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Introduction

Adaptability and Flexibility can be both described as being a soft skill for an employee. The worker can learn new skills rapidly and shows positive behaviours to proposed changes. A person who can demonstrate adaptability in the workplace will naturally react better to their work needs, even if they do not agree fully to the changes. Any employer will seek for adaptable and flexible workers and this is often a requirement in the job advert. Examples can include working around sudden changes of circumstances or extra workload, modifying a plan of work based on new findings, taking on extra workload at short notice or even sometimes relocation or travel to various sites for the job. 
A flexible approach is also seen as an individual having good leadership and managing uncertainty. 
This report should be able to demonstrate an in-depth look at this work problem and using some problem-solving tools together and finding solutions to this issue. 


Definition

Adaptability and Flexibility in the workplace can be define as one is able to respond quickly to ever changing innovation and trends as the industry shifts. Being able to adapt in the workplace can be crucial for a few reasons. Firstly, it is highly valued by employers as it can increase productivity if implemented successfully. It also shows great leadership skills and determination. There can be several positives and some negatives of being adaptable in a work environment and this could concern both the employer and the employee. 
For the employer, especially during this period where things can be very fluid it is important to have a flexible approach as it can lead to the survival or crash of the business. As the market compress and expands employers have the mammoth task of taking critical and complex decision in to how they want their businesses to head to along with their workforce. On the other hand, it can also become quite a complex issue if not executed properly. This can include frustrated employees, unable to fulfil the required contract hours and short-term changes can lead to having leavers with less notice.
As an employee if you can adapt to your employers’ request, it shows your commitment and passion, your willingness to progress and learn and it is a great way to demonstrate emotional intelligence. You can go on to achieve great things together with your boss. Usually, it benefits both parties as change happens. Problems will start to arise if workers are not prepared to go in the same direction. Chaos can descend and everything can slow down and even worse stop altogether. 
So, it is vital we get the right balance and ultimately the right communication for things to move on swiftly without any disruption. 

Objectives

The subject of adaptability and flexibility can be a quite sensitive one. Adaptable will normally indicate long term plans and flexibility covers short term alterations. However, these are not interchangeable. Adaptable means ‘able to adapt’ and flexible means ‘able to flex’. 
Flexible can be defined as to when and where work gets done and how they are planned. As far as technology is concerned the work demand is studied and alter different ways of communication to measure the work output. 
I will also look at four skills that could help a team develop the ability to adapt.
1- Thinking creatively
This method should encourage the team to explore different avenues for looking at creativity and setting work goals and changes. The colleagues who will tend to stick to the usual tried and true ways are more likely to have reduced flexibility and could resist change. 
2-  Embrace ambiguity.
It is important to have an environment where change is embraced even when uncertainty is present. Businesses tend to reduce progression where something is unsure, and efforts should be made to maintain a positive mindset.
3- Introduce emotional intelligence.
Using emotional intelligence to control and filter one’s emotions in a constructive way by offering graduate programs and self-management courses. This could lead to faster adaptation when working with new teams.
4. Switch focus
Create a critical thinking process environment to resolve challenges by maintaining constant focus on individual and team goals. The potential to shift focus within a business’ priorities would imply a strong level of adaptability and flexibility within the employees and shows it has a dynamic environment.



 Decision Making Tools

To identify potential solutions to this issue I will show two solutions, A and B, of some decision-making tools for Adaptability and Flexibility.
These are the types of flexible work.
· Job sharing – two people do one job and split the shifts.
· Part time work – less hours than full time, less days
· Flexitime – employee decides when to start/finish if doing peak hours.
· Compressed hours – doing full time hours in less days.
· Staggered hours – a co-worker who has different start, finish, and break times. 
· Annualised hours – a set number of hours split over a year.

How do you ask for Flexible working?
There can be two ways to make a request for flexible working. The first method is by doing an official request, by observing current local employment laws, also known as a statutory request. The second way is to make a non-statutory request, which is less formal.
A statutory application must contain the following:
· Set in formal writing and dated.
· Have the set pattern being proposed with a start date.
· An explanation on how this will affect both the employer and employees.
· State the reason why it is being proposed.

Advantages and disadvantages of flexible working.
1- Advantages for the employers:
· Boosts employee morale.
· Reduce absenteeism and lateness.
· Less employee turnover
· Better company image, promoting it as family friendly.

2- Advantages for the employees:
· Reduced commuting time and expenses.
· Personal needs and family time increase.
· Better planning of time to cater personal needs.
· More control of time spent v/s time wasted.

3- Disadvantages for employers:
· Can entice feeling of unfairness as only certain employees can benefit from it.
· Reduced supervision on employees
· Can conflict with availability of clients.

4- Disadvantages for employees:
· Working from home can be a disruptive environment.
· Can be challenging to communicate clearly and effectively.
· Very fine line which can cause upset between parties.

Flexibility Literature review
It can be seen from the last decade that technology has transformed the world. A research study conducted by Pruchno, Litchfield and Fried (1997), concluded that adapting flexible working hours in the workplace is a win-win situation for both the employer and employee. It would be the duty of the managers to monitor and record different workloads and divide various shifts to optimise productivity. Scandura and Iankau (1997), in their research show that ‘the relationship between flexible working hours, social and family life and job satisfaction’ has a strong connection.


Solution A
SWOT Analysis 
SWOT Analysis stands for Strengths, Weaknesses, Opportunities and Threats.
Strengths – The positive outcome on this topic will be that the workforce could come together and be innovative and work together which will help move the business forward.
Weakness – The challenge could be the workers do not react well and does not understand the new proposition and they feel left behind or alienated.
Opportunities – The idea of building up on the team and get more out will shape the business to be in a better place. By flexing and getting the best availability increases productivity.
Threats – External factors such as rising costs, slowdown of the economy and competitors could impact on this business proposition. 

What SWOT Analysis could bring to this problem:
By offering flexible working solutions to its employees a business can successfully boost morale and most importantly mental and physical well-being. By adapting itself and offering various work patterns to the employees it will also show that they care for them and understand that they can have a family and social life outside. 
For the business it will certainly become more efficient as the work schedule has better availability. It can also reduce employee stress as they feel listened to and valued, which increase job satisfaction. 

Solution B
Fishbone Analysis – Root cause analysis tool
A Fishbone analysis is a technique in which a diagram is created that can help in brainstorming and bring in possible identification of causes of a problem and look for causes of it. It was introduced by its creator Mr Kaoru Ishikawa, a Japanese statistician. The process is a breakdown and dissecting a problem and looking for its root cause using a ‘fishbone’ looking structure. Once created it gives a better understanding and apprehension of the problem in question. It therefore assists to uncover all the symptoms of any business issue. 
Fishbone diagram can sometimes not immediately point to a processed based solution. To help get there is the rule of the 5 why’s. By keeping asking ‘why?’ questions till a point of identifying the process is reached. 
In this case study I can apply this example below.
1- Why is the employee unhappy? 
Because he/she does not have enough family time
2- Why doesn’t he/she not have enough family time?
Because the work rota has not been done correctly
3- Why has the rota not been done properly?
Because the employee’s availability has not been completed
4- Why has the availability not been completed?
Because management have not been very effective
5- Why has management not been effective?
The business lack of management skills.



Fishbone Diagram illustration

	Not flexible enough 	Low Drive		Lack of diversity
not focused
on tasks

								NO FLEXIBILITY




High demand for workers	Low productivity		Rota not complete


Shift not covered 	unhappy customers		overworked staff.


Proposed Solution

I propose solution B as my chosen one. I think by using the Fishbone analysis it can is a better way to get closer to the root causes of the problem. As each step is dissected and examined at various levels it is easier to breakdown. 
As each issue is addressed it shows a better approach and covers all areas. This is also benefiting both parties and it will have a direct positive impact. 
Below is a proposed ADKAR model, which has been used to analyse change and better understand it. It is a results-oriented approach used to manage personal transitions.
ADKAR stands for:
· Awareness – Communicate the reason for change.
· Desire – Engage and empower individuals.
· Knowledge – sharing and learning.
· Ability – Identify and address any issues.
· Reinforcement – keep your focus on




	Stakeholders
	Communication Medium
	Timeframe
(Immediate/
Weekly/Monthly)

	
	F2F
	Telephone
	Huddle
	Letter
	Email
	

	Employees
	X
	
	X
	X
	X
	Immediate

	Customers 
	X
	
	
	
	
	Immediate & Weekly

	Managers 
	X
	
	X
	
	
	Immediate 

	Directors
	
	X
	
	X
	X
	Immediately

	Third Party IT Organisation
	
	X
	
	X
	X
	




Process and Follow ups

By giving a deadline to your employees after the consultation process it will ensure that everyone will get back to you within a specific time. This is imperative so that if there is a change of contract or any adjustments needed it can be completed on time and signed off prior to the change happening.
Any official letter or email need to be received with the Human Resources team as this is kept in the employee’s personal files. Any non-consensual or disagreements need to have consultations with the relevant managers with an open mind.

Conclusion 

Any change in a business requires careful considerations. When it comes to Adaptability and Flexibility it can be a sensitive subject as it concerns both parties. Get this wrong or creating upsets can go a long way and can damage the work relationship. Following the correct process and consultations with a neutral approach can give the best outcome. 
Using appropriate employment law consultants can make this process less painful. Also following the correct Problem Resolving Solutions will help make a swift and smooth transition.
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Additional information

Class Activity 
Tasks
1. Create a new menu for a restaurant.
1. Create a new fragrance for Calvin Klein.
1. Lunch a new clothing line. 
1. Decide where to open a new branch of a restaurant.
Using the Seven Steps Problem Solving 
1. Problem Definition
1. Data Collection -What?
1. Cause Analysis - Why?
1. Solution Planning and Implementation – How?
1. Evaluation of Effects 
1. Standardisation 
1. Evaluation of Process
Instruction: 
1. Form a group of 5 persons, select a task from above, and decide the “Best option”.
1. Solve the problem using the different techniques learnt. 
1. Remember, there is no one process to solve a problem; Your critical thinking skills and creativity are essential.
1. Check your options with other groups and identify what they did differently. 

Exercise.

Calvin Klein
0. Where? Shopping Centre
0. What target market? Age group 18-35
0. Why? New scent new season
0. Solution; How – current trend, market analysis
0. Launch – Christmas, Valentine’s Day
0. Improving – Sales offer
0. Evaluating, where could have done better.
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