
ACADEMIC AND EMPLOYABILITY SKILLS

                                                             




Student’s Name: Md Waliur Rahman
Student ID: 1707546
Date: 21/12/17
Assignment Title: Academic and Employability Skills
Moodle Code: BMSK4001
Teacher’s Name:  Shao-Lan



















                       Introduction:



In recent days, Employability skills are getting more and more essential day by day. Every company is setting some skills which are needed to get job, apart from that every person should have some extra ordinary skills in order to get their desired job.  My aim is to open a property business in future. In today’s market property business is getting more and more competitive day by day, so that I am going to need especial skills to compete with the market. At the moment, I am working in retail shop and an estate agent where I am learning lots of skills but still need to work on some skills such as Negotiation skill, Leadership skill, problem solving skill and prioritising skill.



                           

                                

Description:

Negotiation skill:

 Negotiation is a beneficial outcome between two or more people/parties where everyone sacrifices over one or more issues and come to a positive solution.  In workplace Negotiation skill is one of the most important skills especially in this modern competitive age.


I am good at this skill but not good enough for opening my own business in future as negotiation skill is most important in estate agent market. For example, if I put a prize for renting 900 pounds and one of the customer asking to reduce it to 850 pounds then I would consider negotiating that 50 pounds to 40 pounds and we might be making a good deal between us. We only can make that deal because we both sacrificed something.

I am going to read some of the famous book such as ‘INFLUENCE’ by Roberto Cialdini and another famous book written by Chris voss to improve my negotiation skill and practice that skill into my workplace which is very effective way of learning a skill. Also, I am going to do some research on different journals and gather various knowledge about this skill and then come to a solution which method I am going to use to gain effective negotiation skill. I have also read some of the famous books and gathered some information about Negotiation skill:

According to (Fisher and Ury, 1981). ‘Getting to yes’ is an effective way of negotiation. Also (Cialdini,2011). said persuading a person to say ‘yes’ is a good negotiation skill. But (Voss, 2016). gave a different opinion, he said getting to ‘No’ is successful way of negotiation as it allows the speaker to feel safe and in control. I have actually asked my senior colleague about the most successful way of negotiation and they said, ‘If I can compromise bit more that the person I am trying to negotiate with, then I can get what I am trying to get out of them’.




But I am completely disagreeing with my colleagues as I want to get something better, not compromising more than the person to be honest. Perhaps I am completely agreeing with Christopher Voss for the sense he is believing that always try to get a NO. For example, I was working in a marketing company, I was selling TalkTalk broadband where a customer refused to sign the deal I had and I told the person ‘Would you please mind taking this deal for one month for free as a trial and after that you decide if you want to go ahead or not, that person straightway said, ‘NO of course I don’t mind’. For all these reason, a believe that getting a NO is a successful way of negotiation.


 
Negotiation skill always will be beneficial for my company as I can sell a lot more products using this skill. I will be able to get more clients for my company as more clients/customer means more profit for any company.


 Leadership Skill:


Leadership skill is one the skills which an individual can achieve to inspire other individuals, leading from front and ability to make others to do something. A leader should be able to motivate others, delegate people, honest, explain others with clarity, have creativity, showing positivity, taking responsibility, give feedback and able to listen others. Also, a successful leader has a vision, commitment on that vision and constantly monitoring on that vision. Leadership skill is a major skill and is essential for a company as a good leader can lead a company towards a massive profit and reputation.

As I want to have my own business in future, I am going to need very satisfied leadership skill to lead my company in a profitable position. At the moment, I have some of the skills for me to be a good leader, but I am going to need a lot more idea about leadership. To do that I will read some books and do some research. Also, I will be asking my colleagues and friends to gather more knowledge about leadership.

In my workplace, I am an assistant manager and I always try to be a good leader using the leadership skills, for example- I always motivate my staff saying, ‘If you do well in your task given then you will be promoted soon’. I also give feedback which either good or bad and that’s make a lot of difference in them. Another skill I use in my workplace is clarity. As we live in multinational country, we have different people with different accent and most of the time we don’t understand each other because of this. I always take this into consideration and pass my message to my staff or senior colleague with clarity so that everyone can understand.


There are so many research and books have been written about leadership skill and have proven that this skill is essential for a company to go further successful position. According to (Doyle, 2017). ‘Communication is the most fundamental skill’ when it’s come to leading an individual or a client. On the other hand (Sinek, 2011). Said a successful leader start his/her task with asking the question “WHY”. I have also asked to my senior management team about the leadership skill and they said communication is essential to be a good leader. 







For example, in my practical life- I was on pay point in my workplace serving a customer while I was ordering a trainer from stockroom. The person I ordered the trainer did not hear me telling the trainer size, so he brought me wrong size and I had to send it back. So, there were a miscommunication between us and we spent about 10 minutes without even the job not been done. As I found communication is useful in workplace I am agreeing with (Doyle, 2017). 

Leadership skill will be always beneficial for my company as using this skill I am going to lead my company towards a profitable and renowned position. Also, it has been proven by many research that a qualified leader can lead a company into a better position. A good leader can make a relationship between the company and employee which is most important for a company.














 Prioritising Skill:


Prioritising means organising tasks into order by valuing time or importance. It is one of the most important skills to make a company a better and profitable condition. By prioritising task an individual can achieve his/her success in life. Prioritising can be done in so many ways, for example, deciding which task takes less time but more essential and profitable. It’s all about planning the things to be done in right time and right way with more profit.

In my future business which is estate agent business, prioritising skill will be a beneficial skill to run my company smooth and profitable way. I can prioritise my task most of the time but I will still need to improve a lot to make it more official and professional way. To improve my knowledge, I am going to read some of the books such as, ‘The 7 Habits of Highly Effective People’ by Stephen Covey and ‘To Do List’ by Brian Tracy. Also, I am going to take this knowledge into practice at my workplace and make it more effective.  








According to (Covey, 1989). Put First Things First. He said do things in following order:
       1) Important and Urgent
2) Important and not Urgent
3) Not Important and Urgent
4) Not Important and not Urgent
In the other end (Tracy, 2016). Said to prioritise things using a ‘To Do List’. Also in my workplace management team said, ‘Planning Ahead’ is an effective way of prioritising things. After reading those books and gathered opinion from workplace I completely agreed with Covey’s idea and I think his idea is most effective way of prioritising things. 

For example, in my workplace I always was behind my task was given from my company. When I read those books, I started to put into my daily task, I have made a list which task is important and urgent at the same time, which task is important and not urgent, not important but urgent and not important with no urgency. I have done the task first which is more important and urgent in same time. Then I followed the order and now it’s make a lot easy at workplace to do things in right time.







Also, I am going to give another example of my colleague’s real-life experience: He is a very hard worker and always an unsuccessful manager in our company because the way he prioritises his task is completely opposite from me and others. He leaves it at the very last minute when it comes to do his task. He doesn’t have any plan, so urgent things come up and he does it and another urgent comes up as he always forget about his important things which should be done before it comes an urgent. I actually gave him about Stephen Covey’s idea and told him to buy that book, after a week he came to me and told me that he was in dark whole time, now he is following the idea and being more able to be a successful manager.


Prioritising skill will be very beneficial for my company as I will be able to do thing in a right way and not falling behind the task given by my company. By prioritising things, I will be able to make more tasks in less time which will lead my company a massive profitable situation in future. I will also be able to make a list for everyone which task should be more prioritise more and everyone can follow it and make company reputation higher and higher day by day.







[bookmark: _GoBack] Conclusion:


Based on all information discussed above Employability skills such as Negotiation Skill, Leadership Skill and Negotiation Skill I can conclude that these are all essential in workplace to develop any company’s reputation and profit. These skills help to better performance and overall productivity of any company. That’s why a successful company always train their professionals so that they can lead the company in better position. In recent years, it can be said that having strong interpersonal skills is one of the necessary skillset to improve the overall employability factor.
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