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· Find 4-6 different online articles that discuss employability and summarise them in the form of an appropriately structured academic report. Include a section where you briefly analyse your own employability skills. 
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1. INTRODUCTION
My goal is to reach a good management position as a CHIEF EXECUTIVE OFFICER in some important company.
I would see myself at the top of my own company if I will have some brilliant idea to create some new product or service and build my own business and make it successful.
I could also start a career in some good company and by working hard, become the boss there. I am actually working as a duty manager, but in the future i want to reach an higher management position. To do it, I will need a good experience in:  management, sales and marketing, communication skills, reliability and the capability to think outside the box.  


2. MANAGEMENT
To run a competent business, every company needs an efficient management in any business department.
In her article Doyle (2019) suggests the main management functions are planning, organizing and leadership. In the following three points I will report her thoughts about management.


2.1 PLANNING
A good manager has to be able to organize the workflow of the team in a way to accomplish the goal set from the company or the manager itself. Manager has to create a plan keeping on mind what are the resources available, such as time and budgets, and assign the right task to the right member or group. Doyle goes along saying that a manager has first to analyze the company requirements, identifying the stakeholders preferences or interests, do a research and develop a work plan. Once the plan has been approved from the company it is time to present it to the team and assign tasks.


2.2 ORGANIZATION
Management needs to be good in organizing the work plan and guiding the team during the whole working period. Manager has to give order and priority, arranging what tasks have to be completed before others. Having a good organization in a teamwork means that the team is collaborating with the management and there is an efficient communication in the work environment. With a good communication and organization, the team and the manager would get more confidence in themselves, boosting the productivity, and reach the task assigned. A good management make the organization works smoothly and is important to keep coordination across department and functions of it.

2.3 LEADERSHIP
Another important part of a good management is the leadership. An effective leader sends positive vibes to the group, gives motivation to others increasing their productivity.
Leader must be an example for respecting the norms and everyone in the work environment and having a good behavior. A good leader has to give tasks or order to team member, help them to recognize a problem if there is one and find the best solution.  A good leader has to recognize when some member or members did a good job and give them a prize. Doing that, he/she would have a happier and more productive team.

2.4 CONCLUSION
I am working as a duty manager and I know I have to be good in relationship with people, be supportive for my team and guide them. I have also to represents who work with me, so I have to protect them when it needs and i recognize when they do a good job, being thankful and proud of them.
I need to have clear ideas about how the business works, what is the goal of it and runs it as the best as i can, giving satisfaction to customers, the team and myself too.




3. SALES AND MARKETING
Doyle (2020) defined a marketer someone who is able to show the company’s services or products to the public and to increase the company’s income by making sales.
She has reported that it is important to understand what is the actual market demand, analyse if the product going on sale answers the question, and edit it if needed, then put it in the market.
Below I will report the two points of Doyle’s article that I like most.
.
      
3.1 HOW MARKETING AND SALES WORK 
It is important to start selling the product in the right time and in right market, where there are many customers interested in that kind of product or service that the company is selling.
The marketing process consists of studying, analysing and understanding the value of the product, doing marketing research, then start sell the product. To make the product visible, the marketer would use some communication channels to reach potential buyers which are:
Verbal or Speaking: having a speech in front of the customers, reaching their minds with the product’s information on sale and make them buy it. 
Non-verbal or Written: Via newspaper, flyers, books and email; It would be a great channel of sales because people could easily see the product, do some research, ask information about the product and buy if interested. 
Digital tools: creating some video that it shows the efficiency and quality of our product, transmit it into some important channels like television, social media or maxi screen in crowded places, would make that product more visible and increase our sells.
       
3.2 MAIN GOAL
In a field where supply and demand are always changing, a good marketer has to be able to handle it keeping calm and find the best solution to meet the market demands. Finally, the key elements of marketing are to find customers and make them interested to the product, open a negotiation and to keep track about the company’s timeline, budgets and expectations. In short means to present a win-win proposal that achieves your goals but also meets the needs of the other party. 
    
3.3 CONLUSION
I would like to say that to run an efficient business this is the field where the income comes to the company, so this is a very important skill.
I have some experience in it because in a place where I work am usually taking care of the retail part of the shop where we sell coffee machines and products for them, and I would say that when i sold something it felt good because it means that I was able to explain quality and the characteristic of the product and most important, customers have trusted me.
Looking for improving my sales and marketing skills.




4. COMMUNICATION SKILLS
Communication is the act of transferring information from one place, person or a group to another.
Communication in a workplace creates a relationship with the customers and improves the team relationships and guarantee a reliable work environment. 
To become a good communicator, effort and training are required every day. It is important to pay attention while have a chat, to care about customer request, sharing thoughts and words with the team.
      
4.1 COMMUNICATION ABILITIES
Maund , Schriek and Tinkler (2017) talk about three key abilities for an effective communication in their book.
Encoding is when the message moves from the sender to the receiver. It could be a verbal communication speaking to one person or more, characterized by a vocal tone, facial expressions and body posture; written communication might come by email, text message or hand draw letter. In the case of body gesture the message will be sent through some movement of the body or with a facial expression.
Decoding: the receiver has to be able to paraphrase the message received in order to understand the message meaning and send back a feedback or eventually ask for more details. 
Thinking: this step is present in both phases, before to start encoding it would help to focus to the receiver, define the message’s meaning and the channel trough which the communication would be transmitted (spoken, written or body gesture).in the decoding phase would let the receiver have a clear understanding of the message and send a feedback.
       
4.2 EFFECTIVE COMMUNICATION
In her speech HEADLEE (2016) point out some important relevant factors in the active listening, crucial element for an effective communication. To start communicate is important that the receiver is totally focus into listen the speaker or in the written communication received, keep out any other thoughts and do or try to do understand the speaker.
She continues saying that listening is the most important tool into a conversation, and it should be used for the purpose of learning and not just to be able to respond.
It is important to accept any feedback or judgement during a conversation; it would let the speaker understand the listener point of view. it would also show the speaker as an open-mind person, which is synonymous of effective communication.  
      
4.3 CONCLUSION
To be an effective communicator is important to have good language skills. it is important to have strong communication skill because everywhere I would work, I can have success mostly if I will be able to understand people’s idea, and I will attention to everyone who would try to communicate with me. 




5. RELIABILITY
“The three R’s of winning team are Reliable, Results and Relationships. But a reliable team is built on reliable players.”, that’s the main point in Colan’s article (2015.) 


5.1 HOW TO BE RELIABLE 
Here below I will summarize Colan thoughts.
He believes reliability skill is important at work and in the life, because it shows how mature one person is and it would give benefits to employee and employers. One person can be considered reliable when people, like employers, colleagues and customers, have trust on him/her.
Into the business reliability show some important aspects, which are:
-arrive on time at work, with the mindset focused already to start working;
-respect any project deadlines and make any effort to achieve them, even when issues and difficulties are disturbing the working performance;
        -Take some extra work for help the team if possible;
-Make sure to accept only projects or tasks that will achieved bringing high quality, avoid  get overwhelmed of work and won’t be able to manage all of them;
Reliability is based on trust, respect and humility, which affects any relationship, in a workplace and even in the personal life.

  5.2 CONCLUSION
I can see myself on these main points of reliability skills, and it is very important to me if I want to have a successful carrier. I have always respect everyone and everything in my workplace, and I believe keeping do it I will improve my skill, which would help me reach a good job position. 





6. THINK OUTSIDE THE BOX:
According to Wikipedia (2018) Think outside the box is a metaphor that means to think differently, unconventionally, or from a new perspective.

6.1 HOW IT WORKS
This interesting article written by Hertzberg, (2018) he talks about different factors that affects and help anyone to come out with some new ideas. Here there is my report about his article.
 He said that when there is a problem, that make someone struggling to find a solution, the best thing to do is to put on the side the ideas came up until that moment, and clear up the mind. Once the mind is free, fresh ideas would come up, and probably those ideas can be interesting and helpful to solve the problem took in consideration.
Some activities can help to think outside the box, as example:
-go for a walk and take some fresh air, is a relief for the human body and would help to clear the mind;
-read some books associated to the problem’s topic, might help to find some particularly episode reported in the book, and guide him/her in finding some good ideas; 
-Take some class would help the person to be more informed and educated in some specific topic.
[bookmark: _GoBack]In the world of business where everything happens and change too fast, have the capability to think outside the box it is fundamental to help the company to solve some issues. Be able to come out with some great idea can be a success for the person and the company too, because it could satisfy the market demands and walk over the competition.

6.2 CONCLUSION
This skill reported in this article fascinate me, because explain that when we cannot find a solution for something, the best thing to do is to take a deep breath, go for a walk and clear up the mind. My most recent example it is when I was writing this assignment.
sometimes I was working too much time on it, and I could not find the right words or the right article for carry on my work. What I have done was to turn off the laptop and go out for a walk, a ride or a drink; and it is true that looking around us sometimes we can find some answer or good idea that help to carry on our work.
I believe everyone has this amazing skill, we just need to use and practise it and it would be helpful to solve some trouble and find some answer.
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