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[bookmark: _Toc39610205][bookmark: _Toc39792197]Introduction
Transferable skills are the skills that an individual can transfer from one job to another. The importance of transferable skills is immense for successful organisations. Most employers in this 21st century is looking for a good set of transferable skills among their employees. The most noteworthy skills can be communication negotiation, leadership, teamwork, etc. Since employees are one of the main assets of businesses, their knowledge and skills contribute heavily to the overall success of the business. In this report, an organisational analysis of a chosen our chosen company ‘Aqua Cars’ will be portrayed. Throughout the report, the contribution of a chosen role in the organisation will be discussed along with a comprehensive environmental analysis of the business.
[bookmark: _Toc39792198]Organisational Overview
Aqua Cars is a private taxi rental service headquartered in Portsmouth, United Kingdom. The name of the company was initialy City Taxis. Later on, it was bought by two entrepreneurs Ronnie and Barry Leng, in 1990 with a total fleet of 16 cards. Currently, the company takes pride in having over 800 cars completing more than 80,000 rides each week. The company’s biggest selling point is that it can arrive at any given location within its radius within 5 minutes, almost 90% of the time (Aqua Cars - Driving the great waterfront city, 2020). The main focus of the service is towards the airport pickups, executive rides, and event services. The company also has its own dedicated apps for both iPhone and Android to provide its users with a seamless service.
[bookmark: _Toc39792199]Aqua cars’ organisational goals
Aqua cars are currently UK’s 4th largest taxi provider, and it is based in Portsmouth. The company currently doesn’t have any explicit vision. However, in the initial days of its inception, its mission as to become the ‘Driving Force of Portsmouth.’ Within a short couple of years, it did achieve its goals by becoming the largest taxi provider service in the entire Portsmouth city (Aslam and Woodcock, 2020). According to an interview with the general manager of the company Bruce Hall, it was found that the company is currently aiming to expand its operations to other cities in the UK and take over the multinational ride-sharing services of the entire UK through the expansion.


[bookmark: _Toc39792200]Key customers and their expectations
The main target group of Aqua Cards is people in the middle class to elite class groups. The company’s guaranteed 5 minutes ride arrival policy is also widely acclaimed by its consumers. The company’s aim is to excel at serving the community of Portsmouth for daily commuting needs. Three of its main services include Airport pick and drop service, which is available 24/7 in all 365 days of a year (Aqua Cars - Company info, 2020). However, this service is currently only limited to the regional boundary of Portsmouth. The company also targets executives and professionals with their premium line of saloons and estates. Whether if it’s a business meeting or a grand event, their Executive ride service is available at the doorstep of customers within 5 minutes of the call.
Aqua Cars also has special services for wedding events, three very luxurious fleets of cars, including the Replica 1933 Asquith Taxi, E300 Mercedes, and the Rolls Royce Silver Shadows. All of these cars are available to be requested for grand events such as weddings or birthday parties. The key expectations of its consumers from the company are maintaining the same level of service that has existed for the last twenty years. Moreover, it is expected by UK citizens for their local company to take over the market of multinational ridesharing services such as Uber or Lyft (R., 2020).
[bookmark: _Toc39792201]Business environment analysis of Aqua Cars
To understand a company’s competitive position in an industry, it is important to assess its external and internal environment. Businesses traditionally use PEST and SWOT models to assesses their businesses in the context of the industry standard and make strategic decisions based on their findings. 
[bookmark: _Toc39792202]SWOT analysis of Aqua Cars
Aqua Car’s biggest strength it's their concentrated focus on the city they operate. The company is serving the people of Portsmouth for more than 20 years, doing it the most widely used ride-sharing service in the Portsmouth city, even beating other giant companies like Uber or Lyft. Aqua Cars management also checks each rider’s background thoroughly before employing them as official Aqua drivers to maintain superior service. Its competitive pricing strategy also puts it on top of other competitions in the market (Jacob and Roet-Green, 2017). Lastly, its 90% accuracy of bringing drivers on the doorstep of consumers is one of their biggest strengths.

Some of its weaknesses include inconsistency of driver availability throughout the day. Drivers are mostly available during the peak business hours. The service also requires a smartphone to be availed, and not all the citizen of the UK currently holds a smartphone. The competing companies such as Uber and Lyft have a much larger pool of drivers.
However, the company has a lot of opportunities in the future, such as using pool features to combine different passengers to save costs. Given its current success in the city of Portsmouth, the company can also expand to other areas of the UK. But, some of the major threats still apply to Aqua Cars, just like any other ride-sharing service in the world, such as high competition in the market (Nachtmann Motala, 2016). Many of the drivers of Aqua Cars have also shifted to competitive companies for a better profit.
[bookmark: _Toc39792203]PEST Analysis of Aqua Cars
The company is heavily influenced by many external business environment factors. The government of the UK has been trying to have better control of the law relating to protecting the state-run taxis and public transportations. Moreover, due to the recent outbreak of novel coronavirus, the UK economy has been affected significantly (Nachtmann Motala, 2016). In the future, there will be a massive crisis in the overall sharing economy of the whole UK due to the declining purchasing power of the consumers. 
Social factors also influence the company significantly. The company has dedicated social media profiles on Facebook, Instagram, etc. where clients can put the positive experience of their rides for others to see. The positive word of mouth through such gestures spreads quickly, doing it a more reliable service in the industry (Jacob and Roet-Green, 2017). Lastly, technological advancement has contributed to the company’s dedicated mobile using which clients can easily avail of their services. However, there is still room for improvement in their app user interface compared to other companies such as Google or Lyft.
[bookmark: _Toc39792204]Role of employees within Aqua Cars
Aqua Cars takes pride in employing over 700 drivers throughout their services. The company also has a dedicated customer service department that has more than 80 full-time representatives working in the company. The telephonists are the people responsible for taking bookings of rides and answering questions related to the ride services. Besides them, the drivers of the company play a major role in its overall success (Aqua Cars - Company info, 2020). To monitor both the drivers and the customer service department of the company, a number of management staff conducts management related activities. The management of Aqua Cars includes Co-owner, General Manager, Assistant General Manager, Office Manager, Senior Software Engineer, Media Coordinator, etc. The Office manager overviews the customer services staff, whereas the general manager overlooks the management related problems of the company (Mills and Prince, 2013). The dedicated app of Aqua Cars is monitored by the engineers. All of them collectively work rigorously towards meeting the organisational goal of Aqua Cars.
[bookmark: _Toc39792205]Training and Development program at Aqua Cars
Every recruit of Aqua Cars goes through extensive training and developing programs. The company only hires well-trained drivers for the service. However, they go the extra mile to make sure the driver’s attitude towards the clients is top-notch. So, they arrange an inauguration training program to teach the organisational value and culture to the drivers (Nikanorova and Loseva, 2019). The company also arranges training programs for their customer service department from time to time to ensure that its customer service quality is well crafted and updated. The sales staff are also trained to act politely with all types of clients. 
Moreover, the operations management of Aqua Cars is trained to resolve any disputes between drivers or clients to ensure that the company’s image and the interest of clients are intact. The training and development programs at Aqua Cars are important to let the people associated with the company know about the organisational value and culture of the company to provide better services to the clients.
[bookmark: _Toc39792206]Choosing a role in Aqua Cars and its importance in the organisation
One of the most important roles at Aqua Cars is the role of Office Manager that is being carried out by Ms. Rebecca Whiting. Ms. Rebeca was employed by the company in 1992. Since the company does not have dedicated human resource management (Ison, Merkert and Mulley, 2014). Ms. Rebeca plays many roles related to managing human resource and deal with wages and vat related activities for Aqua Cars. The solid finance background of Ms. Whiting helps her manage her day to day duties of an Office Manager. 
The Office Manager also ensures that the interest of all other staff of the office is taken into consideration and their salaries are paid in due time. They also act as a liaison between the firm and its employees. In often cases, the Office Manager also has to be the face of the organisation in public relations seminars.
[bookmark: _Toc39792207]The skills and knowledge required to carry out the role of an Office Manager.
The Office Manager of Aqua Cars is one of the key management persons. They oversee the general office operations and guide other departments of the company to reach company objectives, coordinate management staff, supervise monitor and train new employees and oversee the supplies, equipment, and maintenance of the office.  Since Aqua Cars do not have any dedicated HR personal, the Office Manager of the company also plays the roles of the human resource department to oversee all the recruitment and salary-related issues of the company (Denicolo and Reeves, 2014). Considering the diverseness of this role, there are many skills and knowledge required to execute it properly. 
Firstly, the office manager must have excellent communication to streamline the information process throughout the organisation. Effective leadership traits also have to be evident in the office manager as they will need to supervise many subordinates (Mills and Prince, 2013). Team working spirit is also needed for this role as they are often required to work with others to achieve a collective goal. Having good qualities like empathy, active listening skills, etc. can also give an extra advantage to an office manager to do their job better. Lastly, they must be dependable and trusted by the subordinates. Only then, the employees can be properly managed, and organisational goals can be reached.
[bookmark: _Toc39792208]Conclusion
In every successful organisation, the role of their key employees has always been one of the driving factors of their success. Transferable skills are referred to the innate skills of individuals that they gather throughout their life. Regardless of the job role, every employee must possess a basic set of transferable skills in order to go ahead in their career. In this report, readers can witness how the transferable skills of the office manager played a vital role in their professional life. Similar to that, every other role in the company requires employees to have a number of transferable skills.
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