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Executive Summary
The purpose of this report is to analyse the importance of employability skills and how they are implemented in the work place. It investigates all the different key skills that form to make an individual ‘employable’, and how these skills can be introduced into everyday work life. The report has concluded that there are many types of skills that combine and looks into how an individual can use these skills to strive in their position in work. Some of the main findings from this report shows how some of the skills like time management, leadership and communication skills all have connections to help other skills improve. 
It also discovers what skills the researcher already has and how these can improve to help start a business. 
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 2. Terms of Reference

This report has been complied by Foysal Ahmed and was requested by Marie Pitson on the 30th January 2018 and submitted on the 2nd March 2018. 
The purpose of this report is to outline the main points of employability skills and investigate why each skill is important for an organisation, as well as how an individual can implement these skills in the work field. 

The problems that were investigated was discussing all the different skills and qualities that all employers now look for in candidates when recruiting.
The issues discussed were generally regarding the skills that the researcher needed alongside what they already have, to successfully be able to start a new business, and what businesses require. 


















3. Procedure

To help complete the report the resources that the researcher used, included different  websites, ebooks from the University of Wales Trinity Saint David’s online library and other textbooks. 



















4. Introduction
	
STEMNET (2018), has stated that employability skills is another way of describing the transferable skills that are required for an individual to be recognised as employable. These skills are what an employer looks for in an employee, which they feel will prepare them for the role that they are being chosen for. 
Careers Pilot parent zone (2015) have said that employers investigate a candidate’s personal profile closely to see their employability skills, as they look for the people that they feel will be able to help develop certain sills that the candidate may already possess to help the progress of the business or a certain aspect of it. Many employers found that a lot of young people have already obtained essential skills that can be used effectively in various ways within the company.



















5. Findings

Employers are looking for several employability skills, and this report helps to look into some of the main key skills that are wanted from employees. Marie Pitson, the lecturer has requested we look into this information.

5.1 Transferable skills 
Transferable skills are explained by Andrews and Higson (2008), saying that it is a group of skills that an individual has acquired which can be used in one circumstance, and then transferred to another. These are known by the terms ‘generic, soft or key skills.’ Some of the key skills that form the transferable skills are, teamwork, effective communication, problem solving, planning, team building and time management. 
The researcher has developed a range of these skills through past experiences and training that was provided through work, such as team working skills, leadership, and organisational skills. The researcher is confident in most areas of these key skills but could use more guidance to excel in their future job role. 

5.1.1 Team work
As the University of Kent (2017) states, having good team work skills means that a person is confident in creating an enthusiastic environment and has the initiative to make what they originally planned, happen. An individual with good teamwork skills will have a clear, set mind and have a logical objective towards what they wish to aim for. If a person is a good team player, they will know how to co-operate with the team members successfully, organising specific roles to the right person, knowing who will fit the criteria best. Doing this properly and effectively, ensures the task is completed to the best knowledge and with maximum effort. A good team player will take responsibility for the allocated role that has been given. It involves taking other team members seriously, and accepting their ideas, providing necessary feedback when needed. 
The researcher is looking towards starting a business and teamwork is a skill that will be of great need. The researcher works well as part of a team and has shown this skill in practice through previous work experiences in work placements in retail stores, where team work is a necessity when working in different departments throughout the work shift. 
Six Sigma Online (2018), states that as a company, the quickest way to communicating with other members is vital for efficient work.  Problems are resolved when more people work together. Personal accountability is also improved through team practice, as every member is set a target that they are personally responsible for.  This is a requirement for all businesses, so this key skill is vital for a person looking to start a business. 

5.1.2 Problem solving and analytical skills
In research by the University of Leeds (2018), it suggests that employers always look to hire employees who can adapt to situations where they can solve problems of different levels. It decreases the requirement of complicated decision making. Organisations look to reduce the amount of time taken off a manager’s timetable. Overall, saving money by saving time. An individual with good analytical skills means that the person will be able to look into information, judging the importance of all the pieces, prioritising the essential bits first, and working on them. 
The University of Leeds (2018) also showed that the researcher can improve their analytical and problems solving skills through leisure activities, working directly with customers where complaints are raised, and materialising assignments. All of these activities will help with business related matters as these are everyday issues that a business manager will face. More information about the business requirements are available in the appendices. 

5.1.3 Leadership 
According to University of Kent (2017), having excellent leadership skills means that an employee can accept responsibility for any actions taken by the team, by motivating others and keeping well organised and planning ahead. If a decision has been made but proves to be a mistake, a good leader will own up. Being enthusiastic and showing initiative are all positive signs of excellent leadership, as it portrays a reliable character. Princeton University (2018), states that leadership skills make up a group of things such as team building, decision making, evaluating and problem solving. 
The researcher has previous experience with leadership roles through work experience at a McDonald’s restaurant, where the researcher was responsible for leading other team members on their shift.
As the Management Study Guide (2018) states, leadership promotes motivation, building morale, co-ordination and provides guidance in businesses, which are all important for the researcher’s desired role within the business sector. 
5.1.4 Organisational skills and planning
As Morgan (2017) suggests, organisational skills for employability proves to be a very important part. An employee who is well organised will gather information they have, and then be able to have access to what they need quickly and assess it without any difficulty or consuming too much time. Managers hope that the individual will be ready and prompt for any meetings that are held. When an organisation is recruiting, they look to be able to develop a person specification. Organisational skills and the ability to carry out tasks on time and effectively, fall into this category. 
The University of Manchester (2018) found that a good organiser will always plan ahead and time their work load effectively. Delivering on time is a strong sign of good organisational skills. Princeton University (2018) mentioned that organisational skills consist of things like multitasking, planning and time management.
The researcher is actively looking to work on organisational skills as it is something that is will help with the development of a new business. 

5.2 Communication skills
As the World of Work in Gloucestershire (2018) suggested, it is important for employers to have employees that can communicate effectively with their peers as well as their superiors. Communication is extremely important in customer service roles, as to be able to offer excellent customer service, it is important to communicate effectively and efficiently to serve a customer according to their needs. Princeton University (2018), says that communication skills include public speaking translating, training, presenting, advising and editing. HULT International Business School (2017), stated to succeed in a business setting, interpersonal skills reduce the need for hard working sales, and trying to get others to go along with the person, as how a product or service is advertised will help to increase the value of the product. It requires assertiveness negotiating and providing motivation. A resilient individual will easily be able to overcome hardship, any risks and be able to stay motivated. 
The researcher holds strong communication skills, as through all the work experience the researcher gained in the past, there was a lot of opportunities where direct contact was made with customers. Communicating in the correct manner was vital in these roles. 
According to Charter College (2018), for a business to strive, good communication helps to prevent misunderstandings, build good teams and helps to achieve goals.

5.2.1 Critical thinking
As Kent University (2017) states, it is important for employers to hire those that can use different sources to improve their own work and to create reports based on what they read. They also like their employees to be able to look at the work of others and make comments to help them work on their work. Another vital requirement is for employees to be able to look through large amounts of data and use them on their own work. For businesses to start well and continue progressing, critical thinking plays a huge role. As Jones (2016) found, good critical thinking skills helps to manage effective leadership, improve teamwork, saves time and opens doors to different areas to problem solving. It also helps with communication and resolving conflicts. 
The researcher will need to work on this key skill to strive in the business sector. Although the researcher is confident in decision making and managing teams, critical thinking requires a lot more work and commitment to achieve the best results. 

5.2.2 Presentation skills
The University of Bradford (2018), stated that communication in the work field requires an individual to present their findings in a precise manner. Although presentations usually revolve around power point, it also refers to how the individual connects with the audience to relay the information.Careers wise (2018), mentioned that presentation skills benefit both the individual and the organisation towards succeeding. Ensuring the individual portrays their findings effectively results in the correct message going across. 
The researcher is a very outgoing and socially active individual, which makes it easier to present. However, solo presentations need to be actively improved to give the researcher a better opportunity at successfully presenting without any hesitation or stage fright. 
5.2.3 Time management
Morgan, P (2017) implies that, time management is seen as a way of defining what type of person an individual is. How well everyday life in work is organised and timed is very important. Poor time management portrays n individual as not being reliable, which is an impression that is difficult to oversee. Peers may wish not to work with a person that cannot manage their time effectively. A person who manages time well, will be able to work additional hours to complete work, makes sure there is enough time to complete the task, and may even be working under pressure, because some individuals like the ‘adrenalin’ rush. In a business, all the above criteria are important, as what we do will have an immediate effect on how others see the work carried out and whether they wish to work with the individual or not. 
The researcher has an efficient amount of time management skills, as arriving on time, managing work effectively, going the extra mile are all the researcher’s personal commitments. 
5.2.4 IT skills
As Chron (2018), stated, almost every job now requires candidates with at least basic computer knowledge. Computer skills include typing and inserting data on to the computer. Being familiar with soft wares such as Word, Publisher, Power point, emailing and spreadsheets are all quite a common interest when employers look to recruit. Many organisations now use technology to train their staff, which avoids the reduction of productivity that normally comes with new recruits. IT is also used for additional training such as safety courses, leadership training and ethic courses.
Focusing on the information about how important IT skills are for a business, the researcher is confident in this aspect of employability skills as the researcher has a wide knowledge around computers, such as using power point, excel, word and processor. 
6. Conclusion 

To conclude, there are many different employability skills, all of which play a major role in the work force. Some of the main employability skills were problem solving, leadership, time management, team work and organisational skills. These key skills were shown to be a big part of every organisation and what employers look for, as they all seem to link in with one another. As Morgan (2017) stated, most skills co-ordinate with other skills to enhance an individual’s performance. The way in which all of these collaborate, it shows how important they all are, and how they contribute towards a better work environment. After the extensive research, it was visible that the workforce investigates a lot of different aspects when looking to recruit an individual for their company. 
A lot of the skills that made up the employability skills were those that the researcher feels quite confident in. Previous work placements and the training that was provided, has helped to enhance some of the demanding skills in the work field. The IT skills aspect has shown to benefit organisations as it helps to keep all staff up to date on training and provides access to other resources.  














7. Recommendations

Based on the findings of this report and what was concluded from it, the actions that the researcher will now need to take to help reach the goal of starting a business are:
Considering what Morgan (2017) mentioned, the researcher should work on time management skills by creating a planner or a work rota to manage time more effectively. This will also help to improve organisation skills as well, as having more time to manage work will ensure that everything is carried out effectively. 

As Chron (2018) suggested, increased networking skills is important, as the report concluded that IT skills play a huge role in businesses, as many organisations carry out a lot of their communications through the means of technology. 

From what Career wise (2018) stated, the researcher should work on presentation skills, as a confident representative is a requirement for businesses to strive. An individual should be seen to be heard. 
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9. Appendices
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