fast is essential. (Best social work programme, 2018).  

Then again there are some improvements that can be made if the individual is not equipped with the appropriate IT skills, considering taking up extra training to master the basic IT skills. In some cases, a few working industries offer extra training for IT skills that will give the individual a qualification out of it, and a much greater understanding of computer literacy. (Nidirect,2018).

6.2 Analysis of the researcher’s skills set.

The researcher analysed and looked for various types of occupation, one role that the researcher was most suited to was working as a social worker. The main duty of a social worker varies, refer to the appendices for further information regarding what a social worker role is and what is required to be a social worker in the working industry.

Time Management  

To elaborate time management is a necessary skill that is vital for being a social worker in the health and social sector. The social worker must have a good understanding on how to manage the time effectively and being able to multitask each case load. Most importantly focusing on what suitable care and provision is needed for the service user. (Ollusa, 2018). The researcher can have the right time management skills by constantly fast tracking the day by noting tasks down in a diary. 

Communication Skills 

As observed by Martin, Charlesworth and Henderson (2010), effective communication is the main function of a social worker, by actively listening to service user’s views and points to provide the right care and treatment. Essentially all social workers prefer a one to one consultation with the client to express and share ideas on support that can be given, to improve the wellbeing of the individual. (Scie, 2010).

 The researcher is very confident and comfortable approaching others, actively listening to other individuals view points by discussing the circumstances. Also feeling sympathetic and empathetic towards a client regarding an interpersonal problem; this is a sign of a skilled social worker (Healthcare, 2018)

IT Skills 
In some cases, Gregor (2006) stated that social workers all require and need knowledge of the financial and care management in the IT system. Essentially preparing reports in the proper format is required concerning the service users’ needs and necessities.

 Also sending emails to other social faculties in the social working sector to stay in contact and discuss arising situations. (Gregor, 2006). However, the researcher has a good range of computer literacy skills from experience on creating emails, portfolios, even reports, also researching techniques using the internet.

Problem Solving 

Another skill that employers want social workers to have, is the ability to problem solve the service user’s personal situation. Problem solving involves critical thinking and analytical skills to find a solution to the problem. (Kent, 2013). In other sources Fortune (1984) stated that problem solving skills is essential when focusing on reaching the criteria of improving a service users wellbeing.

 It also implies that social workers that have the right skills of problem solving can figure out steps on how to find strategies for a treatment plan. On the other hand, the researcher is not very confident enough regarding problem solving they lack the skills and abilities for this. Further improvements need to be made; refer to the appendices for the steps to effective problem-solving process.
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