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                     INTRODUCTION

Academic and employability skills are very important and number 1 things employers and companies are seeking for in this generation. These skills are transferable skills which each individual will need to make them employable. Employers outline a set of skills from the individuals that have presented their skills to be able to work there. This is along with good technical understanding and subject knowledge. The skills that have been outlined by the employers are believed to be skills that equip that individual to be able to carry out their role to the best of their ability. Being employed also, depends on your skills, attitudes, your knowledge, how you use those assets and how you present them to your employers. Skills are not just for employment, but also for academic reasons. Academic skills are also important because they help you develop your skills and abilities of research and study skills. For example, if you want to do higher levels of university studies it will help you with your reports and assessments. It helps your for now and the future.









TIME MANAGEMENT
Time management is the planning and control of the amount of time spent on certain activities, especially if you want to increase efficiency, productivity or effectiveness. Time management is getting all your work done by giving yourself a deadline. If you split your time into categories, you will give yourself enough time to be able to meet those deadlines. Good time management enables you to work smarter, so you get more work done in less time. Time is something that if you lose, you will never get it back. To be able to have good management skills, you need to prioritize your time into categories which divides your timing into urgent or not urgent.

My time management skills are good at work as I am always on time to work. I know exactly what to do in what order and get them done. I get my job done as fast and as quickly as possible. I need to improve my time management skills in my personal life. I never seem to get things done and finished in the time I have planned. To do this I need to prioritize my time plan.

Here is a theory which I have read about that would help me to improve my time management skills.

According to Brian Tracy, it has been said that "If you have to eat two frogs, eat the ugliest one first."  
He explains that "This is another way of saying that if you have two important tasks, before you start, start with the biggest, hardest and most important task first."(Tracy, B. 2001)



[image: ]


I have understood that if you have tasks to do, you should do the bigger tasks first to get them out of the way and then go on to the smaller tasks as they will take up less time. I also, understood that you should discipline yourself into starting those tasks immediately and challenging yourself as if they are tests. I agree with this theory and I think this will be a good start for me in my personal life. I will also, try giving myself little and big tasks to test myself of how to improve my time management and to measure my improved results. I recommend this book as it is very helpful and gives a lot of examples.

Time management skills are important in my future career business because dry cleaning is about timing. Customers will need their clothes urgently or not urgently. Organizing the time and days of these clothes is hard and important. We have to organize them according to the time and day they want it for. These clothes go through processes of things like dry cleaning, pressing, hanging and packaging. To do this we need to put things in order and this will help for customer's orders to be ready and on time. This will make the customers happy and they will trust us and our business.











NEGOTIATION

Negotiation is a method by which people settle differences. It is a process which is reached while avoiding argument and dispute by compromising or making an agreement. Individuals understandably try to aim to achieve the best possible outcome for their position under any disagreement. However, seeking mutual benefit and maintaining a relationship are the keys to a successful outcome of principles of fairness. Making negotiations is agreed after talking about both sides ideas. The main aim of negotiation is for a result of win-win for both sides to be happy. For example, if the customer is not happy of the result of a pressing of a shirt in the dry cleaners we can offer a discount or offer to re-press it that moment.

I used to be inpatient and not really think of negotiating all the time it seemed like the customer was wrong. The policy of business is that customers are always right. Even when that is not true you must try negotiating. I need to improve my negotiation skills mostly and try to make both the customers and myself happy of the result.

A book that is written by Chris Voss explains to negotiate as if your life depends on it. This book is based on his FBI hostage negotiating job that explains real-life experiences. There are five main strategies of negotiation that I think is helpful that he has outlined. These are;
1-State your deadline
2-Use the 'F' Word which is (Fair)
3-Never go first
4-Use a range 
5-Look for other things to negotiate on
(Voss, C. 2016)
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Another book called 'Getting to Yes' by Roger Fisher and William Ury is also, based on theories of negotiation.  It is said that conflict shouldn't be eliminated and that it helps create prosperity. They say, " Change the basic game of conflict for future reasons". This book includes Harvard Researchers theories. (Fisher, R and Ury, W. 1981)
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I agree with both these books and theories. Even though Chris Voss talked about his real-life experience of over 150 cases of negotiation, Roger Fisher and William Ury did thousands of researches with Harvard researchers and, also, used Harvard researcher's theories. This book has more different experiences on different occasions of negotiation that was used in different environments and of daily life.



Negotiation is needed in the dry-cleaning business because there could be customers that might not like the way things have been done or the way you have dealt with their requests. You could use these theories to negotiate in a way that will make you and your customers happy. If you don't have negotiation skills the customers might not like it and not come again. This way you will lose customers and business.












PROBLEM-SOLVING

We all have problems on a daily basis. Everybody can benefit from having good problem-solving skills. Some of these problems are obviously more complex or severe than others. It would be great to have the ability to solve all problems in a timely fashion and efficiently without difficulty. Unfortunately, there is not just one way that can solve all the problems. Solving problems with good results is a big help towards your employability and academic career. For example, your tutor could ask you to write your own ways of solving a technological problem. Using these ideas and putting them together could lead to an amazing result. Problem-solving is not just about results, it's also about being patient to work smarter and help use your full concentration on that specific problem. Solving problems has also, got principles to it.

My problem-solving skills have always been very good in my personal life as usually I'm asked to solve the problems at home or even in my individual daily life. I use this skill at work as much as I can, but I still need a lot more improvement as when it is busy my head feels so full that I'm caught unprepared to solve a problem when I'm asked to do so.



The principle of problem-solving written in the book 'Principles' by Ray Dalio states the way that he questioned himself and what type of strategies and research he used to figure out the right answer to his question. Ray Dalio asked this question to himself to research and help support his results correctly; "Rather than thinking, 'I’m right.' I started to ask myself, 'How do I know I’m right? " Using these principles to answer his question helped him create a unique result in life and business. He also states that "Principles are ways of successfully dealing with reality to get what you want out of life." (Dalio, R. 2017)
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The question and outline of the principles in this book is very interesting. I have read and watched a bit about his speech in TED 2017 about the book and think his strategies of solutions and good results are very helpful. I agree with the way he explained it because it didn't just end with good results for him, but also helped many other people around the world even successful people to overcome their personal and career life problems. For example, Bill Gates stated that “RAY DALIO HAS PROVIDED ME WITH INVALUABLE GUIDANCE.”





This skill is very important in my future business because when dealing with customers, they can often be difficult to serve when there is a problem. Even if they are told that there will be a problem with one of their clothes they still insist for that service to be done. Finding a solution to the problem that may be caused because of a service a customer has insisted for you to provide, you still need to result that problem with a good solution using different principles so that you can keep a good relationship with your customers. It is also important because for example, one of the machines may break down and one machine breaking down stops all the services and machines running, and this will slow down your business.









CONCLUSION

In conclusion, employability skills are very important to have when you are applying for a job. You need to pay attention and make sure you have the specific skills for the job you are applying for. You should always try to improve yourself even if you have those skills because there is no end to improving yourself or an age. It's important to do good research for example, read books of important theories, to know how to manage and find ways that might help you improve yourself to be better.


             REFERENCES
      'Eat That Frog' (Tracy, B. 2001. p13, Plan Everything in Advance) (BOOK)

'Never Split the Difference: Negotiating as if your life depended on it'
 (Voss, C. 2016) (BOOK)

'Getting to Yes' (Fisher, R and Ury, W. 1981) (BOOK)

      'Principles' (Dalio, R. 2017)
www.principles.com
TED 2017 (ONLINE)



















image1.png
EUAP L OY A B FISINRSE S K || | S

N Iy





image2.png
INTERNATIONAL BESTSELLER

EAT THAT

FROG!
YM!"

GET MORE OF THE
IMPORTANT THINGS
DONE TODAY

BRIANTRACY





image3.png
NEVER
SPLIT THE
DIFFERENCE

oY

@k

cHils Voss >
| i




image4.png
e
Infornational
Bosisollor

getting fo

negofiating an
‘agreement without
giving in

"ROGER FISHER & WILLIAM URY




image5.png
PRINCIPLES
Y DAL





