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  Introduction 

It has been taken into consideration that a obtaining an outstanding cumulative grade point average (CGPA) by graduates through university has been the passport for a qualification suited employment. It has prompted graduates to concentrate solely on their academic studies for excellence while compromising soft skills activities participation that employment requires.
Unnecessarily hard skills learnt through courses of study in university are not complimented by obtaining of such qualifications by its self. A mix of hard skills and soft skills will enhance the employability can be noted from various angles (Harvey,2001).
Employability is mainly refereed as graduate's possession of certain level of skill and qualifications and their ability to put them to use for job search and retainment (Nabi,2003).
The direct beneficiaries of their skills are the employers whose job recruitment and selection could affect the chances of securing employment. Those graduates with skills and qualifications that are valued by employers will succeed to the employment market. Those who don’t make the employment is due to possessing poor grades and are poor command of soft skills which are most sought after by employers. Employers assume employees/ graduates to be fully prepared with various skills and are able to execute them to a higher level. 
Fallows and Steven (2000) stated that an emphasis on employability skills in the curriculum of every discipline would able to equip graduates with critical skills by the time they graduate.
The importance of employability skills and employment structure has been widely accepted as the increasing requirement for broader types of skills by employers (Brown, Green, Launder&Sakamoto,2001; Kamarainen, Attwell&Brown,2002; Kamarainen & Streumer,1998). The perception of employability skills can be sometimes be referred to as the workplace skills (UWA,1996) or the career and employability skills(C&ES) refereed as the workplace basics or workplace know-how skills (Hollenbeck,1994).
Despite the diverse definition employability skills refers to cognitive capability as learning to learn analytic and problem solving, innovative and communication skill(Bikson&Law, 1995; Stasz McArthur, Lewis& Ramsey,1990). These skills make learning new applications possible especially when they are increasingly required which validates the fact that employability skills are more important than the degree subject studied (Haevey,2000).




                          Employability skills required for the hospitality sector


1; Communication
2; Teamwork
3; Problem solving 
4; Enterprise/ initiative
5; Organising/ planning
6; Self-management
7; Learning
8; technology

Skills communication is instrumental to productiveness and harmonious relationship across all employees. Employability skills is paramount to employment so therefore it must be given consideration to ways it can be incorporated into a learning program.

1; Communication involves listening and understanding, speaking clearly and directly. Writing to the co-worker's customers suppliers and directors. It also involves negotiating responsibly and ethically, networking and establishing one. Numeracy is need to as well having an understanding of numbers is paramount for profit and loss for the company. Obtaining a second or third language is an excellent qualification to have.
 2; Teamwork is to able to take part as a team thus increases productivity in a working relationship, able to work with different age group irrespective of race,gender,or relgion and political sentiment. Able to work well as an individual and as a team player and able to define roles as a team player identifying strengths of all the team mates solving problems and mentoring skills and able to give unbiases feedback.

3; Problem solving assists to a productive outcomes and help developed innovative and creative and practical solutions to problem-solving problems as a group where by taking into account different strategies to solving the problems and managerial problems such as finance e.g. budgeting is concerned therefore a good command of numbers is required and having the ability to apply different theories to solve problems according to the data and resolving complaints.
4; Initiative and entrepreneurial skills adapting to new situations when required. Having the ability to be creative with a long-term vision and be to strategic in the approach. Able to identify new opportunities and how to exploit them. Transforming ideas into action by implementing innovative solutions to ideas.
5; Organising and planning that leads to short- and long-term strategic planning that’s includes time management incorporating prioritising task leading projects and setting deadlines for tasks and projects. The ability to be initiate and making decisions when required. Able to establish a clear goal with the ability to deliver, organising and planning the use the resource importantly time management with the ability to continue improvements and developing a proactive plan.
 
6; Self-management embraces employee satisfaction and growth having a personal long-term vision and goals to monitor performance critically and evaluating it taking ownership of decisions obtaining confidence to own ideas and visions that are coherent.
7; learning to have the ability to contribute to ongoing improvements of employee's and company operations which should include being able to manage oneself further learning and to apply that to the workplace. Ability to use a variety of applications to learn and teach e.g. to mentor, peer support, networking and having IT competence. Self-discipline is the ability learn off-site the ability to have an open mind to allow new ideas. One of the more important aspect of learning is to invest time in learning new skills acknowledging the need to learn in order to accommodate change.
8; Technology having a range of basic IT skills and applying it as a management tool.







Employability skills 

In the last ten years academic researchers (Brun,2010; Wilson,2005; Ridder,2003) and other institutional studies such as (AAC&U,2015; Job Outlook,2016; Career-Builder2017) have concluded the critical importance of interpersonal communication in global and domestic organisation. These findings have demonstrated that interpersonal capability vastly improves the employees' competitive advantage in gaining a position and improving the operations of the organiation.
A recent study (Singh,2014) stated business and institutions and agencies all place a high regard to interpersonal skill because of its centrality of communication skill in the productivity of large and small organisations.
The findings also state that managerial and administrative activities require the effectiveness of communications skills, also efficient interpersonal skill for group communication skill is a significant factor in assessing the competence of a candidate.  
Singh and Colleague (2014) state that organisational and agencies place a high emphasis on interpersonal communication skill as essential when recruiting and interviewing the applicants. 
Employers have identified that interpersonal skill along with listening skills to be fundamental in this industry of hospitality.   
The employability skills of communication (interpersonal) along with other employability skills as mentioned are paramount to graduates personal and professional success in the twenty first century workplace.
A survey conducted in 2015 for Association of American Colleges and Universities (AAC&U) by Hart Research Associates (2015) on university learning and success in careers it was decisive that interpersonal skills is essential for performing in business, professional academic environments.
Regardless of the situation a graduate face in professional context they will need to communicate effectively and interact with people of diverse cultures utilising speaking and listening skill for example in a personal or professional environment or trips to various places having to mingle with colleagues dealing with customers require effective interpersonal communication skills (Hybels&Weaver,2015).
Communication in the work place is required to accomplish personal and group projects because employees need to be able to communicate with co-workers, supervisors and managers and directors of the company.

Soft skills which has been identified as an essential skill are very important skills to have and to demonstrate interpersonal competence and organisational communication effectiveness which are essential for managerial success.
Interpersonal skill is central in the workforce performance and productivity in organisations have been approved by numerous studies in the past decade (Morreale, Osborn, &Pearson,2000; Alshare & Hindi,2014; Barker & Thompson,2004; Gray 2010).
Also recognised in a recent survey in the Workforce-Skills preparedness Report and Payscale(2016), it is now required that graduates entering the workforce should be able to communicate with confidence and should be able to express themselves competently and be competent on public speaking in group settings.
The servey draws attention that poor communicational skills could prevent graduates aspiring to managerial position and to achieving their goals or expectations. 
Businesses and organisations at all levels are willing to promote a job and to recruit a applicant who can demonstrate a background in Oral, Written and Presentational skills. Well trained graduates should endeavor to acquire the soft skills that enhance their competitive advantage in the world of job market. Creating a favorable impression on a job application for employability DeNisi,Hill and Jackson (2003,p3) stated that business are completing in global market that requires the attainment of such essential skills that gives their workforce to outperform their competitors. Hitt, Keats and Demarie (1998) indicated that business must find new sources of knowledge, broaden competitiveness and develop a workforce that is able to perform tasks differently to be successful and benefit from the globalisation of bossiness.
DeNisi and Colleagues established that knowledge-based resources skills such as the ability to learn which can be developed through formal and informal training.
These skills are Soft Skills and are essential and are required by employers of today and employers expect the ability to communicate orally effectively and to be able to work competently with team members and different groups and competently communicate in writing and emphatically demonstrate critical thinking with analytically reasoning skills. These skills have been identified as critical for business graduates and people wishing to advance their career in a competitive business (Association of American Colleges and Universities, AAC&U,2015.


Practitioners and scholars have emphasised a need for higher education to prepare graduates with soft skills to enhance their competitiveness in employment and for advancement. DeNisi,Hitt, and Jackson (2003,p9) knowledge-based resources are the intellectual abilities and knowledge gained by confident graduates and employees having the ability to learn and developing that or attain additional knowledge that elevate their performance level. As mentioned, Knowledge- based skills and aptitude which employees and graduates need to gain and master the potential skill for adapting to new knowledge and skills. The influence of interpersonal communication competence on business effectiveness has been discussed and dissected because of the significance that employers have put for recruiting applicants especially graduates.
The emphasis of communication (oral and written) is overly critical for employability and promotion. The importance of soft skills that business demand has expanded to include critical thinking, problem solving comprehension attention to details and leadership skills and team work (Workforce-skillsPrepardnessReport,2016) are some of the disciplines that are required for excellent interpersonal communication skills for the respective industries. As a result of the widespread importance on the usefulness of interpersonal communication skills business now require universities to Intergate presentation skills and writing competence and research skills to be taught. Two accrediting associations for university and business school and colleges- AACSB (the Association to Advance Collegiate School of Business) and the ACBSP (Accreditation Council for Business Scholl and Programs). Harvard University is now a accredited university, with a course that teach the importance of oral, intercultural communication and interpersonal competence.
The continued emphasis on interpersonal communication (Fallows and Steven 2000) stated even in challenging conditions just possessing the knowledge and skills of their academic discipline and training graduate and job seekers and employees should aspire to acquire interpersonal skills/ soft skills that would give them a competitive edge. This emphasis was also supported by Workforce-Skills Preparedness Report (2016) which clearly stated that interpersonal soft skills are what employers demand. A study of business/organisation indicated graduates and employers to succeed in the competitive world of workplace must be able to communicate with internal, external, national and even global audience of the company in which they work in. Shewehuk and associates (2006) indicated that good interpersonal communication skill would aid executives of business in explaining and presenting information and negotiating successfully with counterparts. An accomplished interpersonal communication skill with strategic planning and effective communications in the verbal. Nonverbal, group and with the understanding of interpersonal skills in business of all sizes could successfully negotiate contracts and compete for a bigger share of the market with enhanced creditability. With increasing focus on communication competence as a ability management practitioners and industry analysts(Woodword,Sendall& Ceccucci,2010; Job Outlook,2016, Workforce Skills Preparedness Report,2016) stated  the need for various forms of communication in business in order to adequately equip employees for the modern workplace.
The need for communicating, understanding and working in groups has become of paramount importance university such as Howard university has developed courses in interpersonal communication and strategic on teaching group work such as delivering presentations interpersonal, critical thinking and analysis and leadership communication.
The Hart Research Associates survey conducted on behalf of the Association of American Colleges and Employers –NACE (2016) mentioned that communication apprehension/ nervousness as the single most important factor that effects many employees so the inclusion of teamwork is paramount. To prevent the deficiency of presentation that many employees face to tackle this problem (Luthy& Deck 2007) mention that teaching of oral presentation skills for business is of the utmost important.


                                           Negotiations defined 

Negotiation is the process where two parties with different needs and viewpoint needs to reach an agreement on a matter of mutual interest (Casse 1981, p152). Acuff (1993) has described negations as the process of communicating back and forth for the purpose of reaching a joint agreement about different need and ideas, and describes negotiations to be in essence a process where two or more parties transfer/exchange services or goods and try to address an agreed price .Goldman(1991)suggests two parties  finding ways to favorably alter the other sides perceptions. 
There is also cross-cultural negotiation this is an attempt of our willingness to succeed in the international marketplace whether the business is a labour agreement or a foreign government contract which involves a considerable amount of communication skills.
There are two types of negotiations being INTRA cultural and INTER cultural (Fatehi 1996)
Intracultural negotiations take similarity in culture between the two negotiating parties. Goldman advised that in negotiations what counts is not reality but only the party's approach of reality (Goldman 1991). The best method to negotiating is on merits or principled negotiation's (Fisher and Ury 1981).
Fisher and Ury (1981) agreed the fundamentals of effective negotiations is achievable following these steps.
1; Plan the negotiations, and maintain high enthusiasm 
2; Research your opponent, gather as much information as possible.
3; Start with a positive proposal
4; Address problems not personalities
5; Be open to accepting third party assistance (Fisher and Ury 1981).


There are three components to negotiations
1; The process
2; The parties
3; The agreed outcome of the negotiations 
In any negotiation's complications arise because the two parties have different objectives, in some cases one party may even not want an agreement. There are many issues in cross-cultural negotiations that are very complex that is not to say that non-cross-cultural negotiations are any easier.                         

                                                 Time Management

Time is a precious commodity to employees and the employers in busy modern organisations.  Time management is also called Self-Management when it is managed and accomplished effectively. Employees procrastinate less and become more productive where the working environment is more adaptable for jobs to be done efficiently. A good working environment works as positive booster for productivity and motivation in any organisation where time management is practiced. Time management has been characterised as a cluster of behavioral skills that considered to be very important in any organisation, time management skills incorporate activities that are implemented by non-academic personals and academics alike. Effective time management has productive impact on productivity of an employee in an organisation (Eid M.Nermin et al; 2015). Time management is a tool for planning the use of time effectively and efficiently requires commitment and readiness to keep on the track. Time is not a renewable commodity it flows from the future to the past therefore a plan should exist for each working day and it should be ahead of time e.g. tomorrows work should be done today. Time is a very expensive commodity that all have regardless of religious, social and bureaucratic status therefore extra attention must be applied to its use to achieve the preset goals.
Time management is a process of planning and conscious control over the amount of time spent in specific activities, especially to increase its effectiveness, efficiency or its productivity (Wikipedia).



Time management can be helped by a range of skill tools and techniques to manage time to complete specific task and projects with a due date. Each and every one of us has an equal time per day, per month and per year the utilisation of time depends how we exercise it, it can be enough or in a lot of cases not enough as mentioned by Maitland (1999). The best time management practices should be flexible that it can be adjusted to the dynamics of the environment, good time management is to manage activities that are time consuming. Structuring time management to overcome procrastination developing technique for effective use of time e.g. When a manager opens emails in the morning probably faces plethora of communications yet a realistic time management structuring plan can boost productivity and improve quality of life as the key aspects of time management are goals organisation achieved leading to relaxation.
Time is momentary, limited it is difficult to control, it is difficult to use time efficiently and however one must work hard to make sure tasks are accomplished on time and results are profitable.
Time management should have a concerted approach and should incorporate the aspects of work whereby it is continuously updated to meet the changing, challenging and dynamic developments in a work environment   therefore time management is becoming increasingly paramount for managers to meet goals in the proactive organisation

                                                   Appendix
Time management steps

1; Organise a schedule/ calendar that is with you all the time electronic or hard copy.
2; Document all tasks and have excess to all documents signed.
3; Have maps in cars used by yourself or in the office 
4; set times when co-workers can find you in your office
5; set goals.
6; Stop Procrastination.
7; Keep a track of time.
8; Establish an environment productive and efficient 
9; Set priorities.

10; Give yourself perks/ incentives to adopt to change of behavior to make sure time related deadlines are met.
11; Revisit and adjust goals accordingly and periodically.
By dealing with the tasks in logical and orderly manner then efficiency and results are guaranteed.
Time managed efficiently and effectively commands high degree of perseverance, commitment and the willingness to keep up with the program regardless how small it may be incorporating it will complete the program of time management into a busy professional life.
There is a personal and professional responsibility to the precious capital asset(time) as it is not renewable. If it is wasted used in tasks that bare no benefits, it is our precious time that is being wasted, even though time is ours and we have the absolute right to waste it should we wish to but someone else cannot be blamed for the waste of time.  Fontana states that “the minutes of our lives are capital rather than renewable income, and when a minute has gone it is irrecoverable (Fontana,1993) therefore the value of work must be understood.
Calendars and schedules should be prepared to manage the use of time efficiently and create a realisation that time is a very important, consequently managers have  often been quoted e.g. “how am I going to get all this done”  and “There is not enough hours in the day” therefore that it should be clear in minds that capital (time) is limited and cannot  be stored  and demands that it to be used efficiently.
Mangers who can organise and execute their priorities are more successful and therefore more productive and it is crucial to master the art of time management to improve the managerial capabilities.
Although the management of time is a continuous function it still requires managers to further its development as “Time management is Self-management” (Maitland,1999).
  Conclusions 

The importance of employee effective oral presentation and writing skills was present but the attention was minimal, a few surveys done by academics and professional demonstrated the inadequate skill deficiency for planning major tasks were also identified by (Ducoffe&Ducoffe,1990; Bishop & Anderson, 1992; Thomas & Patton, 1993).
Earlier reports showed the insufficient levels of communication skills among employees (McKendrick, 1986), Tootelain and Shoffer, 1983) stated the utmost importance for the need for interpersonal skills for business.

The Need-Based Strategic Approach- Teaching of Business Communication became an expectation for business of employee's ability to communicate efficiently and effectively, as stated by (Lesiker, 1976) Management established that oral communications one of the most important skill to have along with all the other interpersonal skills for employee to have.

The conceptualisation of negotiations is provided with clear definitions of negotiations across cultures, it can be argued that negotiations fall into two bands of classification Intra cultural and Inter cultural.
Managers need to incorporate cultural differences into the negotiations communication by doing so managers would benefit one of the key contributing factors into successful negotiations.
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