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Executive Summary
The purpose of this report is to look at different skills that are available and how they are vital to employment. Many employment require a certain kind of ability for its profession but what all employers search for is strong interpersonal skills. The importance of each skills for general employment and the value of these abilities in the writers job is looked at within this report and how the skills can help an individual to be more prosperous in the career line.

The report finds that there is a negative approach of each skill if not implemented accurately at work, and this can effect an organisations profit, effectiveness and efficiency. All though the writer has obtained many of the skills mentioned, there are still skills that need more developing in order to be able to reach desired profession. 
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Terms of Reference

This Management Report on employability skills was handed out on the 18th June 2018 by Shehla Khan. This reported must be submitted by the 20th of July at 2pm. 




























Procedure
The writer used books and websites.



























Introduction

Employability skills are a set of attributes and abilities which have been achieved to help gain an employment suggested The University of Kent, (2018). To acquire a good career in employment a degree is not enough explained The University of Edinburgh, (2018), as recruiters are looking for graduates that have already obtained skills and are “work-ready”. According to The Glasgow Caledonian, (2018), due to the shift in the global economy, employers mainly look for employees that use initiative, that are flexible and can complete task.
The most successful people professionally are those with strong interpersonal skills, these are traits possessed rather than being taught and those individuals performance is more productive (Investopia 2018). Interpersonal skills consist of verbal, non-verbal and listening along with skills gained through childhood such as negotiating and emotional intelligence. These skills are most useful when working in groups which give better insight on group dynamics and how to work with the team (Skills You Need, 2018).








Findings

Time Management:
Time management is essential in a workplace explained Morgan, (2017), if not managed accordingly an individual can miss sales, deadlines or meetings, the employee can then be perceived as unreliable which can take away future leadership roles. According to Andrews, (2014), employers look for time management qualities as this impacts the productivity performed by the employee. In an organisation each worker is given a set amount of time, an employee must make use of the time by prioritising tasks, not wasting valuable time and having the opportunity to make important decisions producing high standard results. Managing time reduces stress and decreases anxiety.
The writer that is recruited by Rico Company delivering medicine for Lloyd Pharmacy, time management is just as essential as any other job to ensure medicines are delivered to the patients on time. As explained by Employee-Motivation-Skill.com, (2018), organising products and setting goals by planning the deliveries of the medicine according to the addresses completes the work as well as recording good performance for the company. 

Communication Skills:
Communication is when more than one individual exchange information such as, ideas or thoughts stated Maund et al (2017),  verbal communication is commonly used in organisations as team workers have to communicate to solve problems. According to Activia, (2018), having good communication at work means getting a point across by interacting with team members and customers, also aids team building, run tasks smoothly, improve work efficiency and reduces the chances of misunderstanding. Williams, (2014) explained that a National Association of College and Employers (NACE) revealed in a report, verbal communication is the top skill searched for in a recruit.
Non-verbal communication can be expressed through expressions, eye contact, hand gestures and body language. Businesstopia, (2018) that non-verbal communication increases understanding and can support the employers during an interview such as, eye contact can demonstrate the candidates confidence, sometimes eye contact can also be perceived as over confidence.
As a delivery person verbal and non-verbal communication is vital to speak to medicine dispensers for any vital information that may be needed to be known about any particular medicine, patient, care home or hospital. As Doyle, (2018) stated, listening is just as vital in the writers profession to be able to comprehend what the writer is asked to do. Non-verbal communication is important as gestures such as smiling to patients and eye contact to be focused is also necessary. 



Organisation and Planning Skills: 
Employer value organisation skills as this demonstrates an employees determination and management of work duties by prioritising, time optimising and wisely planning. Being organised means managing time by scheduling and planning meetings and tasks in a workplace (Kokemuller, 2017). According to Orega, (2017) employers expect employees to be organised daily which include organising emails, equipments that are needed, keeping records in order to be able to contact necessary people easily. A manager must organise the employees according to skills attained. 
In the delivery business, organisation and planning is key to ensuring medicines are delivered to the correct destinations by planning the routes and organising the list scheduled. As Sheahan, (2017) explained, keeping organised help the writer to be up to pace with what the roles involves, organisation helps to keep important document such as prescriptions in order, not having organisation in place can increase the chance of losing the prescriptions and miss placing medicines or even delivering the wrong medicines to patients. Overall being organised is being more productive in the workplace. 

Motivation Skills:
Employers that motivate the employees in the workplace help the company to achieve goals and solve problems explained Reference, (2018), motivation is known by employers to be the primary factor behind staff producing productive work and also avoids employee turnover. Many methods of motivation can be done by employers such as giving recognition to staff for good work. 
In general the writer does not work in a office base with a team but still motivation can be given by employers that boost confidence when leaving with the medicine parcels and being appreciated when returning at the end of a day. Ganta, (2014) explained employees feel motivated when a sense of accomplishment is achieved, some workers are self-motivated and are not in search of any recognition as these employees have high confidence. 

ICT SKILLS:
Having basic ICT skills is what most employers expect from the employees stated Clark, (2015), as most businesses are technology based companies and reliant on using basic data, so having a computer-literate staff is essential to do things such as, sending and receiving emails. At times organisations expect  staff to take further training to expand the knowledge of using  graphic design skill. 
The delivery company mainly interacts with the employers through email to give any vital information, to give instructions of which employee is based were for the delivery and to also email the payslips as Rico is a big organisation working around the Uk, this method is most effective for communication, the employees are expected to have the basic knowledge of using the computer, other than that the drivers do not need to use the computer relating to delivering the medicine. Cox, (2014) explained, most employers like to communicate through emails and this method was classed as the top rated channel. 

Negotiation Skill:
Negotiation is an ability that can aid an organisation in many points such as disputing to potential damage with officials or resolving internal conflicts, stated Hunsaker, (2016), negotiation skill are considered as a core ability in some organisation and offer employees training and mentoring for the negotiators. The University of Kent, (2018) explained that negotiation is also a persuading or influencing skill, as this ability involves convincing others to take a particular action. Many employers look for this skill especially in work fields such as marketing, sales and buying. Negotiating involves an individual to listen carefully, clarify issues. Identify common ground and keeping calm.
Any kind of negotiation ability has not been required in the role of delivering medicine, but still it is a good skill to have. As explained by Doyle, (2018),  they may be some point that negotiating with the employer regarding other factors such as negotiating a raise, a extra vacation or even taking sick leave. These are typical employer to employee negotiation which has not yet been experienced by the writer. 

Teamwork Skills:
Teamwork is when employees come together in a company working towards a common gaol. This skill is important to employment as it increases efficiency, communication and helps to generate ideas. Teamwork also helps to divide workload and give team members a sense of empowerment (Zimmer, 2018). According to Morgan, (2017) in a research it has been indicated that team perform best when members are united creating an identity. Coughlan, (2015) stated, teamwork which is also classed as ‘soft skill’ is one of the ability that is worth £88 billion for the UK economy as this is an essential element within an employee and employers campaign for these factors to be taken seriously, otherwise studies reveal, over half a million workers to be held back in job opportunities.
The writer does work with a team were each have a role within the organisation, although the writer is based outdoor most of the time, there is a team existed from were the the writer has to pick up medication, prescription and any instruction from, the same way the writer corresponds with the team in regards of any undelivered item or other issues, this shows clear elements of teamwork. As explained by The Happy Manager, (2007), Teamwork is a glue that keeps members united and promotes strength and support which the writer feels within the employment. 

Analytical and Problem Solving:
Problem solving is common in daily life and at work stated The University of Kent, (2018), problem include situations such as, dealing with difficult customers, working out how to fix something that may be damaged and how to manage budget. To overcome problems individual will need to evaluate the problem by breaking them down, consider options and decide on actions. Solving problems requires analytical thinking which involves using initiative, logical reasoning and lateral thinking, analytical thinking comes to a logical approach. Many organisations follow the IDEAL model for problem solving which is Identifying a problem, Defining a problem, Examine every options, Acting on strategies and Looking at the consequence. Analytical and problem solving are one of the top ten skill that are in demand by employers, these individual must use initiative and take personal responsibilities and finding a better way of reaching goals. 
The writer does face problems at work and does require analytical thinking ability, at times when prescriptions have been misplaced or medicine are not complete for patients, these particular times the writer has to use initiative on how to resolve this situation as it is a matter of health. The writer has to take personal responsibility to resolve the problem by sometimes working over the time scheduled in order to travel to certain extent to solve problems. According to Target Job, (2018), employers do not want workers running to the managers every time there is a situation. The worker must be able to use logic and imagination to be able to come to an intelligent outcome.




















Conclusion

To conclude this assignment many skills have been highlighted to be essential to employers. According to Morgan, (2017), if time is not managed at work employees can lose the opportunity of being promoted to leadership roles and be seen as unreliable. Zimmer, (2018) explained the importance of teamwork skills, as this encourages efficiency, communication, working together successfully and reaching goals. According to Kokemuller, (2017), organisation and planning skills highlights the determination an individual has by prioritising task and planning wisely, which keeps things running smoothly in a workplace.
The writer has established that working as a delivery person for Lloyd's Pharmacy, organisation and planning  is a very important ability to have. Each day, routes need planning with a organised scheduled list. As Sheahan, (2107) explained, if organisation and planning was not in place then a lot of misplacement would happen causing big issues. Another vital skill the writer identified that is essential to the job is communication skills. As Doyle, (2018) stated in any profession communication is necessary to comprehend what task needs to be done and how this needs to be complete.







Recommendations

The writer can join negotiation programme that aids the ability to improve on negotiation. According to The London School of Economic and Political Science, (2018), a intensive course that supports, power and persuasion, cultural issues, integrative bargaining and negotiating styles.
The writer can participate in ICT courses to develop this skill further. According to City of Glasgow College, (2018), there is a range of courses available that can support this skill. With these courses an individual can learn how to use EXCEL, hardware and software installation and database design along with other subjects. At the end of this course the individual will be more employment ready.
The writer can improve on problem solving skills by being more open minded and inquisitive, asking the right questions, slowing down, not panicking and not being lazy. The process of problem solving starts with accessing the situation, creating a hypothesis, developing a thinking habit and breaking the problem down (Ryan Tutorial, 2018). 
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