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1.0 Terms of reference

This report was requested by Laura James, the report was requested on the 11th October 2020. The purpose of the report is to complete research on why employability skills are benefits to the employee also to include the employability skills we have studied on the course including interpersonal skills, communication skills, time management and conflict. The report is compiled by Shelby Elise Phillips a Student of the University Of Wales Trinity Of Saint David.

























2.0 Procedure 
To prepare for this report the researcher will use information from a range of sources including, books, online websites and journals. At the end of this report the researcher will conduct a conclusion of their findings































3.0 Findings 

3.1 Introduction 
Employability skills are important as they are a basic but necessary skill an employer often requires for employment within their company. There is a wide range of employability skills. Although a lot of companies will require a degree for some of their job vacancies they will also require you demonstrate a wide range of essential skills.
When you consider changing careers, you’ll always have in the back of your mind you might not have the skills or even the correct skills for a new job role in a new work place. Employability skills ar important no matter what job role you enter into.

                       The Communication Process
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Throughout this process, the individual who is the fount of the communication develops it into a message then transmits it through a channel. The recipient decodes the message, and then feeds back there understanding or a lack of understanding to the source. By Understanding these steps in the process, you will become more conscious of your role in the communication process, you will recognize how you will be able to communicate more efficiently, foresee problems before they even happen, and improve your overall capability to communicate productively.

3.1 Written communication
Being able to effectively convey ideas in writing is valuable. This involves first synthesizing data and situations and then translating them in a way that helps other people understand and act. Even without data, if you can concisely and smartly communicate your ideas you’re pretty much golden in the eyes of a new manager. 

3.2 Customer service
Customer service is a vital employability skill as employees and bosses expect you to give the same attention and care you would give them. You represent the company you are working for so having a good understanding on what the company expects from you. Customer service includes a range of expectations these include 
· Good, strong communication 
· Helpful
· Always have the aim to resolve a dispute 
· Emotional intelligence 
· Problem solving 
· Resilience (while dealing with an agitated customer) 

3.3 Interpersonal skills
Management jobs are all about people and being able to build successful relationships is integral. If you want to lead a team you'll first need to earn the respect of your colleagues and to do this you need to know how to effectively deal with other people. Setting time aside to get to know your team members on both a personal and professional level, perhaps through social activities or team-building training, while still maintaining professional boundaries, will go a long way to earning their respect. You need to demonstrate your managerial qualities and authority while maintaining the ability to play your part as a member of a team









3.4 Problem solving and decision-making

As a manager you'll be tasked  solving problems on daily basis this could include over stock, customers not happy, staff not being able to do there shift . This requires excellent attention to detail and the capability to remain calm under any pressure that will present its self. To make sure that your team is productive and that the workflow runs efficiently you'll have to think quickly and effectively when problems arise. Creative thinking will help you to come up with innovative solutions that minimise the impact on your team and the business as a whole.
Thinking on your feet also comes in useful when you have to make a snap decision about how to successfully complete a task or meet a business goal. Being able to quickly weigh up the pros and cons of a situation and make an informed decision is essential.

Having a good understanding of the skill emotional intelligence will help you overcome or deal with problems that arise in a workplace. Sometimes in a workplace a situation can arise which your own emotions will be affected you’re only human so once in a while this situation could occur. This in itself is a problem solving skill as to be able to have the ability to recognize and deal with our own emotions in a situation. Also having the ability to being able to recognise the feelings of others will help create a new reflection on how you solve the problem that arises. Being able to adjust our self-conduct and our responses appropriately for example if you needed to ask a work college to do a task but that employee was feeling overwhelmed you would have the emotional intelligence skill to be able to handle the situation in an appropriate behaviour.


Why is it important?
· Employers like to see good problem solving skills because it also helps to show them you have a range of other competencies such as logic, creativity, resilience, imagination, lateral thinking and determination.
· It is a vital skills for your professional and personal life.
· It is a key skill that is assessed at job interviews.
· It is an essential skill for managers and all senior level roles.
· Those with good problem-solving skills are a valuable and trusted asset in any team – these are the people who think of new ideas, better ways of doing things, make it easier for people to understand things or help save customers time and money.
· They are proactive thinkers who like to get things done.
· [bookmark: howcaniget]Can help you progress more quickly and boost your career opportunities.



3.5 Communication and motivation
Effective leaders must master all forms of communication including written, verbal and listening skills. As a team manager you're the line of communication between frontline staff and senior management, so you'll need to be able to communicate with a variety of people from entry-level employees to heads of departments and CEOs in a number of different ways such as via email and social media, over the phone and in presentations, meetings and one-to-ones.
As a leader you'll need to establish a trusting relationship with your employees so they feel comfortable sharing information with you and vice versa. To ensure that lines of communication remain open you'll need to make yourself readily available and accessible to your employees to discuss any issues or concerns that arise. Putting in place an open door policy or weekly or monthly team meetings should facilitate this. When communicating let your staff know that they matter by keeping eye contact, smiling and listening attentively. Projecting an open, positive attitude at work goes a long way to creating a happy and healthy work environment. Don't shut yourself off or put yourself on a pedestal. Simple things such as active encouragement, recognising achievements and taking an interest in the lives of your employees boosts morale and ensures that staff feel valued by the company. If people are a product of their environment, a positive workplace creates happy, motivated employees





3.6 Time management 

Having a good strong Time management skill is important in all aspects of life but an employee will always expect good time management there’s a lot of thing that time management covers which include 

· Prioritizing 
· Scheduling 
· Workload management 
· Delegation 
· Critical thinking 
· Efficiency
· Compliance 

Time management is almost the same in all work places you’ll always have tasks to complete at a certain time , staff need brakes , new lines of stock it all comes down to time management. Some things you have to prioritize over other things. Scheduling staff brakes, staff holidays all and important skill to be able to manage because without enough staff the company can’t  function to its fullest potential and that’s when not having good time management will be seen. In a lot of workplace’s you’ll see a lot of supervisors/managers trying to do the tasks themselves by having this time management skill you would have the understanding that by sharing the workload and allocating workload to other members of staff. It’s better to succeed in a few tasks rather than try and get them all done and fail.













Why Employability skills are a benefit to an employer 
[bookmark: _GoBack]















4.0 conclusion 
During the researchers research into employability skills the research found that all company’s look for the same skills for the role of a line manager, they all want good communication including several soft and hard communication skills. The report outlines a variety of skills employers expect to see or expect you to develop while working with the company. The main skill all employees expect to see is good solid communication, having a strong communication will help you develop and learn more advanced communication skills which employers desire to make the business to grow and expand.


























5.0 Recommendations 


5.1 Improve time management by setting out a weekly or monthly plan for employee agreed by both the employee and employer.
5.2 To improve communication skills by putting employees on advanced training courses to ensure there reading, writing, listening and speaking skills are at the standard of the business.
5.3 If the employee has basic IT skills send them on a IT course to improve their skills as it will have a positive effect on the company 
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