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PART ONE: MANAGEMENT REPORT
The benefit of employability skills as an employee 
There are many benefits of employability skills for an employee. The benefit of time management skills are:
1. Less Stress – Managing your time can directly reduce stress level as there will be fewer surprises, fewer tight deadlines and less rushing from task-to-task and place-to place.
2. Get More Done –Being productive is one of the main goals of time management. When you are aware of what you need to do, you are able to better manage your workload. You will be able to get more (of the right tasks) done in less time.
3. Less Rework – Being organized results in less rework and mistakes. Forgotten items, details, and instructions lead to extra work. 
4. Less Life Friction and Problems – Whether it is a forgotten appointment or missed deadline, not managing your time results in increased life friction. 
5. More Free Time – We can’t create more time, but you can make better use of it by managing your time. Even simple actions like shifting your commute or getting your work done early can produce more leisure time in your life.
6. Less Wasted Time – When you know what you need to do, you waste less time in idle activities. Instead of wondering what you should be doing next, you can already be a step ahead of your work.
7. More Opportunities –being on top of your time and work produces more opportunities. If you are early you will always have more options. 
8. Improves Your Reputation – Your time management reputation will precede you. At work and in life you will be known as reliable. No one is going to question whether you are going to show up, do what you say you are going to do, or meet that deadline.
9. Less Effort – A common misconception is that time management takes extra effort. To the contrary, proper time management makes your life easier. Things take less effort, whether it is packing for that trip or finishing up that project.
10. More Time Where it Matters –Managing your time is allotting your time where it has the most impact .Time management allows you to spend your time on the things that matter most to you.
Reference:
Jarrows, C. (2013). The top 10 life benefits of time managements; [online].available:https://timemanagementninja.com/2013/10/the-top-10-life-benefits-of-time-management/ 
The benefits of negotiation skills are:
1. Professional Development and Career Advancement
By learning negotiation skills we will develop and evolve into better employees. As employees we will become more effective in whatever employment capacity we find ourselves in, due to our learning invaluable negotiation skills. We will become better problem solvers and learn how to navigate our way through conflict and disputes with greater ease and accomplish better business results along the way. Negotiation skills will enable us to achieve a more powerful understanding with our co-workers, managers and especially with our clients or suppliers. Increasing our negotiation skills will help us to elevate our own career paths because we will have a better understanding of the needs of both management and our clients.
2. Conflict resolution
One of the most vital areas where negotiation skills offer us a considerable advantage is in learning to resolve conflicts. Negotiation can resolve conflicts more smoothly because the process revolves around our ability to pro-actively communicate and listen. We learn to understand not just the positions being adopted in a conflict; we learn to uncover the reasons behind the positions. The ability to resolve a conflict by striving to find a creative solution can only elevate our value as a member of the team.
3. Problem Solving
Negotiation is about solving problems. Every day we are challenged by a variety of problems ranging from everyday disagreements to major interpersonal or professional disputes. Each situation is unique, but by the learning and practicing negotiation skills we can more readily adapt to the vast collection of challenges we face. As negotiation skills include problem solving, we can learn an assortment of effective strategies which we can adapt to almost any problem we encounter.
4. Communication
A successful negotiation is made possible by learning to communicate proficiently. Negotiation skills require that we learn about exchanging and sharing information. We learn to not only see the world through our own eyes more clearly, but more importantly, we learn to see through the eyes of the people we need to persuade and influence. By gaining a broader and more complete perspective of the situation we can engage with our peers and clients with a greater level of both confidence and ability. Likewise, by learning to listen we will be able to relate and to fully appreciate their interests with a more productive understanding. 

5. Persuasion
One of the most positive results which can emerge from developing good negotiation skills is the ability to persuade. Becoming persuasive can only occur when we learn to understand the nature of the problem and through our ability to effectively connect communicating. The ability to persuade is one of the most powerful negotiation skills an employee can have in their skills range.
Reference:
(2012). Top 5 Benefits of Employees Learning Negotiation Skills; [online].available:https://www.negotiationtraining.com.au/questions/employees-negotiating/ 
There are many benefits of interpersonal communication skills.  For employees, actively working on interpersonal communication skills can be a big boost to career progression and current job satisfaction. The increasing occurrence of communication technologies means employees aren’t always conversing face-to-face. This can create communication barriers and affect the opportunities for positive interpersonal interactions. Being aware of how you communicate in writing is important to developing written communication skills and professionalism, as you understand different communication styles. Listening to others while suspending judgement and being accountable for your actions boosts how others perceive your integrity and assess your personal values. Further, actively listening to constructive feedback builds confidence and job performance. Developing the self-awareness of your own interpersonal skills in these areas (and appreciating the ways others communicate) can position you to be considered for promotions and opportunities as they arise. It also boosts current happiness and job satisfaction.
Reference:
(2018). The Importance of Interpersonal Communication in the Workplace; [online] abvailable: https://roubler.com/au/interpersonal-communication-workplace/ 
The benefits of IT skills for an employee are:
1. You can enjoy a significantly higher paying job.  Strong technical skills allow you to influence technology to the hilt, and that influence pays. The better you understand the technology you use, the more value you can efficiently extract from it. People gladly open their wallets to pay those with in-demand technical skills.
2. Employers are always on the lookout for team members who influence available technology to its full potential. Branch out and take charge of projects never before thought possible. You’ll be in charge for the tech, and not the other way around. The more technical skills you gain, the easier it will be for you adapt to developments in technology. 
3. Organizations are always on the lookout for technologically apt employees because they work faster and smarter. They build agile and well-connected business environments. Doing business with thousands of clients across the globe is not only a possibility, but a very potent reality for organizations. They understand that ignorance can be costly, and adequately trained employees can help them in achieving their organizational goals. Technical skills can give you the ability to offer low-cost, high-tech solutions that solve real world problems for employers across all industries. In addition to saving money, employees with the right skill set also save time by solving problems faster.

Reference:
Malik, S. (2018). Importance of Technical Skills in The Workplace; [online]. Available: https://www.quickstart.com/blog/post/importance-of-technical-skills-in-the-workplace/ 
The benefits of employability skills for an employer
The benefits of time management skills for an employer are:
1.  Time management: helps you identify the tasks that use your time most effectively. When you focus on the tasks that yield the greatest financial gain and delegate or set aside the tasks that don’t yield as high of a benefit, you and your company are set up for success. The tasks that don’t fall high on your priority list could be just what someone else needs to do to feel successful at work.
2. Increased quality – Time management helps us focus on the tasks that matter most and groups similar tasks together. When we are less overwhelmed by putting out fires, it’s possible to focus intently on the work that’s in front of us. Our minds work better when it’s not jumping from one thing to the next in a panicked way, so the quality of our work is likely to increase and efficiency will improve. When quality is up your company and you look good.
3. Better decisions - Time management equips you to get a healthy grasp on the time you have in the day and which tasks you can fit in that time. When top priorities are handled first your business continues to grow and you’re emotionally free to make decisions with the peaceful confidence knowing that you’re on the right track.



Reference:
Kinsey, A. (2018). 5 good effects of time management in the workplace; [online].available:
http://work.chron.com/five-good-effects-time-management-workplace-27491.html 

The benefits of negotiation skills are:
1. Employers can negotiate the best deals for you business – learning as much as possible about you industry will help you to understand what a fair price is, and how to negotiate a good deal. Making contacts and building business relationships can be an effective way to get prices down.

Reference:
Stone bridge college. (2017). 5 ways negotiating can boost your career; [online]. Available:https://www.stonebridge.uk.com/blog/business/5-ways-negotiating-skills-can-boost-your-career
 
2. Negotiation skills build respect – Respect is an essential part of business. It is important that your employees respect you if you want to get good productivity out of them. The impression you leave after a negotiation can have a lasting impression, which can impact everything from future negotiations to your reputation in your industry. The ability to be able to negotiate will make people want to work with you.

Reference:
EC sourcing group. (2018). Top 5 reasons negotiating skills are needed in business; [online].available:https://www.ecsourcinggroup.com/top-5-reasons-negotiating-skills-are-needed-in-business/ 

The benefits of Interpersonal communication skills for an employer are:

1. Employers can build teams – If your employees know they can talk to the employer about their problems and the employer will listen, that binds them to the company. Good communication builds teams and increases employee loyalty.
2. Clear actions – by giving clear instructions and guidelines your employees will understand their duties and responsibilities, everything flows more smoothly. 
3. Managing diversity - Good communication is even more important if the workforce is diverse. With a mix of races, nationalities, genders or faiths on the job, it's easy for people to accidentally offend each other. If promotion and employee review rules aren't clear, minority workers may feel they've been discriminated against. Policies that clearly spell out how the company applies rewards and penalties can clear things up. Clear guidelines telling employees how to treat each other helps avoid unwanted conflict.
Reference:
Sherman, F. (2018). What are the benefits of effective communication in the work place; [online].available:https://smallbusiness.chron.com/benefits-effective-communication-workplace-20198.html 


The benefits of IT skills for an employer are:
1. Execute on business plans more quickly.
Giving everyone in your company a foundation in digital literacy and technical skills puts everyone in the same page. Now your executive team can make more informed decisions, your designers and marketers can work directly with your development team, and managers can make better estimates of the time needed to complete projects. By moving as one you can reach company goals faster.
2.  Stay on top of rapidly changing technologies.
Your developers need to engage in ongoing learning to stay up-to-date with the latest tech. But what about the rest of your team? Maybe your support team doesn’t need to build an app, but understanding how it’s made and recent updates can help them field customer questions. Your business can only compete in a digitally complex world if your employees are comfortable living and working in it.
3. Provide opportunities for internal mobility and bring development in-house.
The hardest positions to recruit for are technical – and that outlook isn’t changing anytime soon. By 2020, the Bureau of Labor Statistics estimates there will be a gap between the number of open technical positions and skilled workers able to fill them of nearly 1.4 million. New hires can be risky, too – they need training, on-boarding, and adjustment periods, and even then they may not end up being a good cultural fit. Why not create your own tech talent? TechCrunch has suggested that the specific technical skills and experience required by companies may need to be addressed by the companies themselves. By nurturing your own talent, you get high-skilled employees with experience specific to your needs and company, and your new developer gets a great new job without having to change companies. Plus, promoting current employees to new technical roles saves you money in recruitment costs, loss of productivity and salary, and they are already familiar with and loyal to the company. Companies that create internal hiring programs see an increase in employee career satisfaction and retention - always a good thing.

Reference:
Bell, M. (2016), 3 reasons technical skills training is the best investment to make in your team; [online].available:https://elearningindustry.com/3-reasons-technical-skills-training-best-investment-make-team 










PART TWO: ESSAY

Reflection is important for me as an employee because when I ask myself simple questions like what did I do well in this situation? Or what could I do differently? I can make small but cumulative steps to doing things better at work. If I reflect on my interpersonal communication skills and realise that I may have communicated in a negative way then I can apologies in the future.  I can also take time and avoid making hasty decisions. By reflecting on my time management skills I can work out how to save time by acknowledging where I have wasted time, so in the future I can use it wisely. The Gibbs cycle is an example of a reflection model:
[image: Image result for gibbs reflective model]
Reference:
Rumson, R. (2016) GIBBS – REFLECTIVE CYCLE MODEL. (1998). 
Another example of a reflection model:
KOLB’s MODEL:
[image: cycle.png] 
The positive aspects of working as a team to prepare a presentation are that I can complete more work for the presentation than I can on my own, When different team members apply different skills often there is a more effective solution than one person working on the same problem and when teams work well together they are supportive of one another. Shared support encouraged me to achieve goals I may not have realised I could reach on my own.
 The negative aspects of working as a team to prepare a presentation are that the group gets the credit for the presentation whether every member contributed equally or not. This creates anger and a feeling that a few team members contribute the most work while the rest make least effort. Another negative aspect is that there are too many people, too many ideas and “experts” to come to an agreement and achieve a good result.
The positive aspects of presenting a presentation are that it improved my confidence and my ability to speak in front of an audience. At first I was a bit nervous to present the presentation but slowly I started to become confident. I also wrote notes as bullet points to help me during the presentation this helped me because I wasn’t reading whole sentences off the paper which improved my eye contact whilst presenting. In my presentations I had most of the skills required to deliver my presentation successfully which were:
· I had a smart appearance
·  I greeted/welcomed the audience
· The write concept for the presentation and it was short and right to the point.
· Logical presentation
· Timing
· Eye contact

The negative aspects of my presentation were that, for one of my presentation I wasn’t prepared and I wrote to much information on my notes. Also I keep repeating what I say. I didn’t have some of the skills required to deliver my presentation successfully which were:
· Clear speech
· Conclusion
· Take a delivery without notes

The positive aspect of academic writing is:
· When you reference your work it gives credit to the writers who I have borrowed the words and ideas from. 
The negative aspect of referencing is:
· That not all websites provide enough information required to reference.
The positive aspect of paraphrasing is:
· That you can shorten long paragraphs into your own words which save time in preparing for presentations and I can focus on the key points.
The negative aspects of paraphrasing are:
· That I sometimes leave out key information which should be included.
·  Sometimes I accidently change the original meaning of the text
· I add my opinion. 
The positive aspect of writing third person is:
·  I can write from a different perspective which allows me to see a variety of views.
The negative aspect of paraphrasing is:
· I find it hard not to write in first or second person as I am not used to writing in third person.
In conclusion, I need to be prepared for presentations in mirroring and write down notes as bullet points rather than whole sentences and not write chunks of information. Furthermore, I need to improve on my paraphrasing skills by practicing to analyse key information.  In order to improve my presentation I need to rehearse for it beforehand making sure I have all the criteria’s needed.
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