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Executive Summary
The purpose of this report is to analyse what employability skills are, how they are important to employees looking for work and how employers can also benefit from employability skills. The report will identify what are the most important skills and how these are important to both employee and employers in the retail sector.
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Terms of Reference

This report was tasked by Melanie Squire (Lecturer) to be submitted to Turnitin link by December 1st 2019. The purpose of this report is to describe the benefits of employability skills to both employees and employers. This report was compiled by Halal Miah student number 1709591. 
























Procedure
The report was conducted using books, journals, online articles, the help of the tutors and student support services assistant Beth.























Introduction

Employability skills are very important in all workplaces. It is essential for people who are looking for new working opportunities and just as important for employers, who can spot what skills are required for vacant positions in the company. This report will identify what types of employability skills are important and beneficial to the employee, employer and examine which skills are needed for the job role of sales assistant in a retail store. 

Findings

Employability Skills
Employability skills is an umbrella term for a set of highly desirable, transferable skills that turn you into a very attractive candidate or employee. They can be defined as a set of skills employers want from a potential employee. Some of the most important skills will be listed below with a breakdown and the skills needed within a skill (Duszyński, 2019).
Interpersonal skills are the abilities we use each day when we communicate and collaborate with others, both separately and in gatherings. Interpersonal skills are a soft skills, especially communication skills like verbal, non-verbal skills and active listening skills.
 Employers typically look for individuals who possess a range of qualities. Employability skills are core skills and traits that are needed for nearly every job. Employers always look for employees that have soft skills and hard skills. Hard skills are learned through study and can be measured like reading, writing, bricklaying or coding computer program. Soft skills cannot be measured but is just as important as the hard skills. These soft skills are good manners, communication and listening effectively, being a team player, leadership traits and decision making. These traits are beneficial to employers as they want staff who can work well together, make correct decisions, be productive and ultimately be successful for their company.
Communication Skills              
Employers look at communication skills to find how well candidates can work with each other. The skill of conveying messages accurately is very important in an organisation, which in turn can determine the results and profits of a company. Employers want employees with strong written, verbal and nonverbal communication skills. One part of communication skills is the skill of being a good listener, employees need to understand the requirements of customers and managers alike. 
According to Doyle (2019) active listening is a skill that involves paying close attention to what the other person is saying, then asking clarifying questions and rephrasing what the other person said, to ensure total understanding. Practising active listening techniques can make the employee better understand the task that is being asked of them. Employers want staff that can carry out their tasks as accurately as possible, this requires the listener paying full attention and repeating the task back to the sender, doing this will leave the sender confident that the task will be completed. Employers will reap rewards from their staff using active listening by teams corresponding clearly and accurately.
Nonverbal communication comes in many forms, body language, eye contact, hand gestures and tone of voice all display the message you trying to give. A relaxed, open stance and friendly tone will make the employee look approachable and inviting, this will encourage others to speak openly creating clearer communication. Good verbal communication means saying what is important, sending clear and precise messages. Speaking clearly and directly when speaking in person, on the phone or email will get messages sent accurately. This skill helps the listener or receiver not to get distracted from the task. Clarifying and summarising is a skill that ensures you are hearing correctly so that you can clarify what you have heard and summarise what you have understood from the other person.
In retail, communication skills are very important because they are needed from every aspect of the job. Dealing with customer requests, carrying out stock work and listening to managers to perform tasks all types of soft skills are required. The ability to interact well is a must, as the job role requires the employee to deal with customer complaints, product recommendations and try to make customers spend their money. Verbal and nonverbal communication is important requiring the employee to engage with customers doing so in a friendly and affectionate manner. Employees in retail must listen to customers to provide their needs and help the customer as much as they can .

Teamwork Skills
Being able to get along with different types of people from different backgrounds is extremely important. Good teamwork involves groups working together to achieve shared targets or goals. Group presentations, joining a sports team and taking part in community activities all help enhance teamwork skills. All working cohesively for a common cause.
Morgan (2017) states teamwork is what differentiates good companies from exceptional ones. Teamwork skills consist of interrelated abilities that allow employers to work cohesively and effectively in an organised group. Good teamwork skills will enable them to work well with others during conversations, projects and meetings. 
Meredith Belbin’s theory (Belbin, 1965) identifies nine roles that make a successful team. The research shows that the most effective teams have individuals who can take on each of the nine roles and if they can carry out each roles properly then the team’s performance will improve. The team can be kept small if all the nine team roles are carried out through individuals primary and secondary roles. The people in charge of selecting the team simply must identify if the roles are being met of Belbin’s theory (see appendix 1). 
Many tasks in retail are relied upon good teamwork. Retailers usually have a shop floor team who work together to serve customers, handle transactions and keep the store in order. Effective teamwork is essential in retail, managers who understand teamwork roles and skills can direct the team members effectively, creating better productivity and completion of tasks .Employees will have better understanding of the tasks asked of them, they will also increase their workplace reputation as a good team member and develop skills that will be appreciated by future employers. Customers will also benefit by having their requirements met and will spend longer in the store parting with their money. Lack of teamwork skills will leave some work to be not completed and tasks being neglected on the shop floor.
Time Management Skills
Time Management is the process of organising and planning the best way of dividing time to get most out of the day. Good time management allows employees to work smarter, not harder to achieve targets and meet deadlines when time is short, and the pressure is high. Failing to manage time will cause damage to effectiveness and add stress to the individual
Some benefits good time management may bring.
Greater productivity and efficiency
Professional reputation increases
Levels of stress decrease
Promotion chances are improved
Better chance to achieve lifetime goals and career goals.
Some failures which poor time management may bring.
Missing deadlines 
Poor quality of work
Poor workplace reputation
Career will not advance
Stress levels will increase
Time management in the retail sector is very important both to employers and employees alike. Employers will benefit by greater output from the staff, with better cohesion and team morale among their staff. Operating effectively with reliable staff, who are punctual and who complete their tasks on time will please employers. Employers want to know exactly what is happening in the store from new season stock, shop displays and promotions but most importantly that their company is running like clockwork. Employees in retail can use to do lists, set clear goals and set time for tasks to improve time management skills, this will make the employee productive and efficient . 
Negotiation skills
In discussions where team members are all putting ideas in, then selecting and criticising those ideas and concluding. defines what negotiation skills are. Employees who can react calmly to ideas they may not like, who are patient and respectful with team members will better deal with conflict. Active listening will help better understand the opposing views and ideas. Confidence is also important in negotiation, being viewed as weak will not help in discussions but avoid aggression as it will deter development with peers.
In retail negotiation skills are required daily by employees dealing with angry customers and their complaints. Employees who stay calm and who use active listening will conclude the problem sooner with customers. Employers can help their staff combat these conflicts, by setting up procedures such as, refunds being put on store cards and maybe give discount the next time the customer shops. Employers using these procedures show they apply negotiation skills in their company, by offering solutions that still make the customer back and spend again. Retail managers are wise to adopt these skills as unhappy customers are quick to use social media to display their negative reviews, which could affect the business reputation and may bring concern among shareholders.
Networking skills
Networking skills is the talent of how well the company is represented by managers and employees. Company representatives must promote their company and build business relationships with potential customers, suppliers and possible partners. Networking is a very way to access new connections who may benefit your company.
In retail, employers depend on networking to find new suppliers, latest fashion trends and talented individuals they may want to recruit. Employers also get ideas for new projects which may help them keep up to date with rival companies. Employees in retail can use networking skills expand their knowledge in the sector, meet potential employers and meet successful people who are in the same trade.
Problem Solving Skills or Critical Thinking Skills
Individuals with good problem-solving skills will play a vital role in the teams they are a part of and will also help them in everyday life. Critical thinking is at the centre of human advancement. It is the techniques we use to comprehend what is going on in our environment, to recognise the things we need to change and afterwards make sense of the things that should be done to get the ideal result. Critical thinking is at the forefront of every single invention and social advancement. It is the reason for persistent improvement, correspondence and learning.
Problem solving skills allow the individual to diagnose why the present state is, how it is and the variables and powers that impact it, creating approaches and choices to impact change. Then settling on choices about which choice to choose, making a move to actualize the changes and watching effects of those activities in action.
Improving Problem Solving skills is important because they will help fix things that are broken and will help identify threats and help create a way to fix the issues. Identifying future problems and risks will also be an advantage as they may flag while conducting a problem finding report. Problem-solving helps us understand relationships and implement the changes and improvements required to compete and survive in a continually changing environment.
 Technical Skills
Possessing the basic technology skills is necessary for most work environments. Technology twenty years ago was not a basic skill that was required in the workplace, now as it becomes an integral part of the workforce it is necessary for workers to understand the skills that go into understanding how to learn technology skills. All jobs require some sort of technology, students who are developing technical skills are slowly moving ahead of their competition. Companies use a range of technology from basic emails to modern artificial intelligence technology.








Conclusion

The report concludes what employability skills are and how they are applied.  The researcher has identified the most important skills that are needed for the workplace and how they can be applied most effectively. The report also indicates how beneficial the employability skills can be to employers and employees within the retail sector. The researcher understands without learning these traits, the employee will be held back from progression in their job role.  
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Figure 1: Belbin's Team Roles
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