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Executive Summary
The purpose of this report is to indicate the importance of time management and evaluate employability skills. The report highlights the key skills needed for management as well as the benefits; on the other hand there will also be a few drawbacks to be able to obtain these skills. The report explains how important these skills are to become a manager or anything similar in this field. 

The report concludes that there are a few essential skills. The report indicates that language and gestures and beneficial to help with time management skills. It is important for a graduate to have all the skills mentioned. Having these important employability skills can make an individual successful in the workplace.
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Terms of Reference

Management report has been requested by Marie Pitson on 30th January 2018. The purpose of the report is to explain how employability skills are important in management of any organization. The report will be submitted by 2nd March 2018.





























Procedure
Books and Websites were used to procedure this report.





























Introduction

Management is appeared universally in the business, political, social and cultural world. It is what helps the efforts towards a purpose. Management helps these organizations get work done in a structured quick way. 
In this competitive world employers are more focused on a graduates employability skills than their degree to make their organization successful. Employability skills are the skills needed by an individual to make them employable. Nowadays graduates are all searching for jobs while studying. Employers prefer to recruit employees who are capable to work individually and in a team. (R1 Glasgow Caledonian University (online). The achievement of individual in the modern world will highly depend upon skills and creativity. Today’s society demands people who are able to change and adapt to the workplace. This is why employability skills are important





























Findings
2    These are the main skills needed, which include communication, and interpersonal skills, problem solving, leadership, organization skills, teamwork, negotiation skills, time management and technology skills. 

2.1 Communication and interpersonal skills
There are three different communication skills, which include verbal communication, non- verbal communication and listening skills. Verbal communication is talking and how you speak. Non- verbal communication is communicating through body language and gestures and lastly listening skills, which is how we understand the verbal and non-verbal communication. 
Interpersonal skills are the skills we use on a daily basis to correspond and interact with people. Individuals with good interpersonal skills are able to succeed in an organizational environment. Some interpersonal skills include problem solving, decision-making and all of the different types of communication skills. (R2)(Morgan (2017)“Our eyes, the way we move our eyebrows, the amount of eye contact we give and the extent to which we smile all send messages to others. The challenge is to ensure that the message is interpreted in the way we intend. There are around 250,000 different facial expressions, meaning that the brain has to work very quickly to recognize the signals being sent by others.”   
Communication and interpersonal skills are important because they help proceed in other life skills you need. 
To help improve on communication skills you must:
Be clear and compressed- use different tones of voice and speech to express your opinions and to make them understand. 
Always listen- be a good listener and allow the opposition to speak their views and don’t interrupt them. Show your interest while they speak. 
Use effective body language and gestures- try to understand the person’s body language and give them eye contact. Smile and nod time to time so they know you’re interested in what they are saying. 













2.2 Problem solving 
People have different ways to define problem solving however the main definition for problem solving is to analyse a situation and come to a solution.
Being a good problem solver requires good creativity and mental skills. (R3 Tracy (2015) “Mind storming is the most powerful skill ever discovered to creativity solve problems and to accomplish goals.” Creativity skills help you to look beyond the obvious and to use your imagination. 
There are 5 steps to problem solve the right way.
Find the problem- be clear and definite on what you are trying to solve. 
Identify plan- think of a few different methods to find out the problem.
Possible strategies- choose one of the methods from step 2.
Work the chosen strategy- try out the method and see if the problem is solved. 
Conclude- if the problem has been solved then it was successful, if it has not then choose a different method from step 2 and repeat the steps.
Problem solving is one of the top ten skills that employers are looking for in graduates. 




2.3 Leadership
Leadership is the skill of motivating and encouraging a group of people to succeed in a target.  In simple words leadership skill is to make people want to follow his or her direction to achieve the goal. 
A skilled leader wants their organization to be successful and they take time to understand every employee so they can encourage them to achieve their personal objective. 
There are many definitions of a leader however they all have the same characteristics. 


This includes:
Passion- A leader must be passionate about their work
Communication- a leader should be able to use all forms of communication including phone, email, social media, listening, verbal and non-verbal. 
Team building- leaders should be able to turn a group of individual employees to work in a team.
Ability to motivate- a leader needs to be able to encourage their employees to work at the best of their ability 
Social awareness- leader must be capable to know the social problems within communities. 




2.4 Time Management 
(R4 Stella (2013) 
“Time management is the process of planning control of time spent on specific activities, especially to increase effectiveness, efficiency or productivity. Using time effectively gives the person “choice” on spending/ managing activities at their own time and expediency”
Time management is the capability to set up timetable smartly with work assignments to increase personal efficiency, this is very valuable skill in the workplace because in the workplace you have to go through loads of tasks and complete them all at a certain time. Time management includes prioritizing the most important tasks before the least important.
Having good time management takes pressure off, as work doesn’t need to be finished last minute. Bad time management has a bad impact on your co-workers as well as you. 
There are a few ways to improve time management, which includes
Take regular breaks- move around away from your computer every hour to refresh your mind 
Action plan- be realistic towards the objectives and break the task down into steps and complete our steps one at a time. 
Use a time log- schedule your day and identify how much time of the day you are wasting and use that time for more productive tasks. 
(R5 Morgan (2017)
“Good time management is the ability to control our use of time to such an extent that we are able to plan manage what we do without undue stress and tension”

2.5 Teamwork
Teamwork is one of the most essential skills in a workplace environment because there are certain tasks that are only possible to complete when there is two or more people working on it at one go. Teamwork is similar to being in a sports team. The work is judged on how all the members of the team have worked not as individuals. Every individual has their own strengths and weaknesses so working in a team balances this out. Teamwork builds trust between the groups of employees and when they trust each other they work more effectively, they are able to rely on each other to get the job done on time. When a problem occurs tam members are able to support each other.  
This is how to improve teamwork skills:
A range of individuals who take part in different ways 
People who can accept their responsibilities
Make sure all the individuals know their targets and are able to fulfill them.
Each group member should be comfortable with disagreements and must overcome any differences in the situation. 
Members should be free to criticize in a positive manner. 




2.6 Technology Skills 

Technology skills are important, as you are able to access any sort of information easily without any hassle. Websites such as Google and YouTube video clips make it much easier to search and improve knowledge. Modern technology helps with communication as you can use phones, email and messaging apps such as Whatsapp, Viber and iMessage and also social networking sites such as Facebook, Instagram and Twitter. This helps you get in contact with colleagues and helps in the workplace. Technology nowadays makes it easier to complete tasks on time as you can have meetings via Facetime. 
(R6 Karehka (2013)
“Modern technology has helped businesses increase production. Humans are slow, and sometimes they fail to deliver on time and quality. Many companies have integrated modern technology in their production line, increasing output and allowing for more consistent quality.”
Technology skills are a very specific skill in any management.
Technology skills can be improved by typing emails instead of writing letters, an individual can practice and improve the more they use a computer or electronic device.
Reading technical magazines can improve skills however can also be cheaper because you can find the same info from the paper magazines in the technical magazines 
2.7 Negotiation skills
Negotiation is to agree on a settlement by avoiding bickering and negative debates. (R7 Negotiation Workshop LTD (2018) “Negotiation can become an emotional battle of wills rather than a search for a deal that produces maximum benefit. Many successful organizations are not insuring that their people are trained in the Harvard method, often referred to as Mutual gains- an approach to negotiation that seeks to enhance relationships, or at least not damage them, and to create as much value as possible from a negotiation.”
Negotiation is a process taken place between 2 or more parties to resolve a problem to agree on one point; it can be individual or mutual understanding.
Negotiation is the art of bargaining exceptionally. 
There are stages to process negotiation properly. 
Preparation- it is important for all parties to decide on a place, day and time to avoid wasting time. Deciding on a specific time can also help because it will avoid unnecessary conflict. 
Discussion- it is important for all members to take part in this discussion to get their point across. It is essential to make sure you understand everyone’s points and to accomplish this it is important to communicate. 
Clear up goals- it is important to analyse and resolve everyone’s viewpoints to avoid any misunderstandings.
The ability to decision make- it is always important to take all views into consideration and it is crucial to compromise to avoid arguments.
Course of action- after decision making it is important to position an act depending on your decisions.





























Conclusion (average of 10% of word count)
3.0
To conclude this report, a graduate will need to improve on the employability skills as the employer is looking to recruit talented people. The graduate must have excellent time management and interpersonal skills to stand out from the others.

To achieve this opportunity the graduates must prioritize their tasks and not waste time to have good time management skills. The graduate must take extra communication classes and work in a group to improve on their teamwork skills. To improve on their verbal communication skills they should speak with confidence so the listener will want to listen to you.





























Recommendations
There are lots of areas to be worked on.

4.1 Here is some advice to improve interpersonal communication skills 

Don’t show a negative impression on the other person, the communication will probably be interrupted during the process. 
Try not to interrupt the other person as they are speaking as this will show your not interested in what they are saying and it is disrespectful
Listen well to what the other person is saying and focus while communicating.
While communicating think about how your words are going to affect the person you are talking to
Be open to receive feedback and understand the other person’s opinions and also provide honest feedback.  

(R8 Right Management (2015)


4.2 To improve IT skills you should

Find a suitable course to improve you IT skills, there are many courses you will find to suit your timings. 
The courses you should find are often called IT or ICT. These skills will help you access a range of resources and services.


4.3 Highly recommend improving in computer skills.

Microsoft Office- Microsoft office will help format documents and modify scripts. Learn how to use word art and test boxes as well as page setups. 
Spreadsheets- can help form, analyze and store data in tables.
PowerPoint – design professional presentations for your audience. 
QuickBook– software to design and manage payroll, inventory, sales and other needs for small businesses.
Email- typing an email is an important skill for a professional and personal life. An individual who can create developed functions with an email program is likely to increase office productivity
Web and social skills- in this competitive world organizations are looking to get their companies across social media and websites. Individuals who can exploit social media to put across messages about their organizations are highly demanded.

Reference 9 (Pavlina, (2006)
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