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Executive Summary
In this report the reseacher will anaylise which employability skills are required from the employer in the workplace. The reseacher will reflect on the skills such as time management skills, commication skills, team working skills, problem solving skills, organisational skills and information technology skills that are expected in the workplace from an employer. These skills will enable prodution levels to develop and to meet targets that will increase revenew that will add value to the business.
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UPDATE TABLE FREQUENTLY – CHECK IT HAS BEEN UPDATED PRIOR TO SUBMISSION
1.0 Terms of Reference
This Management report on Employability skills was requested by Marie Pitson (Lecturer) on the 30th January 2018. The purpose of this report is to describe the benefits of employability skills to both employees and employers. This report was compiled by Mr Soyful Islam Miah student number 1709512. The report is due to be submitted on the 06th March 2018 before 3:00pm through Turnitin Assignment Submission Links.
2.0 Procedure
The procedure adopted to prepare this report has come from the knowledge that the reseacher holds from expercience of life and from the use of litature resources of books, articles, questionaires, interviews, websites and journals that I have accessed through the internet and from acadamic books that have been provided from the University of Wales Trinty Saint David.
3.0 Introduction
Companies need employees  with verious skill sets to meet the needs of the consumers. This report will outline which kind of skills are important and why. The skills include the following listed below
Communication skills – Commication skills are beneficial in the workplace as through communcating the company can find out what the consumer requires . Listing to consumers feed backs through means of telephone and communicating through electronic mail is a day to day job for a employee in the workplace. There will be a broken barrier between the consumers and the employees of the organaisation if there is no form of commication in an organaisation. The core values of a company is  to hold a reputation in resloving issues that may occure in a modern day workplace. Listing to feed back from consumers will give a oppuntunity to the company to improve on sectors that may need improvement. This will increase revenew as well as in give a good reputation to the business. Value will be added to the business.
Team Working skills – Working as part of a team can be beneficial as there are many skills that a induviual can offer in a team. Targets can be met quickly and efficiently by working as a part of a team. Consumers needs can be met by a good team run by a good team leader who can direct a good team or the right path to success. Building a team requires good skills and interaction with the consumers and collegues whom work as part of that team. Consumer get a faster service and this increases more consumers and are less likely to lose consumers. 
Problem Solving Skills- Finding solutions to solving a problem in a workplace can be rewarding for the company as well as the consumer. Having the ability to resolove a problem will increase a better knowlegdge to find a solotion to solve a problem, making the employer more happy which will let the employer focus of different areas of the company that needs improvement. This will save time and capital if there can be a solotion to solve a problem. Consumer benefit from a problamatic issues being resolved as they are left with a good service at the end of their query.
Organaisation Skills- Having a good set of organaisation skills in an organaisation will increase production levels to develop, being organised helps to have an structured approach that will help workers to focus on different tasks. Consumers have a opptunity to see how well and organaised the companies core structures are.
Information Technology- Technology is improving by seconds in the workplace and it is the core aspect to keep upto date with technology so that the company can offer better services to the consumers around the globe. Employees with good technology skills can communcate better well with other organaisation and provide a better service to the consumers not just in the chosen country that the company operates from but they can reach out to other consumers around and across the globe through means of networking, social media, video software, web browsing and electronic mail. Information technology give the employees and employers more access to reach out to partentional consumers. Promoting the company through information technology is one of the commen keys in the workplace.
Time Management- Managing time in the workplace is beneficial for the company to reach and to complete targets. Time management will give the employees less stress and keep on top of their work load to achieve better results at the end of the working day, keeping a good time management schedule benefits the employer as tagets are met and capital is saved where as there is no need to employ more employers in order to complete tasks. Having the ability to use time effectiontly will keep the consumer happy as their issues are resolved in the same day with a good and efficient service. 
4.0 Findings
In today’s competitive world the employers are looking for individuals with transferable skills as well as previous experience in the workplace. There are a number of important employability skills that are required by employees. In the body of this report suggests examining few of these key skills. These are the few employability skills that are required by an employer 
4.1 Communication Skills
There are many forms of communication skills that are required in the workplace by the employers. Having the right skills is essential to communicate in the modern working world. The 21st century has brought in the World Wide Web that has boosted networking and communicating has become more frequent. The virtual world is communicating with colleagues, friends, family and consumers across the globe through electronic mail and other methods of writing. According to Morgan,P.(2017), electronic mail takes a shorter time than sending a letter or speaking to a person over the telephone also electronic mail can be sent to consumers across the globe though just a click. Many employers are looking for employees that have the ability to work not as just as an individual but as a team to meet targets for the organisation which will increase revenue for the organisation. Employers have call handlers that deal with business complaints and deal with for consumers through their customer service team this requires good listening and good oral skills to communicate with the consumer and have a better understanding of their issue so that an employee can resolve the consumers issue promptly.

The reseacher already prossesses these skills of speaking to people in a well  behavied manner. Using the World Wide Web and to work as a team. Networking has become compulsary to the reseacher as the reseacher has a vast number of vetural friends, family and collougues  around the globe whom he intracts with on a daily bases. 

The reseacher will need to develop on listening to consumers on the phone and to have more eye contact whilst engaging into a conversation with a consumer. Development is required by the reseacher in the field of speaking in a clear tone of voice.
4.2 Team Working Skills
The key part of team working is to have the ability to get along with people from different aspects of life dealing with the general public . The organazations that have a good team are the most successful organazations who are more likely to keep consumers happy with the satisfaction of having a brillent service from the company. Team working streghnes the core of a business as there are many verious skills that a induviual has to offer and to share ideas as part of a team. Projects can we complited a lot quicker and efficiently if you work as a team, where as working alone will be more time effective and take more reseach in finding what you need to know for your achievement. Members of a team will bring in their own experiences and expertise according to George,N.(2018), Finding the right team can have a good inpact on the business and the emoyleer will have less stress if he has a good team in place with a good team leader. With out a team it is very difficult to maintain a sucessful  company. 

The researcher already has experience  in working as part of a team and  communicating with other team members by speaking to them whilst working in the workplace. The task in hand becomes more easier to complete if all the team members work as a team and it is easy to reach targets.

The reseacher will need to develop  better  team working skills  and ask for support  from other team members that want to help. It is difficult to ask for help from other team members as the reseacher thinks that they will be a burden on other team members. There is a lot of improvement nessasary for the researcher such as being willing to ask for help when it has to be provided.

4.3 Problem Solving Skills
Keeping a calm and a steady head in a crisis is one of main key roles for solving a problem. The steps  to take is to clairfy and identify  the problem, this can help in finding the cause and to develop  options to create solutions. Making the right decision can be a difficult task when trying to solve a problem. Employers have  to analyse the whole situation in order to solve the problem. To have the ability to make a effective decision based on  timely information Morgan,P.(2017), To have the ability to solve a problem that can not be solved by others. Having the creativity to solve a problematic situation as well as working with other skills and sources that the employer may hold. Analysing a problem and finding the right solotion to solve the problem effectively. Capturing a induviuals immagination can also be a powerful motivator Morgan,P.(2017), Seeking help from other can solve a problem , although  researching can develp a solotion to fix the problem to help the organazation move forward. Gathering the correct information can establish the possiable cause. If the true cause is not identified properly at the beginging of the process then the problem can not be soloved. Employers having a poor attitude towards their employees,  employees lacking the understanding of the role that they should be doing can cause problems Kepner and Tregoe.(2013) 

The reseacher already possesses working with others to solve a problamatic sitiuatiton to come to a decision to solve the cause. The reseacher has the ability to be creative to solve a problem. There are improvements required for the reseacher in the fields of finding solutions to find the cause of the problem at the very beginging of the process.

The researcher will need to develop in the fields of identifing the problem that has occured. Interacting and taking on others skills and ideas to help come to a conclusion. Having a better attitude towards employers, communicating with the employees to establish the possible cause. 
4.4 Organisional Skills
Organizational skills are very important in the workplace, the ability to be organised presents a structured approach and helps workers focus on different projects. Thereby increasing productivity and efficientcy in the workplace. According to Doyle,A.(2017),

The researcher already possesses the skills to organise to plan and prioritize to achieve the researchers goals that allows the reseacher to focus on different projects without getting disoriented which increases productivity in the workplace.

The researcher will need to develop and improve in the fields of multitasking which can save time and money for the company. This can keep the company running smoothly with a future increase of consistent success without unforseen delays that may arise.
4.5 Infomation Technology Skills
According to Youthcentral.vic.gov.au,(2018). these skills generally include a use of a computer to process words to send electronic mail and are relevant in the modern day workplace enviroment. Having a basic knowlegdge of using a computer to send electronic mail and for word processing is desirable. There are specific technology skills that relate to software skills such as working with design software or video editing software. Knowing how to programme languages can be beneficial to communicate with in the workplace. There are other technology skills that relate hardware are to use a web camera, scanner and a cash register. Technology is a big part of sociaity as communiting to the workplace requires private and public transport which so often have high uses of information technology required to get a cummuter to the workplace. Infomation such as weather, traffic and global news can be accessed though technilogical devices.

The researcher has identified possession of good information technology skills, having experience and the general knowledge to use a computer to send electronic mail as well as in prossessing words using softwares. 

The researcher will have to make improvements in the areas of working with design software and video editing software Chadwick,D.(2017), suggests that CyberLink PowerDirector holds the best position on the charts for video editing software.
4.6 Time Management 
Organazational skills is required in order to manage time having the ability  to be efficient and to plan your time effectively is essential in a workplace enviroment. Time can be managed if the start of the working day has been planned, this will ensure that deadlines and tagets are met on the same working day. Cumiting to the workplace can hold set backs and delays that will make it difficult to run by a work schedule. Max.(2014), states that managing time involves setting realstic goals and having the abilty to plan and prioritize workloads. Accourding to Cehic,N.(2014),”Many employers actively looking for skills such as 'time management'such undertakings are a prerequisite for achieving career option”.
The reseacher values time and mangages it by staying organaised. Prioritizing work that is important so there is not much back load whilst working through out the day.

The reseacher has to improve in setting realstic goals that are achieveable in the time scale that is provided. This has to be planned and prioritized in order to reach the realistic tagerts.
Conclusion (average of 10% of word count) 

The writer will need to develop in the areas of the follwing skills
Commication Skills- This role will require to have the ability to communcate through listening and writing. The writer feels that his weak points are in writing and reading to communcate in the workplace.
Team Working skills- This particurlar role involves someone with a good set of team working skills and the ability to communcate well with other team member in the team. The writer has expercience in working as a team in order to meet targets and finds it more beneficial than working as a lone induviual.
Information Technology- Information techonogy has been a part of the working enviorment through out the years this involves communtation through electronic mail and the uses of software and other hardware. Technology uses can boost the organaisations role in the modern day workplace. The writer lacks the use of technilogical equitments that are needed in the workplace.
Problem Solving- Soliving a problem is essesntial as a lot of employees can manage this task with in the workplace. Employers are less under strain and stress if a problem is solved by an employee. The writer has never had the oppuntunity to solve a problamatic issue that has occurred in the a workplace enviorment, this is one of the most weakest skills that the writer holds.
Time management- Time is important in the workplace as everything surrounding you in the workplace eviroment revoles around being efficient with the time that you have during the working hours. The writer finds that organisaing a schedule can be beneficial to save time during the working hours and has the ability to maintain a good and steady time limit to get projects completed.
Organaisation Skills- Many employers expect good organaisational skills from employees. Having the ability to organaise and to despatch your goals are import for the workplace. Being organaised can save time and capital for the company.

The writer has good organaisational skills in his private day to day life but does not hold workplace organasitional skills. The writer suggests that this skill is gained by what position a employee holds in the workplace. There writer can imply organaistional skills from his expercience in life.
Recommendations
The reseacher will need to develop in his information technology skills by use of the world wide web and attending information technology couses. Improvement is required in reseaching sourses from books and websites. The reseacher has a weak point in spelling and grammer where improvement has to be gained from reading and writing from acadimic sourses.
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