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[bookmark: _Toc12145359]Executive summary
The executive summary should be just that, a summary of the entire document. So, the question(s) asked, a brief overview of the main findings and ever so brief summary of the conclusion. This should be one or two paragraphs only.
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[bookmark: _Toc12145360]Terms of reference
The report I am writing has been requested by C. Felices on the 30/08/2019. In this report I will demonstrate my understanding of employability skills and the importance of employability skills and how these skills can be developed, highlighting the changes and the future of employability skills. Gurdass Singh completed this report which will be submitted on the 30/08/2019. 

Again, this should be written as a single paragraph and include the following: -
· Who requested the report (the lecturer)?
· Date requested (18th June)
· Purpose of report (to answer what question…)
· Who complied the report (you)?
· Brief outline of Problems (summarize the question(s))?
· Date of submission (When does it need to be submitted)?
[bookmark: _Toc12145361]Procedure
To complete my report I will be using secondary sources such as Websites, Books and journals. 
[bookmark: _Toc12145362]Findings
This is the main section of the report and the most important. Split into further sections to separate by subject area, this also makes it easier for you to follow the flow of the document. I have compiled a series of headings below (some are compulsory)




























[bookmark: _Toc12145363]What are employability skills?
Employability Skills can be defined as the transferable skills needed by an individual to make them ‘employable’. Along with good technical understanding and subject knowledge, employers often outline a set of skills that they want from an employee. These skills are what they believe will equip the employee to carry out their role to the best of their ability. Employability depends on your knowledge, skills and attitudes, how you use those assets, and how you present them to employers. The table below has been compiled by a range of UK-based companies (see company details at the end of this guide), and it lists the Top 10 Employability Skills which they look for in potential employees – that means you!  We asked the companies to define exactly what these skills mean, and how you could show evidence of these skills in an interview or application for a job.
Communication and interpersonal skills
The ability to explain what you mean in a clear and concise way through written and spoken means. To listen and relate to other people, and to act upon key information / instructions.
Problem solving skills
The ability to understand a problem by breaking it down into smaller parts, and identifying the key issues, implications and identifying solutions. To apply your knowledge from many different areas to solving a task.
https://www.exeter.ac.uk/ambassadors/HESTEM/resources/General/STEMNET%20Employability%20skills%20guide.pdf


Employers are often looking for skills that go beyond qualifications and experience.
Your education and experience may make you eligible to apply for a job but, to be successful in most roles, you will need skills that you are likely to develop over time. Some will be specific to the job, but the vast majority will be so-called ‘soft skills’ that can be used in any job or employment sectors. These soft skills are ‘employability skills’: they are what makes you employable.
As a general rule, employers are willing to teach someone the job-specific skills required, such as how to operate particular pieces of machinery, or use particular computer packages that are very specific to that role or company. However, they usually want to see that you already have the other ‘soft skills’ before hiring, because they are much harder to teach.
Employability or ‘soft skills’ are the building blocks of your career. The media frequently run stories on how these skills are lacking in school-leavers, graduates and/or those already in employment. Organisations spend a lot of time and money training staff, not in job specific areas but in general and basic skills.
https://www.skillsyouneed.com/general/employability-skills.html

What are Employability Skills? 
Employability skills are core skills and traits needed in nearly every job. These are the general skills that make someone desirable to an organization. Hiring managers almost always look for employees with these skills.
They are soft skills that allow you to work well with others, apply knowledge to solve problems and fit into any work environment. They also include the professional skills that enable you to be successful in the workplace. These are also seen as transferable skills because you can apply them to a job in any industry.
https://www.thebalancecareers.com/employability-skills-list-and-examples-4143571




























[bookmark: _Toc12145364]
Changes to employability skills
This section you will need to research what the in-demand employability skills were ten years ago. 
· What are they now? 
A modern, competitive economy needs workers who possess skills, knowledge and attitudes they can take to any work situation and have the ability and willingness to continually adapt and prosper  in a changing world. Universities and employers have attempted to define a sub-set of skills, which we have referred to as “employability skills” as well as the specialist knowledge and skills necessary for a particular role. Employability skills have been defined after extensive collaboration with business by the CBI as2: A set of attributes, skills and knowledge that all labour market participants should possess to ensure they have the capability  of being effective in the workplace – to the benefit of themselves, their employer and the wider economy.
https://www.universitiesuk.ac.uk/policy-and-analysis/reports/Documents/2009/future-fit-preparing-graduates-for-the-world-of-work.PDF

· Have they changed? 
Yes
· How have the changed?
· If they have changed, what has caused the change (Technology/Economies/workplace culture)?
· If they have changed, what has caused the change (Technology/Economies/workplace culture)?



· some of these changes are a result of technology, others have come about because of shifting perspectives and expectations, and some of the reasons behind this fluctuation will remain a mystery. Old-school workplace policies have been transformed or have even been thrown out completely.
· Think about it – how many companies still expect their employees to attend work in the classic suit and tie or skirt and heels? Traditional office hours have become more flexible as more employees have started to work remotely, and outdated routines, like the annual review, are on their way to becoming obsolete.
https://engageforsuccess.org/much-workplace-changed-last-10-years




























[bookmark: _Toc12145365]Important skills for employers
In this section you will detail some of the most critical skills that employers look for, I have put compulsory ones into further sections: -
[bookmark: _Toc12145366]Time Management
What is it? Why is it important? How can it be developed?

Time management is the process of planning and controlling how much time to spend on specific activities. Good time management enables an individual to complete more in a shorter period of time, lowers stress, and leads to career success.
2. More time
Good time management gives you extra time to spend in your daily life. People who can time manage effectively enjoy having more time to spend on hobbies or other personal pursuits.
 
3. More opportunities
Managing time well leads to more opportunities and less time wasted on trivial activities. Good time management skills are key qualities that employers look for. The ability to prioritize and schedule work is extremely desirable for any organization.
2. More time
Good time management gives you extra time to spend in your daily life. People who can time manage effectively enjoy having more time to spend on hobbies or other personal pursuits.
 
3. More opportunities
Managing time well leads to more opportunities and less time wasted on trivial activities. Good time management skills are key qualities that employers look for. The ability to prioritize and schedule work is extremely desirable for any organization.
https://corporatefinanceinstitute.com/resources/careers/soft-skills/time-management-list-tips/




[bookmark: _Toc12145367]Negotiation
What is it? Why is it important? How can it be developed?

In any disagreement, individuals understandably aim to achieve the best possible outcome for their position (or perhaps an organisation they represent). However, the principles of fairness, seeking mutual benefit and maintaining a relationship are the keys to a successful outcome.
Negotiation is a method by which people settle differences. It is a process by which compromise or agreement is reached while avoiding argument and dispute.
https://www.skillsyouneed.com/ips/negotiation.html

[bookmark: _Toc12145368]Inter-personal communication
[bookmark: _Toc12145369]What is it? Why is it important? How can it be developed?
Interpersonal communication just means the exchange of information between two or more people. As long as you are communicating with another person, you're involved in interpersonal communication.
https://study.com/academy/lesson/interpersonal-communication-definition-characteristics-types.html
We all use interpersonal skills every day. Strongly associated with emotional intelligence, interpersonal skills (in a professional context) are attributes that are used to understand what motivates employees and how they use their knowledge to achieve the best results.
As you make the transition into the world of work, interpersonal skills become increasingly important.
There are hundreds of skills that could be defined as interpersonal, all used to varying degrees in the workplace depending on where you work and your level of responsibility.
https://www.wikijob.co.uk/content/interview-advice/competencies/interpersonal-skills








People with good interpersonal skills tend to be able to work well in a team or group, and with other people more generally. They are able to communicate effectively with others, whether family, friends, colleagues, customers or clients. Interpersonal skills are therefore vital in all areas of life at work, in education and socially.

 https://www.skillsyouneed.com/interpersonal-skills.html






































What skills does the researcher (you) have?
[bookmark: _Toc12145370]What skills do you have? Write about all the skills you feel you have: IT, Teamworking, Numeracy, Creativity etc 
dependability.
Employers need to know they have employees they can count on. If you are always on time, well prepared and deliver work when you say you will, this demonstrates your strong work ethic and commitment to the business.
In an uncertain business environment, colleagues, customers and management will certainly appreciate the stability that you can bring.
https://www.wikijob.co.uk/content/interview-advice/competencies/interpersonal-skills
























Conclusion
In my conclusion I have now identified the employability skills and development needs employers look for and the changes and why they are important to keep up to date as there is a high demand in skilled candidates. Ive learnt the employability skills required 10 years ago from what are expected from candidates in todays competitive workplace. I also found that future trends are important as this guides you to future employability skills and attributes required.  
























[bookmark: _Toc12145371]Recommendations
Should state the future actions required/provide advice based on the findings/conclusions – You have identified what employers are looking for and what skills you have. How/what can you do to develop your skills so you meet the needs of employers? [examples below]
It is recommended that time management skills can be improved by…
Attendance of IT course to develop skills…


























[bookmark: _Toc12145372]Appendices
If you wish to include images/tables/charts within your report then they will be put in this section. Each image will be labelled (fig.1, fig.2 etc), in the main report, where the text content relates to the image you will write “see fig.1” etc.
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Important bit! We need to see at least 10 references
