



[bookmark: _Toc534977808]Executive summary

The purpose of this report is to describe the benefit of employability skills to employers and employees working in this “independent local restaurant”. 
The report highlights the most useful employability skills that should be found among the staff as it will also benefit the Company.
These employability skills are primarily the customer service, interpersonal communication and time management skills. Of course the team players are preferred but they should also be able to take initiative and work individually. The networking and IT skills’ importance is growing with the modern society through the constant use of social media and can’t be ignored by this independent company. 
The report concluded that the employees should be given the opportunity to develop their skills further on a regular basis as it will make them feel valued, happy and satisfied in their work environment, leading to a loyal employee who will then give their best on a daily basis to support the company and its flourishing.
For the next recruitment process, dynamic, versatile and curious profiles with a strong sense of priorities should widely be sought for.

















Contents
Executive summary	1
1. Introduction	3
2. Main Findings	4
2.1 The Interpersonal Communication Skills	4
2.1.1 With the staff	4
2.1.2 With the Customers	4
2.2 Negotiation skills	4
2.3 Time Management Skills	5
2.4 IT Skills	5
2.5 Networking skills	6
2.6 Administration and organisation skills	6
2.6.1 Administration with attention to detail	6
2.6.2 Organisation skills	6
a-	In term of staff:	6
b-	In term of food and material supplies:	7
2.7 Work on own and as part of a team	7
2.7.1 Work on own	7
2.7.2 Work as part of a team	7
2.8 Customer Service skills	8
3. Conclusion	9
4. Reference List and bibliography	10













[bookmark: _Toc534977809]1. Introduction


Here is an independent local restaurant analysing the benefit of the employability skills for the employee and employer. 
The main or most sought for employability skills will be identified, explaining how it is beneficial for the company and what the employee can expect from the company when entering and staying in the company. 
The light is put on the interpersonal communication, customer service, time management and IT and networking skills. The first thing needed is to take into account the fact that it is a small company so the organisation and use of the tools might differ from a chain or group as specific duties and the amount of customer/staff contact will vary as well.
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When the employee enters a company and here especially the restaurant, he offers his services and skills to the company but he can also have the opportunity to develop some of them any further. 
The employer will benefit from these skills as it will help the company economical growth and help his employees to feel valued and be loyal to the brand. 
It’s a win-win situation where both sides gain from their commitment and skills.

[bookmark: _Toc534977811]2.1 The Interpersonal Communication Skills 

Maund et al (2017) stated that it is an essential quality for any new or experienced employees.
It is actually composed of a myriad of aptitudes such as the verbal and written communication skills, the verbal and non verbal communication, but also the face.to face, social media and telephone and the possibility to speak any additional langue. 
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The waiting staff must be able to communicate efficiently with the kitchen staff in writing and verbally (to transmit the correct orders) with any specific request the customer might have made because they might need changes in the recipe to accommodate their taste or due to allergies. 
The kitchen staff needs to present the dishes and special of the day to the waiting staff, inform them in case of shortage of certain products or dishes during the service.
The Managers have to use their Interpersonal Communication skill with the teams to explain 
what is generally expected in the job (what is allowed or not allowed, how the restaurant is run and what has to be done) but also on a daily basis (target sales, attention to detail, .the reminder of rules and procedures...).
[bookmark: _Toc534977813]2.1.2 With the Customers 

It is expected from all the staff (from employees to Management) to be able to greet and advise the customer, listen to their query, solve problems and handle the customer’s enquiries and complaints.
Without interpersonal communication skills, the employee would not be able to listen, reformulate and finally satisfy the customer.

[bookmark: _Toc534977814]2.2 Negotiation skills

Regularly, the Chefs have to discuss about the prices for which volumes with their business partners concerning the orders of all products (food and beverage) to trade at the best fare for the restaurant.
The restaurant also needs to know how to sell its services to individuals, groups, organisations, families, charities for custom planned or tailored events over occasions such as weddings, birthdays, corporate parties, product launches or else.
Internally as Perkins (2007) and Maund et al. (2017) develop, that it is not rare to negotiate its recruitment’s conditions or later a salary increase or one might need to deal with the Management in the name of a trade Union.

[bookmark: _Toc534977815]2.3 Time Management Skills

Farrell (2017) thought that time management is a tool to maximize time at it upmost to reach personal and company objectives; the best practice has to be found and he developed in saying that
There are some organizational strategies that will benefit the individual leader as well the organization such as planning, goal setting, delegation, decision authority, and work life balance. By managing time, the leader is accounting for the important commodity of time within an organization.
In a professional context it is important to be able to identify the priorities and manage the duration needed for each task and know how to meet the team and individual deadlines, the ones impacting on the others.
Everybody needs to insure that the time allocated is respected to be able to move on quickly to other tasks and optimise time. It is true for all the restaurant staff in the kitchen and the front house, employees and management staff who will meet the customer who will be their instant judge for the quality of the result implemented.
Time management also means managing the team’s workload depending on the staff attendance, taking into account the employees’ time off whether sickness, exceptional queries, annual leaves, days off or lunch breaks. 
Managing time means that each team member should be able to prioritise its tasks to allow the smooth running of the restaurant for the front house and the kitchen.
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There are many ways IT is involved in a restaurant and it demands an ability to deal with a computer. Therefore the employees knowing how to use Microsoft office and any useful relevant software or anyone willing to learn are welcome.
The pack Microsoft office makes possible the flyers and seasonal menus’ creation.
The restaurant is planning to buy the new tablets system to take the customer’s orders that sends it directly to the kitchen staff.
The till is already an electronic system.
Also, the food producers and suppliers recently automated their order system and they now request to proceed online.
The restaurant can have a good external visibility by developing its use of social Medias to advertise the activity on platforms such as twitter, facebook, instagram, snapchat. 
It is beneficial to inform the general public about the new menus, promotions and offers, special closures or events, recruitments, awards...
Not forgetting that offering to book a table online avoids to the customer to have to wait for the opening hours to have someone on the phone and for the team, it avoids to have someone staying by the phone in the restaurant and helps to insure the numbers in the customer’s attendance. 
The employees can attend the compulsory online courses without the employer having to pay for extra fees for the trip (transport, accommodation and employees extra hours to the training centre), allowing to train during shift attendance.
It is also easy to install the programme to plan rotas and holidays.
In the same idea, the company budget can be managed easily on financial software such as SAP, SAGE...
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As a local independent company, the restaurant can’t live on its own. The best way to be visible and to succeed is to be known and heard of.
For this, working with other companies or in local communities might help. 
The Flyers are handed out there to promote the restaurant (covering street spots but also mailboxes in the area)
It can be interesting to take part to food events like festivals and competitions. Supporting local events can be beneficial as well as an advertisement.
That’s why the employees must be outgoing to help and attend those events.
Liaising with customers, employees, suppliers, licensing authorities and sales representatives online are more and more common.
But as Hallberg (2010) states, networking is also this is the fact to work online, to use this new tool and to be consciously widely visible to reach more people.
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[bookmark: _Toc534977819]2.6.1 Administration with attention to detail 

Administrative work exists in the restaurant. The paperwork needs to be handled (mainly concerning employees, suppliers and taxes). The employee dealing with the administration is usually a manager and will be liaising with the customers, employees, suppliers, licensing authorities and sales representatives. The data must be kept up to date at all time.

The management team also needs to ensure:
-that the employees’ certifications (food safety, COSHH, first aid...) are up to date, 
-that the hygiene, health and safety regulations are respected (emergency exits, air con and heating ventilation) 
-that the licences are still valid, keeping in mind to have a DPS (designed premises supervisor with a personal licence authorizing to sell alcohol)  at all time to keep the “premises licence” (right to sell food and alcohol) running and display of the information at the premises.
-of the respect of the Employment Regulations in order for everyone to keep working in a safe environment to have happy employees and make sure that the restaurant doesn’t have to close because of a bad management.

On the other end, the employee is required to report any dysfunction to mend quickly and as needed.
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The organisation skills help to plan ahead and foresee the needs in term of staff and food needed for each service, facilitating the smooth running of the activity since everybody understands what is the purpose and their task. 
a- [bookmark: _Toc534977821]In term of staff:

 The rotas need to be established regularly and provided to the staff in advance (who with and for which service) with respect of their time off and leave requests and field of competencies. It helps organizing the team effort and insuring the employee can enjoy his time off.
The managers should act as part of the team and be hands-on. It would help to keep the respect of the team but also seeing them as team members and allow to speak freely and avoid any potential hierarchical barriers.
b- [bookmark: _Toc534977822]In term of food and material supplies:

When and how much ordering and how much is needed for the service are the main questions: 
-The stock levels need to be oversee at all times,
-The food ordering needs to be done at the right time to help and respect the delivery and consumption deadlines for the perishing and long term food.
- The ordering should be kept to the right amount of supplies to avoid running out in the middle of a service or wasting money on over ordering.
-The big or special events have to be anticipated and taken into account in the orders and promotions.
This will help the company growth and the image of the brand. 
Planning menus and managing the budget are also important points of the organisation

The consequences for the company could be as follows: 
-Overspending in unneeded items (whether in food, furniture or cutlery) should be avoided. 
-Underestimating the needs cannot be allowed either, as the company would then be left with unsatisfied and frustrated customers who wouldn’t be able to order the dish because of the unexpected shortage of ingredients and frustrated employees because of the idea to say no and the complaints of the customers, not mentioning that the restaurant would also take the risk to have a bad feedback or review online from the customers.
It would also prevent that the menu which was initially planned to be elaborated and it would have to be changed last minute because the ingredients are unavailable. 

[bookmark: _Toc534977823]2.7 Work on own and as part of a team 

[bookmark: _Toc534977824]2.7.1 Work on own

Each worker needs to be able to take responsibility for its own acts and be accountable. They will analyse the situation, do their best to provide the service and take decision using common sense to reach the goal.
Working autonomously means to be able to handle its task and do it efficiently provided it was well determined by the line management at some point.
Individual behaviour has an impact on the whole team and the image of the brand as they are the face of the brand.

[bookmark: _Toc534977825]2.7.2 Work as part of a team
Each individual needs to develop automatic check on other members of the team to go and support each other when needed.
The Manager should be humble and able to contribute to the activity by helping the staff in all the tasks as we have experience. 
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As Goodman (2009) and Borrett (2017) observed, the success of a company relies on its ability to provide a good service and to keep its customers satisfied with goods or services. 
Therefore the first ability everybody should possess is the Customer service skill as all the employees up to the employer in the company need to be in contact with other people and need to have in mind the result which is customer’s satisfaction.
It’s a WIN WIN WIN situation for the Customer, employee and employer.
If the customer complaints, the company needs to be able to listen to the query and do its best to make the outcome of this experience better.
The employer and employees have to apply to work efficiently, stay focused and professional at all time even under pressure in order to reach the goal which is customer’s satisfaction.

Abu-El Samen (2011) analysed that:
Individuals of market-oriented organizations should be able to understand and identify their customers' needs and requirements (i.e. putting the customer at the heart of business, making customers' needs the top priority in the organization, continuously asking for customers' feedback).
The goal is to attract and keep the customer coming back and make him a loyal customer who will be the best living advert for the business.
Playful events should be considered as food challenges.
Also the staff should be motivated by offering challenges leading to individual or/and team rewards. 
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This local independent restaurant is the occasion for all the members of staff to be challenged and hands-on. They can expect to experience versatile activities leading to new unexpected skills.
This should be put forward by the employer as a benefit for all prospective employee for a management position or not.
The customer service skills then the interpersonal communication skills are the main skills required for this industry since the contact face to face is permanent. After that, the employees must be willing to multitask and work at fast pace and under pressure and staying customer focused.
The employer should offer a pleasant working environment to its employees every day. In return the employee will give the best of his ability, good will and spirit towards the customer and fellow team members, also being ready to support whoever needs help but keeping in mind its priorities.
Therefore the time management is another important skill that should be found in each of the staff members.
The Managers have frequent contact with both customers and employees and are aware of each team members situation, struggle and progress since they work collaboratively.
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