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Executive Summary
The purpose of this report is to analyse and evaluate the necessary skills in order to become an effective business entrepreneur. The aim of this study is to outline the key characteristics for an employment role.
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Introduction

The benefit of employability skills to both employees and employers consist of various skills. The key skills consist of communication skills by listening speaking and writing to others. Teamwork is important as in today’s environment many jobs is involve working in groups or other team members. For example, if there is a complex situation or to complete a task more than one person is needed. Personal management skills, interpersonal effectiveness, computer literacy is a key in the 21st century as most jobs involve ICT. Strong work values, management skills and time keeping. 
There are many skills that is combined to make an employer fit for their job. Some of the benefits listed is a key in this area. The skills listed both are benefits to employees and employer to help make work of a satisfactory standard. 
Some of the skills that are listed below are essential to nowadays jobs. Employability requires a key range of sets of techniques and skills all of which are needed for an employee to be suitable for a job. This will demonstrate some of the key factors that are needed for someone to have the correct skills to be employed.
There are many key factors that employees should know to become an employee who can work to the best of their ability. Some of the following ones that are listed below are crucial to an employee’s everyday work abilities and skills. I believe that these skills will be vital to an employee work life and will come in handy in times of working to a level that will satisfy their manager and colleagues.















Findings

 During my research and from my knowledge I found some of the key benefits of skills for employers and employees. I will be listing the key skills and explaining it further. 

Communication skills
The increasing diversity of today’s workforce brings a wide variety of languages and customs. Communication is a mandatory skill needed in a job. Whether you are carrying out a task or communicating with colleagues and employers. There are different methods of communication including, speaking and listening, reading and responding and writing. There might be occasions where you would need to use devices such as laptop or telephone to be able to communicate with others if they are not in the work place. For example, you may have a client who is out of town e.g Birmingham, you are unable to attend a meeting therefore you may use an alternative communication method by using video conference. 

Team Work
In today’s work environment you will always need to work others. For team work to be of satisfactory level, you need to ensure that you are patient and a good listener. To carry out work in a team successfully you would need to communicate with the other team and liaise to ensure work carried out is fair. 

Computer Skills
Computer skills are becoming a necessity in today’s work force. To be able to conduct office and administration task, majority work places now require computer literacy. This is a benefit to an employee, so that they do not have to waste time training new people in ICT skills. It is a key and major benefit, as in today’s world tasks are almost completed by computer majority of the time. Even of your job is not ICT based it is a beneficial skill to have for example nurses who conduct physical care for patients but at the end of the job it is usually logged and documented in a computer system or database. Majority jobs now require ICT skills to ensure that employers can use certain Microsoft packages for example, Microsoft Word, Microsoft Publisher, Microsoft Excel and Microsoft Power Point. These are general essential skills that is generally required for employers and employees to conduct work. ICT in today’s world is probably one of the mandatory skills required. 




Problem Solving

Problem solving is about being able to find solutions when facing difficulty or set back. Although you may not be able to resolve a complex situation or resolve a dispute you need to make sure you have a logical process for figuring things out. For example; doing research assignments as part of your studies, being able to deal with complaints and work place in a cooperative manner. You may enter professional courses or doing a study skills course to help assist a problem. Moreover, talking to other people to find solutions rather than dealing with it yourself. Team work can be related to this too. 



Skill 1: Communication 
Specific: Refining my communication is essential in the role of an employer. Employers should hope to increase their focus in the speaking and listening elements of communication skills to improve their ability to speak particularly in small groups. 
Measurable: Refining their aim to speak in front of a small group of 4 ensuring to focus on both verbal and nonverbal aspects of communication and gradually increase in the numbers with more confidence in due course to 30 people. 
Achievable: Refining their consult to friends and with teachers to confirm and arrange opportunities for the target to be reached and acquire the necessary resources to make the aim achievable. 
Realistic: Employers should acquire the necessary resources they feel will be well equipped to achieve this aim and proper planning will prevent any issues or obstacles along the way. 
Time Bound:  To have achieved this by the end of the academic year prior to beginning further education this will place them in good stead for future instances where communication skills are required for their chosen course and this will begin as they start their job.
Time Management 
Specific:  Refining to improve their organisation of time as I believe this to be an important aspect in a role for example a clinical psychologist, timing is a key factor in the counselling aspect as acquiring the relevant information in the correct time can be pivotal towards the patient’s treatment. 
Measurable:  They should be able to plan their time in the school day wisely ensuring to complete any pending deadlines on time to increase their time keeping and gradually work to complete assigned tasks before the deadline avoiding procrastination. 
Achievable: They should consult with their friends and family to motivate them to stick to their scheduled times organise their time by asking their teachers about upcoming assignments and with proper planning prior will help to prevent deficient performance in their time management. 
Realistic: They will need to ensure to set a realistic timeframe accompanied by each homework task in my planner to prevent any work being rushed. 
Time bound: They need to aim to see increased progress by the following half term holidays and hope to keep this consistent thereon for the rest of the academic year. 




















Conclusion

I believe the key skills that I have listed in my report and with my research, I believe all the key skills is needed in a combined manner to be able to transmit a job. These are all key elements and essential skills needed in the everyday life. I believe that the following skills are imperative to any job whether it is a professional job or a non-professional job. These skills have a major importance to any job and are needed in any employment jobs specifically. Furthermore, I trust that it would be difficult to be employed without the following skills. These skills demonstrate how you are as a character and explain your work ethic to you workers and managers.
 Having these specific manners allow you to be suitable for any job as they allow you to show them your skills and techniques and more specifically allow them to give you a job that is suitable for your range of skills in your area so that you can work to the very best of your ability. It allows you to also show them how you are as a person and demonstrate any of your experiences and qualifications.
 I feel that employment comes along with many skills and the ones listed above are some of the crucial skills that are needed. Employment is something that happens every day, it allows you to have a job and maintain your finances as well as you daily activities and have your knowledge expand as well as brain develop. It is generally something that will happen to you once in your life, however it is more difficult to be employed without any specific skills and expertise. Although experience and qualifications take a major part in becoming a good employee some of the more basic skills such as teamwork and communication is also something that goes a long way in being in a job. You need to be able to communicate with your workers and customers in order for them to be satisfied with the help that you have offered them.
Different roles require different skills and abilities; however, employees need to be prepared to take on any task that is given to them and so to be prepared you need to have certain abilities which will allow you and help you to find a job that you find comfortable and are suitable for. I feel that these skills take an essential role to any job that you may be employed for.
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