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Executive Summary
This management report will cover aspects regarding communication skills, computer skills, and time management skills. These transferable skills are very crucial for both the employees and employers, as they are the essential skills that is required in the working industry. 
The report will also cover what the researcher skills is required for a social work role.
Furthermore, the conclusion within this report will allow the audience to acknowledge the skills that the writer possess and find methods on how to improve the skills stated. 
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Terms of Reference

The lecturer created a 2000- word management report on the 30th January 2018. Regarding the essential transferable skills in the workplace industry that employees and employers require. The researcher also intends to go into depth concerning the line of a social worker. Once the underlying problems have been discussed the management report needs to be submitted on the 2nd March 2018.





















Procedure

Whilst complying the management report further independent research needed to be achieved. This includes using secondary research such as using university websites, article websites and eBooks online. Additional research was also undertaken by looking through books that cover employability skills and social care job roles.






















Introduction

The central theme of this report is based on what employers seek for in employees, concerning transferable skills in the working environment. This means that everyone has a quality that is suitable for a specific occupation (Careers,2018). 
In recent cases employability skills has come out to be the most important attribute to have. As claimed by Greatbatch and Lewis (2007) the working industry have become very competitive and employers want each service worker to be versatile, be self-sufficient in the work place, and most importantly to have the capability to handle every situation effectively despite the surroundings. 
Furthermore, employers look for individuals that have taken an extra step further to improve interpersonal skills not just from having the qualification but having the right experience. For instance, being independent, working in a team effectively, showing good leadership skills, having that motivation and drive to travel to various locations and have the capability to face other individual’s values and principles (GCU, 2018). 
Essentially, employers have noticed that society and economy want individuals to socialise with others effortlessly to build a relationship regardless of the surroundings (GCU, 2018).
Equally important the researcher in this report will highlight each fundamental skill concerning the line of a social worker, to keep a professional relationship with the client to find a suitable action to improve the service user’s wellbeing (Healthcare, 2018).


Findings

 The skills that the researchers need to present are Time Management Skills, Communication Skills, Team Working Skills and IT skills. 

6.1.1. Time Management Skills

Time management is a form of having control and being able to figure out how to use it effectively in the workplace or even outside the working environment (Davies, 2009). As Goethe claimed, “One always has time enough, if one will apply it well” (Johann Wolfgang Von Goethe, 1882). Additionally, time management has some positive aspects to it as well such as improved productivity, less concerns for stress, reducing any distractions or deterrents, and most importantly being reliable and on time to meet certain deadlines (Morgan, 2017). 

As observed by Martin, Charlesworth and Henderson (2010), the researcher needs to priorities the service users’ needs as a social worker. Through creating a list of needs that includes the objectives and finding solutions to the problem.

Another essential point to consider is that there are other ways to improve and increase an individual time management skill. For instance, prioritising work by making notes or noting important tasks on a calendar that needs to be focused first (Kukreja, 2017).
 Furthermore, setting an alarm on to wake up early shows that individual is reliable and has a good aptitude behaviour (Kukreja,2017).

6.1.2. Communication Skills

Another essential requirement that employers seek out for is effective communication skills in the workplace. Communicating is a form of reaching out to others to allow them to understand what the individual is stating (Newton and Bristoll, 2013). There is evidence Career quest (2015) that “If you want to succeed in your career, you need to know what you want and how to go after it. And you can’t do that without good communication skills.” This can be achieved in the workplace by having open meetings, using emails, presentations, and partaking in further training (Belonwu, 2013).

Further sources were found as Morgan (2017), created a skills self- assessment focusing on how well the researcher communicates effectively with others. The researcher can communicate well with the type of verbal language they use, therefore there is no communication barrier. Verbal communication is vital as a recent survey was conducted, indicating that employers valued the verbal communication skills more over teamwork and analytical skills (NACE Staff,2016). Considering Morgan (2017), self- assessment, the writer finds it difficult to make sense of others who are from different places when it comes to listening or to do with verbal communication.

 The researcher will need to improve on this as a respectable social worker communicates and engages with a whole network of people as it is essential to keep a professional relationship with the service users (Shaw,2005)

6.1.3. IT skills 

 Equally important employers want the employees to have basic computer literacy, this means that the individual has full knowledge and has simple understanding on how to function a computer independently (Skills you need, 2018). Considering having the right IT skills it helps with storing personal, confidential information of the business ensuring that all data is stored in the right format and order. For instance, having the capability to send emails to others as a form of non- verbal communication, or even just by storing the information into a spreadsheet (Skills you need, 2018).

The researcher also needs to have basic IT skills to keep track of each service user’s files that contain evidence of interview sessions with the client, realistically having the ability to type fast is essential (Best social work programme, 2018).  

Then again there are some improvements that can be made if the individual is not equipped with the appropriate IT skills, considering taking up extra training to master the basic IT skills. In some cases, a few working industries offer extra training for IT skills that will give the individual a qualification out of it, and a much greater understanding of computer literacy (Nidirect,2018).
6.1.4 Team Working Skills 

Also, another skill that is beneficial for the employee to possess is to have the right team work ethic. Team working is used in all types of organisations as it is the most appropriate means to learn and completes the task much quicker and successfully (Birmingham, 2018). In some cases, group work needs effective listening to discuss arising problems and to share ideas around, to have an in-depth understanding (Birmingham, 2018) 
There are some positive aspects to having good team work ethic it helps with creating a trusting relationship with service workers, resolves any disagreements or problems, it also helps with supporting other individuals to complete the roles by motivating the colleagues to get involved (Leicester, 2018).  The researcher needs to be able to work in a team to share ideas and problems to improve the wellbeing of the service user (Martin, Charlesworth and Henderson, 2010)

6.2 Analysis of the Researcher’s Skills Set.

The researcher analysed and looked for various types of occupation, one role that the researcher was most suited to was working as a social worker. The main duty of a social worker varies, refer to the appendices for further information regarding what a social worker role is and what is required to be a social worker in the working industry.

6.2.1 Time Management Skills in Social Work 

To elaborate time management is a necessary skill that is vital for being a social worker in the health and social sector. The social worker must have a good understanding on how to manage the time effectively and being able to multitask each case load. Most importantly focusing on what suitable care and provision is needed for the service user (Ollusa, 2018). The researcher can have the right time management skills by constantly fast tracking the day by noting tasks down in a diary. 

6.2.2 Communication Skills in Social Work

As observed by Martin, Charlesworth and Henderson (2010), effective communication is the main function of a social worker, by actively listening to service user’s views and points to provide the right care and treatment. Essentially all social workers prefer a one to one consultation with the client to express and share ideas on support that can be given, to improve the wellbeing of the individual (Scie, 2010).

 The researcher is very confident and comfortable approaching others, actively listening to other individuals view points by discussing the circumstances. Also feeling sympathetic and empathetic towards a client regarding an interpersonal problem; this is a sign of a skilled social worker (Healthcare, 2018)

6.2.3 IT Skills in Social Work
In some cases, Gregor (2006) stated that social workers all require and need knowledge of the financial and care management in the IT system. Essentially preparing reports in the proper format is required concerning the service users’ needs and necessities.

 Also sending emails to other social faculties in the social working sector to stay in contact and discuss arising situations (Gregor, 2006). However, the researcher has a good range of computer literacy skills from experience on creating emails, portfolios, even reports, also researching techniques using the internet.

6.2.4 Problem Solving Skills in Social Work

Another skill that employers want social workers to have, is the ability to problem solve the service user’s personal situation. Problem solving involves critical thinking and analytical skills to find a solution to the problem (Kent, 2013). In other sources Fortune (1984) stated that problem solving skills is essential when focusing on reaching the criteria of improving a service users wellbeing.

 It also implies that social workers that have the right skills of problem solving can figure out steps on how to find strategies for a treatment plan. On the other hand, the researcher is not very confident enough regarding problem solving they lack the skills and abilities for this. Further improvements need to be made; refer to the appendices for the steps to effective problem-solving process.

6.2.5 Team Working Skills in Social Work

The researcher identified that being able to build an effective reputation and have effective team management skill is crucial for a social worker. Martin, Charlesworth, and Henderson (2010) claimed that team working in a health and social care setting is important as different concerns regarding a client needs to be focused. It is usually discussed with various type of individuals in different working sectors. Such as teachers, GP, health visitors, health professionals, and even the parents or family members. The researcher is very confident in group discussions and can work well with others, as the main criteria of good team work is being able to share ideas confidently (Leicester, 2018)

6.2.6 Empathy Skill in Social Work

In the line of social work John (2012) observed that most individuals end up taking the role of a social worker mainly because it gives a more deeper understanding on other people’s lives; having empathy for others and wanting to help those in need. Being caring and understanding is a mixture of intellectual and emotional function this is important when counselling the service users to actively listen and acknowledge what the individual is going through (John,2012). The researcher identifies that having empathy is a skill that describes the writer as whole, constantly staying focused on what the other person has to say, also reducing any tension when coming to an emotional or distressing situation (Morgan, 2017)

6.2.7 Organisational Skills in Social Work

Another essential point that is achieved by social workers is effective organisational skills this is also linked to time management skills as well. Organisational skills require a great deal of planning, time management, scheduling, coordinating and hitting targets (Simmons staff, 2014). In the line of a social worker organisational skills is used when managing client’s needs. This could be achieved by managing appointments, networking with other service workers, providing the service user psychosocial support, or even with making appointments. Considering organisational skills, it needs to be planned out properly and effectively based on the seriousness of the service user’s requirements (Simmons staff, 2014). As observed by Martin, Charlesworth and Henderson (2010), the researcher plans constantly in advance to focus on the main objective and task to ensure that the criteria are achieved by a certain time.















Conclusion 

Time Management Skills 
Essentially this role involves prioritising each workload and being able to multitask (Ollusa, 2018) The writer claimed to be well prepared and tends to keep track of the day by noting it in a diary or calendar. 

Communication Skills 
This skill is needed to create a professional relationship with the service users and to ensure that the client receives the right care and support (Martin, Charlesworth and Henderson, 2010). The researcher has claimed to be very confident in communicating verbally with others to show interest for the client’s interpersonal problems. 

It Skills
The role needs the individual to have effective computer literacy when considering using emails and creating reports for the clients (Skills you need, 2018).  The writer has very good understanding on the basics of how to use a computer, such as creating an email or report and using the internet for research purposes. 

Problem Solving Skills 
This role needs the individual to find solutions to problems effectively (Kent, 2013).  However, the writer finds it difficult to problem solve situations independently.

Team Working Skills 
The role for team work needs an individual to be able to able to work with others to come to an agreement regarding the service user’s wellbeing (Leicester, 2018). The researcher has claimed to be very confident and comfortable discussing arising problems with others.


Empathy Skills 
The job requires the individual to be able to sympathise and show understanding of the service users viewpoints and problems (John,2012). The writer claimed to be experienced in showing empathy towards others and being considerate to the service user’s needs. 

Organisational Skills 

This role needs the individual to be well prepared and have good planning style to prioritise the time effectively enough (Simmons staff, 2014). The researcher has claimed to be very well prepared and prefer to keep up to date with the main objective.






Recommendations

 Problem Solving and Analytical Improvements 

The researcher notices that problem solving, and analytical skills is a barrier as it is very confusing and unclear for the writer. As a social worker problem solving is essential as the client is the main priority to improve the service user’s wellbeing and lifestyle (Kent, 2013). To improve, Careers Web (2018) found some solutions:
•	Attend leisure centres; such as playing games like chess or do logic games.
•	Partake in voluntary work that deal with customers relation; dealing with complaints.
•	Undergo further research like undertaking essays or projects; preferably in a workplace environment.
•	Also identifying the right techniques that is suited for problem solving. 

 Communication Improvements (Language Barrier) 

 The researcher also identifies that verbal communication with others who are from different places becomes a language barrier for the individual. As a social worker it is important that the researcher understands others fully when speaking to create a professional relationship with the client (Martin, Charlesworth and Henderson, 2010). As observed Gratis (2016) found some solutions to resolve the language barrier:
•	Use appropriate plain English language; just by removing any jargon or confusing words. Other methods such as using visual methods; like using pictures or diagrams. it could also be helpful to have a qualified translator present. 
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Appendices

What is the Role of a Social Worker?
 A social worker main job is to work with other service users and families. To enable them to have a much more happier and content lifestyle. 

 What is required to be a Social Worker in the Working industry? 
 To become a social worker, it is essential that the key skills are present. For instance, having problem solving skill this will help with finding solutions to problems. Essentially skills like communicating and engaging with others is important to keep a professional relationship. Also, qualifications are needed to become a social worker the individual needs to be registered with the Health and Care Professions Council (HCPC). It is important that the individual has at least two or three A levels along with five GCSES. In most cases the individual will have to go complete a degree, this will take at least three to four years full time condition (Healthcareers,2018).
For the steps to effective problem-solving process.
There are 6 steps to take to effectively improve the problems solving skills (Cisco Networking Academy, 2015). 
Find out what’s the problem, Determine the root causes, Find multiple solutions, Determine the optimal solution, Implement the solution found and then Measure the success of the solution (Cisco Networking Academy, 2015) 
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