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1.0 Introduction

What are employability skills? What are other skills that a line manager would require? Moreover, why these skills are essential?
Today, management is the most critical factor in the success or destruction of a business; for this reason, management knowledge has progressed rapidly in all branches. This progress has brought some developments in this context.
One of the essential functions of manager Skills is employability Skill. Getting a good position is necessary. Nowadays, for many people, a career for life is no longer an option. Most people will hold jobs with a variety of employers and move across different employment sectors through their working life. For this reason, there are points to comprehend that all have a set of employability skills. These are skills which are not specific to one career path but are valuable across all employment segments.
Moreover, finding a managerial job is not easy. Management is a collection, but obviously, some management skills are of higher importance. For example, this is a advertise for Employability Relationship Manager - Lloyds Banking Group. We need someone with excellent organizational skills, good project/contract administration experience and excellent and accurate.
On the other hand, to create effective communication between manager and staffs, managers with themselves, and manager and stakeholders cause improvement in the level of management and reducing conflict.
Communication is the method of sharing opinions, knowledge, and information with others in a singular time and place. Communication includes lettering and talking, as well as non-verbal communication such as facial affects, body language, or gestures, visible communication (the use of images or pictures, like covering, picture-taking, video or movie) and electronic communication (emails, telephone calls, cable television, or satellite broadcasts). Communication is an essential element of personal life and is also necessary for business, education, and any other situations where characters encounter each other (Encarta, 1998).
2.0 Main Findings
At first, this is important to remind; many skills are the foundation of the employability skills which were taught to us in this term. They included referencing, paraphrasing, presenting, and reflecting.
Referencing; each manager uses the authoritative and relevant resources to prepare the report or assessment, so should be able to use reference. We use Harvard referencing way in this course.
Paraphrasing; a manager should be able to paraphrase content in different condition.
 paraphrasing is expressing someone else’s writing in your own words or an alternative way of referring to an author’s idea. You should also mention and reference the source
Presenting; a good manager can deliver topics accurately and has a particular affection for listeners. Professor Albert Mehrabian did much research into how we take in information during a presentation. He concluded that 55% of the information we take in is visual and only 7% is text.
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Reflecting; Critical thinking and reflective writing are essential element of personal, professional and academic development. There are two useful model for writing reflection.  Gibb’s reflective cycle (1988) and Kolb’s model (1984).
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What is employability and why is it important?
“Employability and Career Success are Bridging the Gap Between Theory and Reality” Robert Hogan Tomas Chamorro ‐ Premuzic Robert B. Kaiser, 2012
when someone has graduated and has her or his technical and educational skills, she or he needs to have the ‘soft skills' that can move between different service parts and confirm at the interview.
 On the other hand, having good employability skills is the necessity to advantage and retain formal employment or find new employment. Often, the reasons for unemployment are economic issues, but psychological factors connected to lack of access to employability skills also contribute it. Industrial-organizational psychologists should be finding suitable solutions for boosting employability. This evaluation starts by measuring the most common research on career success employability, which psychologists accept as true in logical abilities, and educational achievement. Next, we analyse the pros about what employers want. These sectors highpoint the importance of sociality skills in a critical system. Then we offer a final model by using elements of employability psychologically to fill the gap between what psychologists advise and employers require.
In summary, the definition of employability skills shows, employability skills are general skills that it needs in most jobs. They include communication, teamwork and problem-solving. This skill is not the same as gaining a job, but also it is a capability to function successfully in a role and ability to act between tasks, that cause of improving employable throughout life.
2.1 Employability skills for a newly Appointed Line Manager
A line manager has direct managerial responsibility for a specific employee. For a newly appointed line manager, managing is more difficult than an experienced manager, but that reward is a continuous learning journey. There are many skills required that an employer expects for this position. The most important of them are personal and communication skills, time management, negotiation, and conflict.
2.1.1Time management
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Time management is the procedure of determining the order in which will do responsibilities and making sure that they do on a timetable. That is the analysis of how working hours spent and the prioritization of tasks to maximize personal efficiency in the workplace. Collins English Dictionary. Copyright © HarperCollins Publishers utilize time, and individuals must first be able to foretell how much time for this process requires. (Kelly, 2002). When each person knows what they want to do, and for specific target date what they need to do, he or she will enhance effective in using their time (Soucie, 1986). People require more disciplined in their use of time by respecting their settled priorities while minimizing distractions from others as well as from states that can relocate priorities in terms of time and energy (Soucier, 1986). 
According to Crusting (1994), time management involves determining. It should do by setting goals, deciding which events are the most important and realizing that other activities will have to schedule around them (prioritizing), making decisions about how much time to allow for specific tasks (time estimation), adjusting to the unexpected (problem-solving), reconsidering priorities and aims on a daily data (evaluation), and observing patterns behaviour and trends. 
There is an exact discussion about effective time management. For instance, Shipman (1983) merged six laws for effective time management. These principles involved self-awareness, perfect time structure, setting aims and preferences, developing their own efficient, scheduling project time, and scheduling rest time. Time management behaviors have more define as goal setting, making lists, organizing, routinely evaluating one’s schedule, and separation tasks into simpler pieces (Kelly, 2002).
In the current academic work environment challenged with time pressures in crossing daily experimental facility and training actions and distractors like e-mails, time to wide-ranging inscription doings can seem like an impossible effort. McDonnell's 1-h workday demonstrates an effective time management strategy that fosters improved publication routine and occupation pleasure by ordering the critical matter of focused writing during a time with minimal distractions. Author Contributions: All authors established they have donated to the logical satisfied of this paper and have met the resulting 3 necessities: (a) significant contributions to the conception and design, acquisition of data, or examination and understanding of data; (b) enrolling or reviewing the item for knowledgeable contented; and (c) last admiration of the published article.
2.1.2 Interpersonal communication
David Berlo (1960) postulated Berlo’s Sender-Message-Channel-Receiver (SMCR) model of communication from Shannon Weaver’s Model of Communication (1949). He explained elements affecting the particular components in the communication making the communication more efficient.
The model also emphasizes on encoding and decoding which occurs before the sender sends the message and before the receiver receives the message respectively according to this model an effective communication done when all these stages are completed correctly.
Berlo’s SMCR Model of Communication
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Interpersonal communication skills include; Employers want people who can accurately interpret what others are saying and organize and express their thoughts clearly. Communication requires conditions to become active. On the other hand, the communication is said to be effective when all components (sender, message and receiver) in the communication, allocate comparable meanings to the message and listen wisely to make the sender feel overheard and understood.
The effective communication contains not just the way to speak but also covers several other skills like, non-verbal communication, ability to understand own emotions as well as of the other person with whom are communicating, engaged listening, ability to speak aggressively. 
Effective communication combines some skills such as active listening, verbal communication, and two-way communication.
 Another definition of interpersonal communication is “the process that we use to communicate our ideas, thoughts, and feelings to another person. Interpersonal Communication as the process that custom to shape relationships with others over communication by effectively obligation.
•    Influencing listen or act as needed – People like to listen when listening at first and make efforts to establish common grounds.  When to approach any conversation for building a win-win situation, that is when we will maximize our impact on others and inspire to effect.
•    Communicating in the right manner. By reconsidering our understanding of the other person, we figure out how to best our intentions and ideas to that individual. Additionally, it is not just what we say that matters but also the manner we use and how we say it.  
•    Influencing them to listen or act as required. When we approach any communication to create a win-win situation, that is when maximizing to influence others and inspire them to action. People are more likely to overhear to others when we listen first to them and make efforts to establish common spots. 
•    Thoughtful the other’s situation that cause to create a connection with someone, we need to be aware of wherever the other person is coming.
The purpose of communication is to grasp a common thought, decide on what to do next if an act is required, and make better contact.





2.1.3 Negotiation
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Negotiation means the skills to focus at reaching an agreement and solving the problem, which may be a failure in communication, to advantage both sides of the problem instead of having the ability to seek a diversity of explications to people with negotiation skills have concentrated on his or her goal for the problems.
Creating a strong position is a good starting opinion for a negotiation. However, it becomes too entrenched, conflict can quickly arise, and the argument may break down. It can sidestep this by using a kind of win-win negotiation named "principled negotiation."
by Harvard Law School professor Roger Fisher, academic, anthropologist, and negotiation expert William Ury developed in their 1981 book, "Getting to Yes."  They recognized five levels of principled negotiations* and argued that negotiations are successful when they encourage cooperation toward a common goal. Let us look at the five stages of principled negotiation:
1.Separate People from the Problem
 Avoid identifying the opposite number  "opponent." Be positive to concentrate on the argument at hand and try to neglect character variations. To do this, be informed of three factors: perception, emotion, and communication.
2. Use Objective Norms
She or he is not just "setting out the facts," as different primary requirements, interests, opinions, and goal line can cause people to understand facts differently.
3. Invent Options for two-sided Profit
Each faction will likely have a better knowledge of the other's interests, and a solution might be visible. It may be approved soon. If not, use the negotiation process to explore options and wait for the view of a new condition that may exist.
4. Focus on Advantages, Not Positions
People are seldom "difficult" just for it, and almost always real differences are following different situations. Each sees the problem may influence by problems on the way, such as their advantages, status, views, responsibilities, and cultural background.
 Once everyone knows that their interests have considered, they are more likely to be receptive to different points of view — an effort to keep the conversation polite and avoid ascribing blame.
5. Best Alternative to a Negotiated Agreement
 BATNA is the favoured fall-back option if cannot get everything that wants. It is not the same as a "bottom line," which is a fixed position that can limit options and may prevent from discovering a new course of work.
Alternatively, think through what might happen if the negotiation does not gain the desired result, and select the most attractive alternatives.
2.1.4 Other skills 
Here look at this from another perspective. Newly appointed managing can be an unnerving time, knowing that the future of career is somewhat formed by other people and their activities and it will take a bit of alteration to get things right.
Personal management skill: The capacity to represent and manage multiple assignments and tasks, set priorities and adapt to changing conditions and work assignments.
  Interpersonal effectiveness: Employers usually note whether an employee can relate to co-workers and build relationships with others in the organization.
 Computer/technical literacy:  Although employers expect to provide training on job-specific software, they also expect employees to be proficient with basic computer skills.
  Management skills: The ability to take charge and manage, in need of a welcome trait. Employers look for signs of leadership qualities.
  Learning skills: Jobs are continually changing and evolving, and employers want people who can grow and learn as changes come.
Academic competence in reading and math :  all jobs require the ability to read and comprehend instructions and perform basic math.
Strong work values: Dependability, honesty, self-confidence and a positive attitude are prized qualities in any profession. Employers look for personality.
2.2 Skills analysis
A manager needs all above the skills that it described, and it is a more successful manager with higher skills. As everyone knows, a manager is an average person with managerial abilities and knowledge which has several strengths and weaknesses. These cause differences between managers.
 On the other hand, all employability skills just along the experience can make a great manager. Experience is the only item that cannot be taught in any university and courses. It only comes from placing in different condition over time. Therefore, as a new line manager, facing many problems is predictable.  
 2.2.1 What skills do I currently have?
As a manager, I am professional in time managing. I always have a time table for everything. Prioritization needs the particular skill that I have it and use it for time managing. Besides, I have excellent interpersonal communication skill. Teamwork and cooperative are all about being able to operate smoothly and efficiently within a group. Doing this draws on several abilities:
I can encourage and inspire other team members to perform better also to compromise and ignore. I have the emotional intelligence to better understand team members’ behaviour, actions, and responses.


2.2.2 What gaps are there in my skills?
 Other interpersonal skills are such as negotiation, influencing, advising and interpreting. I need to improve these skills. Negotiation solves the conflict between staffs. It needs to have some ability to persuade employees. I am an honest person, so it is hard for me to give advice when I am not sure about the final issue solving. However, I must try to achieve a better negotiation skill. I know that is my weakness and a kind of gap that must fill it.
As an employer, negotiation skill is important because most of the time, specific in storming step, through the creating teams, between team worker, are very conflict. When the manager cannot solve conflicts between staffs, the employer is disappointed. Employers would like to hire people who can use their creativity, reasoning and past experiences to identify and solve problems effectively.



3.0 Conclusion
In conclusion, I have found out employability skills are essential for all employees as well as newly appointed Line managers.
An employer requires many skills for the position of the newly appointed Line manager such as time management, interpersonal communication, negotiation, conflict and other skills that have been explained in this report.
In my point of view, all these skills lead to success for a manager which is significant for employers; Management is a collection of skills that complete through gaining experience. 
A successful manager is a manager who can take an excellent managerial position through his/her high-level employability skills, also knows what her/his employer wants from them with a full understanding the goals of the organization and steps towards it.




















4.0 Recommendation  
 Put together a list of some valuable advice for new managers to remember and understand.
-    Allow flexibility:
Flexibility is critical when it comes to holding a real manager. Management methods can change between each team worker. Some have different wants to others. Do not be afraid to merge it up.
-     Do not be a teacher:
No matter whereby the managerial position is, never treat the team, employees like kids. It is polite and enjoys working with a manager.
-     Emotional balance:
The key to being a good manager is finding the right balance. It is difficult to remove emotions as an emotional person.
-    Get involved in the business:
As a newly appointed manager, should try to get to enclasp with the company. Learn to realize everything to build knowledge.
-     Remember past experiences:
When managing a team, it is value with the benefit of hindsight at the skill of actuality managed. What went well, and what did not? Were there any things managers failed? What were some things to approve?
-     Look years ahead:
An excellent way to start when planning move is to look at the next year and were to want to be in 12 months. From here, can decide the activities that necessity to be taken and get to work.
-    Be ready for the unpredicted:
As a new manager should expect effects not to go quite as planned, therefore prepare for the unexpected!
-     Enjoy it!
  It can be a scary time as a new manager. However, the primary object to remember is that have the skills, experience, and personality that grown the role in the first place.
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