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                                              Terms of reference
The report was requested by CHRISTIAN FELICES on 18 of June 2019.Answering at the question ,,WHAT ARE THE EMPLOYBILITY SKILLS? it is the main propose this report .The researcher will analyse which are and how skills changed during employability last years.                     
  ,,Employability skills can therefore  be  defined as the skills knowledge and attributes required to gain employment and then to be able to adapt program and learn successfully  in that employment to the benefit of the individual, the employees and the company ,,                                                                                 
[bookmark: _Hlk13352475]             Like definition employability skills are the you have developed inside and outside of school that can be transfer to the workplace.      
             Why the speciality of human resource looking after personal abilities?    Personal abilities are those abilities that interact    with those around you that help you expose yourself are   the skills that cannot be measured or quantified   .           The ability to work efficiently under pressure    under stressful situation that you can   gain in a limit situation specially with deadline set .        
             Even today the workforce suffers a lot because of emigration time the employer of the usefully company will still be looking after the creativity energetic and positive     person which is ready to be dedicate for a while at the company. 
       Teamwork, social adaptability      spirit of leader, the ability to sort out the conflicts.    
      Why the employer looking after the competency organizational? Whit a lot of chances from the century 21.we need to everyday day ready to answer at each of changes .Optimal communication means you can express verbal and written . Companies will be hired to understand and come work togheter. Power of ability to the new environment is more important than any other experience.      
      To be successful in a company be ready to always learn something new. All employers look for job candidates with strong communication skills. Also to be good listener it’s another   point forte.    
     ATTENTIVE, ACTIVE LISTING, INTERPERSONAL SKILLS, ORAL COMMUNICATION, WRITTEN COMMUNICATION can represent employability skills ,using the technology solving the problems using the initiative learning  for file . Teamwork is very important any work setting.                                                            
      Critical thinking refers to one’s ability to analyse and interpret the information also to understand the information.          
      Creativity, analytical skills conflict management represent part of the employability skills. One good leader or manager will help the team to rise working together like one strong team.  
     Employability   skills can be representing by the computer skills. Field of technology such as software developers or IT specialist. Needs extensive programming knowledge most jobs simply require basic experience with computers. Another type of employability skill can be email management digital calendar mobile device word processing social media. More employability skills can be flexibility, ability to learn new skills, motivation put together can show us one person want to learn and grow up professional.
           TIME  MANAGEMENT  .WHAT IT IS THIS  ? and WHAT IT IS IMPORTANT .
      Time management play one important roll in our daily life and also  one daily business activity. What mean and what include? PLAN, GOOLS, DEADLINE,     DELEGATION  FOR RESPONSIBILITY, PRIORITIZING ACTIVTIES.
        PLAN  
To have a plan is really good. Important activities need to have a plan .Complete  pending task one by one .Tick which and has been done .Something very important do  not being finish work unless you have finished your previous task.
       GOALS and OBJECTIVES
To work without goals and  objectives  it is similar to a situation when Capitan lose the control of his sheep .
       DEADLINES 
Using a plan to mark each of tasks will help to know exactly where are with the project.
     DELEGANTION and RESPONSIBILITY.
The role and responsibility must be as per interest.
       PRIORITIZING, other really important  step from management tine  .Because we suppose to know the difference between IMPORTANT and   URGENT.
       SPENDING ON THE RIGHT TIME   work done at the wrong time is not of much use. The resources that a manager has at their disposal are only the time talent financial resources and human. According to a modern definition  the term managements  means the art of doing something alongside a team. As a manager maximising employee potential should be one of your top priorities. Each employee you hire should be considered an investment in the company. A   good team manager should know how to push the employees to the maximum potential. 
       The key of success it is representing by people who are recruiting the staff.
Hire the right people. Get to know the employees their past experience and also  the expectation from future  from the  life and  from  the company. I  will  back at idea about the TEAM WORK because without real strong and powerful team you cant develop any project or skills to care on the business or to play around with the competitors in the market. Teamwork it is about team building is a process which require a lot of attention and care. A good team doesn’t come over the night. To build to lead or participate in a team require an understanding of the steps of team development.ONE best way to improving people‘s performance is by providing information to team members about their individual performance.
     Successful induction increases the chance to improve the team and the performance. Understanding development needs plus training needs assessment provide potential types for identification areas that needs improvement. No matter what tasks or role you pick up on your team always you need empty room, space, time for personal development, personal improvement. Like manager you have to build and foster the skills in the individuals that are congruent with the needs of team. One real and strong team will go in the same direction when is about the goals. Members of successful team all goes in the same direction and work for same idea. One united team it  means more that one bunch of people thrown together.
        Now I will write about Managing conflict. None like this capitol but we are different, and we have also different vision, and different ideas, for this reason sometimes like managers we need to know how supposed to deal with this type of pressure without to broke and divide the members of team. At the end of the day must remain the same team which still work on the same project.
      Managing conflict with theory X or with theory A, doesn’t work to much because the people and different.
      Each of member and leaders should understand the basic of conflict management and  to be ready learn more about the different style and always of thinking and working.
       Over the day one conflict can  develop anytime, sudden ,without any preparation , can be inevitable consequences of working with other people  and this can happen because of the opinions values styles, from here at the disagreement it is only  one step. Main time like manager  you suppose to have vision about immediately solution and peaceful term for everyone .To be manager to work  with the people,  to solve the conflict, to have good feedback ,to play with the competitors in the markets  mean many days dedicate from your life on this job.
       Back now at the employability skills I found few of keys points really important  when it is about how to develop in the future like individual person , successful manager .
        Positive attitude
        Communication 
         Teamwork
         Self-management
        Willingness to learn
       About some of them we have been discussing during the assessment.   
Training and education show us you take the life professional very seriously. And for future potential to be hire. Learn teamwork skills, improve the communication, get organised all this will lead you to improve your employability skills by getting a degree or certification continuing education.           
Volunteering helps to enrich the   experience. And to be confident in your power mind. 
        Became self-motivated regular performance reviews.
        Take the initiative on project and try to meet the deadline without fail. Professional and integrity represent the important key on evolution. Improving your employability skills are more likely to be the best candidate for a job.

      NEGOTIATION.
Represent another capitol which can be explored with pleasure by the researcher. To write like one definition represent the processor discussing something with someone in order to reach an agreement of the discussion themselves.
                     KNOWLEDGE IS POWER AND POWER IS BEING INFORMED.
Negotiation doesn’t   start when both parties meet in order to negotiate. The first step to negotiation consists in understanding the personality of the other person and knowing, HOW  TO PUT ONSELF IN THEIR SHOES.,, It necessary to be prepared. Being prepared also means built your network of influence before the meeting. In order to understand the needs. Here are few steps and tips to develop ; Be aware of your body language as well of that other individual 
                  Project empathy.
                  Be at ease in moment of silences.
                  Make you self-available and let the other express themselves without interruption.
  I  will present 7 negotiation skills to have on your arsenal .
                  Being prepared and understanding the other party.
                  Knowing how to listen .
                  Controlling emotions /Emotional intelligent
                  Knowing how to express yourself and navigating the negotiation.
                      Seeking out collaboration 
                     Negation skills knowing the scope of your influence developing trust.
                     Developing trust.
Why it s important to be good negotiator? To make right decision.
 REFERENCE; https// dictionary.combridge.org/dictionary/English. /negotiation. 
                     ; https//www.dictionary.com. /browse/negation.2014.    
                    ;; www.thefreedictionary.com./negociate.     
                     ; www.researchgate.netpublication.
   INTER- PERSONAL COMMUNICATION.
                                                                                      What is it?
                                                                                      Why is t important?
                                                                                      How to improve?
          To answer at first question Interpersonal communication is the process by which people exchange information feelings and meaning.
          Interpersonal skills build on basic communication skills and often reflect the HUMANISTIC, q qualification. Like definition is the process by which people exchange information; fillings and meaning through verbal and nonverbal message. Basic inter-personal communication skills mean
                                   Smiling and being cheerful and ready to help always.
                                   Using simple clear language or local 
                                    Dressing appropriately and respecting the local culture.
                                     Not being rude or showing a bad attitude.
             What are the interpersonal skills? We all use interpersonal skills everyday. Without interpersonal skills everyday business would be very difficult since almost all aspect of work involve communication.
               COLABORATION means interaction with different types of people. The right level of confidence in the workplace can open the doors and help to achieve and gain recognition and respectful  
        REFERENCE=www.leaf.tv. /articles    
WHAT IS GOOD INTERPERSONAL.  Be interested, Smile and keep eyes contact. Using simple clear language using non tektology. 
             What the skill does the researcher have? Good question. I don’t like to talk about this. The researcher has  good skills when supposed to help anybody else but own person. Self-confident it is really big challenge .To be confident  means a lot of doors open for one bright future. To be here, to be part of the University Trinity Saint David  LIKE A STUDENT  make feel proud and also for my children IM  the HERO,  represent good opportunity to let  them to see the advantage  to be student. AT ANY AGE. Barrier language will  be  the first obstacle
          Thank you CHRISTIAN  because you have been so nice, polite, kind and  you provide for  us   a lot  material, emotional, professional support special for me which IM  the foregain citizen for this city .Also I would like to say thank you for all my colleges  and friends which provide enough support for people like me wich have been started with low confident  about this new capitol from my life.
         At the end of this first term the researcher it is much better and will try to fit with all obstacles, problems .
        CONCLUSION  .
 To be student on University of Wales Trinity saint David . I have learned something very important,
              ,,,KNOWLEDGE IS POWER  AND POWER IS BEING INFORMED;;
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