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Executive Summary

The purpose of this report is to recognise some common academic and employability skills for employment.  This report has been prepared to analyse these academic and employability skills.  The findings are nine commonly required skills for most types of employment which also includes the researchers dream job prospect of becoming an events manger.  


The report draws attention to the capabilities of the researcher in each particular skill, and areas of development are also addressed.  It highlights the professional and personal experiences which gave the opportunity to develop some of these skills.  It discusses the researchers desire of becoming an events manager.  An event management role consists of most of these skills highlighted in this report.  Once developed these skills can open a pathway for the researcher of becoming a successful events manger.  


The report summarises potential academic and employability skills that most employers require across the board.  A development in these skills can help gain employment and can potentially secure permanent employment leading to a financially stable lifestyle.  
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Terms of Reference

This management report was requested by lecturer Marie Pitson on the 30th January 2018.  The purpose of the report is to identify the academic and employability skills required in employability.  It also identifies skills the researcher (Nasima Haydory, 1709654) has acquired from personal and professional experiences.  This report will be submitted on 2nd March 2018.























Procedure

The procedure adopted to produce this report was using websites and books.


























Introduction
Academic and employability skills are key learning and developing areas for employment. They are a set of skills that shows off the capability of being affective in a workplace.  Although a degree is vital for some employment, the development of academic and employability skills can help secure employment.  These skills are needed by an individual to make them employable and employers often outline a set of skills they want when employing.  Once achieved these skills can help equip the employee to perform their job role to the best of their ability.  (Stemnet)

These skills can also be referred to as transferable or soft skills.  They can open different career paths for many, indicating that the individual can adapt to different types of job roles.  Employers like to identify these skills and qualities to ensure the employee can fulfil their job role and contribute to the success of the organisation.  Without these skills employers are less inclined to hire even if qualifications and hard skills have been achieved.  Well rounded academic and employability skills along with education and experience can help build a strong foundation of an employee’s career path making the individual a suitable candidate for most types of employment.  (Skills You Need, 2018)














Findings


The researcher has looked into different academic and employability skills that are required for employment.  As result the researcher has found some common skills all employers want from employees.  


Communication skills
Top of the list for all employers is communication skills.  There are many forms of communication, and according to Morgan (2017) this is an essential skill all employers look for.  Excellent communication skills are recognisable in an employee when the person is a very confident speaker, an active listener, a positive thinker and who writes well enough to be understood.  Body language can also indicate good communication, as certain gestures and facial expressions can give the employer an idea of the interest levels of an employee.


The researcher has achieved some of these skills of good communication from previous work experience at a call centre.  Employment requirements were to be an active listener to customers, to deal with customer queries in a positive manner, and to be able to communicate with customers as well as fellow working members, expressing ways of achieving team targets.  


However, an area for development for the researcher would be to develop some good writing skills as Morgan (2017) mentions that written communication can often be interpreted in a number of ways.  The essential requirements for written communication is to be very clear and to make sure the language used will be interpreted by most correctly.  Woodward (2016) supports that an event planner should be able to effectively communicate thoughts and ideas as it is a practical skill used by a planner on a day to day basis.  Once developed this skill can help broaden the chances of the researchers dream employment to be a successful events manager.  (The Balance, 2017)


Team work
This skill is all about working with others.  It is the capability of interacting well with other team members and those who come into contact with the organisation.  Team work is working together to accomplish a set goal.  Morgan (2017) states some factors that come into account while working in a team is to have a common purpose, a specific goal, using a common approach and having mutual accountability for the task set.  A sense of togetherness must be achieved for the team to perform well and achieve the goal.


The researcher considers themselves very confident with team work as previous employment experience of team working has helped the researcher to gain team working skills.  The researcher has the capability to express opinions with others, has a friendly manner, is very approachable and open to all ideas.  


An event manager will require the ability to efficiently work with other working members who help put the event together.  A quality team needs to be organised in order to hold a successful event.  Event management also requires a lot of scheduling and rescheduling.  Merrell (2018) suggests an employee with the ability to work a tight calendar is more preferable.    


Problem solving 
All organisations are faced with difficulties at some point or the other.  An employee who has the ability to face these difficulties or setbacks with a logical and sometimes diplomatic solution has problem solving skills.  Morgan (2017) suggests a structured problem typically follows a set of strategies: clarifying the problem, establishing causes, developing options and finally making the choice to resolve the problem.


The researcher needs to establish more problem-solving skills and CEME (2016) identifies three essential problem-solving skills every event manager should possess.  Firstly, critical thinking helps the planner to see intricate details and helps to unemotionally resolve the problem.  Secondly people skills are needed to help the planner to think with a team rather than making a one-sided decision and thirdly decisiveness as the planner should be able to make a decision quickly and implement it to stop further problems occurring. 


Some of the problems a planner may face can be finding the appropriate location/venue for the event or negotiating the right price for the venue.  There are many other aspects that can cause delays or issues whilst preparing for an event, therefore effective solutions must be found to overcome these.  (Event Planning certification, 2016)


Planning and organising 
All employers like to see the use of planning and organising in employees as Youth central (2018) suggests it is an effective way of knowing what is required and getting the job done.  Apart from organising and planning work commitments it is also about planning around other commitments outside work.  A good way to arrange a day to day routine is do make a plan at the start of the day and to stick to it, this will prioritise what needs to be achieved throughout the day.  (Youth Central, 2018)


The researcher has gained the ability of planning and organising from everyday life experience.  Having dependent children and a busy routine it is important for the researcher to have a planned and organised way of getting through the busy schedule.  
A typical planning and organising technique the researcher uses is to make a ‘to do list’, it helps knowing what needs to be done.  (Youth Central, 2018)


In an event management role, Prospects (2016) suggests that it is key to make plans, as only a plan will show the true potential expected from the event and set a clear proposal for clients to know exactly what the event will deliver.  Organising skills with come into use for arranging necessary requirements for the event like car park facilities, security, hospitality, first aid, media and many more others.  (Prospects, 2016)


Time management skills 
Time is crucial in any employment as there are always deadlines that have to be met and planning is one of the essential skills required for time management.  Planning ahead helps to foresee all the tasks that need to be achieved and how it will all fit best together.  Coaching positive performance (2017) indicates that a well-made plan can save a lot of time.  It can help keep control on the amount of time that is spent on specific work/activities, especially to increase effectiveness, efficiency and productivity.  Accurate time management can be a way to make tasks a lot easier and can possibly reduce stress levels.  (Coaching Positive Performance, 2017)


Good time management will not only help in a working environment but will also give time to spend on other commitments like spending quality time with family members without compromising with other commitments.  For example, the researcher’s typical day is full of multitasking, prioritising time for school runs, extra activity clubs, household chores, making time to attend lectures and allocating study time.  Without the knowledge of good and effective time management the researcher’s busy schedule would be disrupted therefore the researcher has successfully maintained good time management even under pressure.  (Coaching Positive Performance, 2017)


Prospects (2016) advertise that one of the required skills for an event manager would be to work under a lot of pressure to maintain good time management and to ensure the efficient running of the event making the event cost effective.  (Prospects, 2016)


Presentation skills
Presentations are a standard part of employability.  Morgan (2017) explains often presentations can be quite nerve wracking however a good and clear presentation can show the employer the level of confidence in an employee.  A presentation should be a successful delivery of information to achieve a particular objective.  A good presenter should convey the message across clearly and should have the ability to engage the audience.


The researcher feels the lack of confidence when it comes to presenting in front of an audience.  This skill is essential for the researcher particularly working as an events manager as Evvnt (2014) suggests it is an effective way of introducing the concept of the event to the clients.  (Evvnt, 2014)


Having a clear structure of what is being presented, why it is being presented and what the overall message the presenter wants its audience to have will make it an easier task for the researcher and with a good preparation it can help build confidence and calm nerves.  


IT skills
Technology is changing faster than ever and there are some baseline skills an employer wants in an employee to make their organisation much more efficient, to get work done faster and to make work more productive.  Doyle (2017) explains that whatever the job role, computers are almost certain to be involved and all employers want to know what computer skills the employee can offer. 


The researcher has had the opportunity to develop IT skills from previous employment experience.  The researcher has used detailed databases, as a customer sales executive and has maintained good use of the basic IT skills to date through the use of various applications including social media sites.  


Event management has changed since the use of technology has been introduced to it.   A guest post by Makadiya (2014) explains event managers have access to a wide range of software which can make work a lot easier.  Further development of the use of IT skills by the researcher can help produce an easier event management. 


Leadership skills
Leadership is about developing a vision for all members of employees.  It is a quality that can be developed having the right motivation and development opportunities.  Morgan (2017) reveals an employee with leadership qualities can have more responsibilities and often have higher profiles who can be more successful.  


Leading can be difficult for some individuals, however it is exciting and rewarding for many others.  An employer would require a leader who can successfully have followers using the abilities of influence, vision, direction and persuasion.  Makadiya (2014) suggests outstanding leadership skills can guide team members to a successful and roaring event, therefore a leadership skill would be very important skill that the researcher would need to master. 


The researcher has not had professional leadership experiences or opportunities, however has played a leadership role for a family wedding arrangement.  The researcher had a vision for the wedding and then communicated this to others using strategies for the realization of the vision.  Appropriate negotiation skills were also used when arranging venue, catering, and decorating services.  


Academic skills
It is good to have baseline academic skills as well as professional skills as surveyed in Debate.org (2018) proving 100% that the best workers are well rounded, with the agreement that employability is made easier when academic skills go along with professional skills.  The academic skills support development of self-management, language, learning and critical thinking skills as well as the development of academic literacy, numeracy and integrity.  (Debate.org, 2018)


The researcher has a general knowledge and understanding of basic academic skills.  The ability to write, read, spell correctly, and arithmetic skills were all developed during schooling years.  Bringing academic skills and professional skills together can help build a strong foundation for an events management role.






























Conclusion

The aim of this report was to build awareness of a brief understanding of the academic and employability skills required for employment.  It also outlines some of these skills the researcher has achieved through personal and professional experiences, looking at possible development areas for the researcher in order to achieve success in becoming an events manager. 


The report identifies the common skills required by most employers.  It states the necessary skills one can learn and develop to broaden employment prospects.  It is an informative report containing some beneficial findings which the reader and the researcher can develop.


This report can be a useful tool for employees in preparation for interviews and employment applications.  The findings have influenced the researcher to develop more skills and to recognise the researcher’s own potentials.  Developing skills can be a never-ending experience, as different employments require many different types of skills, this report just opens the lid to some of them.    
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