RUNNING HEAD: EMPLOYABILITY		1

EMPLOYABILITY		9


Certificate of Higher Education in Skills for the Workplace 
Academic and Employability Skills
University of Wales Trinity Saint David
Module Code – BMSW4001
Student Name- Marios Soulka
Number of Id – 1907844
Teacher – Sylvia Hoffmann
Group Number – 5
Assignment – Portfolio of class activities
Date : 

Content : 

1. Title page
2. Content page
3. Academic and Employability Skills / Introduction
4. Decision making
5. Creative thinking
6. Management Skills
7. Time Management Skills
8. Communication
9. Organizational culture / Conclusion
 11. References









                 ACADEMIC AND EMPLOYABILITY SKILLS
For any business in order to be successful will need to have employees who are placing hard labour and competence, this will help increase the result by having more productivity.
Every employer in every organization will look for specific skills into their employees when hiring them. Besides the academic background needed for most places of work the practical experience will still have to be reinforced, this to ensure that the person will fit in a certain organization and that they will know how to do their job. 

The cover letter plays an essential role into helping the employer understand if you fit the job role.  You will need to precisely describe your skills and give a good understanding to the employer in a few sentences by explaining why you should be employed and what will be the impact you bring into this company in a specific amount of time. It is essential to align the interest and goals of the prospective companies with my goals to portray the compatibility in the organizational culture. For this you will have to show a good understanding about the motive of this organization and show how are your goals similar with theirs. 

Knowing how to write a cover letter in the correct way is essential if you want to get a specific job role. It is recommended to give examples and use your past experiences to associate your skills with the role needed at the organization, this way the employer will have a better understanding about your personality and your portfolio. 
A company that invests on behalf of its clients depend on an excellent reputation to maintain their financial streams. To keep the flow of funds, the firm should be comprehensively presented to potential investors. The cover letter must give the material facts that make the company outstanding and most deserving in the respective fields of operations.
Decision making
Knowing how to properly make decisions in stressful scenarios will be a very needed skill, being able to control your behavior while under emergency situations will help you show the employers your value and experience. Usually, the organizations are faced with a decision-making problem that requires an accurate and timely solution. To recall a product that has been supplied to the market (Jackson, 2015). It is essential to evaluate the potential risks that the products face in the market and the need to recall the products before the customers realize the flaws in them. It is, therefore, crucial to think about the fastest solution to retain the relevance of the company in the market critically. Critical thinking will later help with taking important decisions in emergency cases where time is very short. 

In order to have new ideas you will need to improve your skill of creative thinking. Show the employer how you can bring in a lot of original ideas that can bring progress, prove that you can make creative decisions that improve the quality and quantity of the products and services provided by the organization. Creativity ensures the uniqueness of the output. Through my ability to creatively think in diverse ways, it is possible to diversify the operations of the organization and ensure efficiency in the process of the organization. Maximum efficiency in the operation of the organization helps in increasing the profitability and other goals of most organizations. Creative thinking helps n improving the efficiency of other employees as well. It is, therefore, essential to ensure I have god work relations with the employees of the organization to induce them with the creativity necessary for the success of operations of the organization.
Creative thinking
Without creative thinking organizations will not be able to meet the customer needs bringing failure to the business (Jackson, 2015).. Understand how to properly conduct the market research [perfect market research and make original decision making on the necessary products and services to be produced by the organization.  Coca Cola Company, for instance, is considered to be creative for writing names onto the bottles so now customers can buy the product and read their own name making them associate with the product. I'll ensure the company in employed in minimizes the wastages and maximize the output and consequently, the net profits. It is essential to have creative thinking, but most important is to help the company to acquire or train more employed employees. Using my knowledge to help the company increase its base for good employees help in escalating the efficiency of operations of the organizations.




Management Skills
In order to be successful you will need great management skills, for this you will need to improve your precision and decision making. You can ensure the timely execution of the organization of the organization's activities and decisions. Technological advancement has led to the creation of the global village. This has the effect of increasing the number of producers in the real market. Timely response to the issues raised by the customers is essential for the success of every organization. I will ensure there is a prompt response to all the complaints raised by the customers. The delivery of the services inappropriate time in their respective destination is well taken care of under my strict, timely supervision. Without taking in consideration time management the business will fail, everything needs to be done under a specific amount of time, like deliveries or orders for new products. 
Time management Skills
When making new products you need to wait for the perfect moment of releasing it, have a good understanding about the needs of your customers and when is this product needed the most. For example, on during the summer time there is a high demand for sunglasses, the release date will be perfect with a few days before the coming of summer. Giver your customers time to see and want your product. Explain your employer how you will ensure the organization launches its products when the general public most needs them. 

The market is increasingly becoming a competitive and timely response to the market demands is highly recommended. I am competent in the creation of a response team and researchers to always conduct and give feedback to the organization for the predetermined supply in the market. You will need to use logical guidelines to help you with the organization of dates. 

Show to the employer how your public speaking experience and communication skills will be helpful into the company.  In order to carry out specific tasks with groups of people requires excellent public speaking skills to capture the attention of the employees and unite them towards a common goal. Companies, for instance, when introducing a new brand will require to encourage its employees to try new procedures which may get resistance from some employee. My excellent public speaking skills are to help in uniting the employees and convincing them to embrace the new [reduction n as directed by the organization. Knowing how to speak to an audience is very important in conclusion. 

To mediatize your product and make it seen by as more people as possible you will need how to properly phrase what you want to say.  Publicity’s role is to inform, remind, and educate the potential customers about the product. I have excellent speaking skills to convince potential customers on how best the products suit and fill their needs. The pricing of the products can be correctly communicated to the customers through my effective commination and presentation skills. Finally, reminding the customers of the products can be achieved in a manner that the information will have a perennial effect and influence the purchasing decisions of the organization. The employer will need to see if your time management skills and communication skills are good enough for the role, he needs so make sure you explain enough about you. 

Communication Skills
To get the perfect employee for a specific role you will need great communication skills. I am interested in the effectiveness in capturing attention and ide notification of admirable workforce for the organization. The communication of goals and objectives of the organization to the employees helps in ensuring the implementation of specific purposes achieves the specific goals and objectives of the organizations. The insurance companies depend on the agents who sell their policies to the general public. The use of my excellent public skills will effectively train the employees and motivate them to work towards achieving the goals of the organization efficiently. To properly manage the labour organizations you will therefor need high communication skills

Also, in order to present ideas to potential investor you will need high communication skills. Explain how your public speaking provides the necessary competence to convince investors about the safety of their investment. The excellent public speaking helps in the passing of accurate information to the investors without distortion or breaking of the communication due to ambiguity or lousy accent. I am good at imploring my eloquence to portray the confidence of a company about its activities and perpetual existence. Therefor public speaking is essential into providing investments from investors. 

Organizational Culture / Conclusion
Good understanding of data collection from audience. Show that by using your means of gathering information from the client, the appropriate gathering of feedback remains a problem of the past. The information gained from the clients helps in improving the products and services of the organization. The input is as well crucial in the creation of necessary services that may be overlooked by the organization. My ability to gather the information will help in the excellent pricing of the products hence facilitating the faster penetration and covering of a more significant customer base in the respective markets. Feedback will be crucial to influence the final result.

Depending on the public there will be choice made upon what the product requires. Show the employer how your ability in gathering information helps in gathering reliable information about the feelings and choices of the products they require. Coca-Cola Company, for instance, requires the adequate gathering of data from the public to determine the types of drinks they need to produce to the general public (Packaging of the products influences the market acceptability. The management, therefore, depends on my viable ability to provide the most reliable information about the packaging of the products. Most Islamic communities don't take pork, and it is inappropriate to sell pork products to them. In order to progress with meeting, the requirements of the product for the audience feedback needs to be taken in consideration

The culture of the organization will set out how smoothly tasks will be completed. Comprehensively, the skills learned in class ease the learning and adaptability in any organization.in job training in the most organization involves reminding the employees about the critical skills that are most required by the organization. My agility and apt nature are highly recommended for quick adaptation in any organization. The ability to learn further influences the flexibility in the organization. I can work in any department relative to the type of task assigned. Help the employer understand how your skills of working under pressure will help in the future to meet certain deadlines for tasks. 

You need to be consistent with the application of your skills as it is vital to ensuring the output conforms with the requirements of the organization. Your ability to follow and adhere to the set guidelines effectively helps in consistently maintaining the required code of operations in the organization. Therefor it is essential to be consistent with your skills.

How to properly write and present are skills essential into a company, these will impact on the efficiency of the organization. The leader is vital to have good public speaking skills and also a good experience for this, so he won’t have troubles. Good publicity and advertisement will help with the public accepting the product and starting to desire it. My public speaking skills are critical in the forward movement of the organization. The use of the public speaking skills is very important, knowing how to perfectly choose the words needed to get to a certain goal is vital. To help with new products and new ideas to evolve you will need members with high creativity skills, this way efficiency will increase.  With this you will have to give a good understanding to the employee about the reasons your skills and aptitudes are specific for the job role. 
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