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Terms of Reference


This report was requested by Marie Pitson on the 30th January 2018. The purpose of this report is to identify employability skills. The report was compiled by Jon Mcintyre. Submission of report 3pm on 2nd March 2018.



























Procedure

The researcher has used books and Websites to gather the information needed for this report.




























Introduction

The purpose of this report s to analyse the employability skills of the researcher against the needs of the employers.
This report will include an overview of the skills required for a charter boat captain post.
The skills discussed include communication, problem solving, self-management and learning.























Findings

There are a number of specific skills that employers look for in potential employees irrespective of industry and job specification.  

Communication Skills

The ability to communicate effectively with superiors, colleagues, and staff is essential, no matter what industry you work in. Workers in the digital age must know how to convey and receive messages in person as well as via phone, email and social media. Good communication skills will help get hired and promotions and be a success throughout an individuals  career. Doyle, (2017)  Avoid 1st and 2nd person pronouns

The researcher identified different types of communication skills.
Listening: 
According to Indeed.co.uk (2018) being a good listener is a good way to be a good communicator. No one likes communicating with someone who does not listen. If an individual is not a good listener it can be challenging for them to comprehend what they are being asked to do. 
Non-verbal Communication: 
Non-verbal communication includes facial expressions, the tone and pitch of the voice and through body language. These non-verbal signals can give additional information to spoken communication (skills you need, 2018).
Written communication: 
Written communication requires more thought and effort. It must be easy to read and  both informative and instructional tool. [ smallbusiness.chron.com] (2018)

Time Management
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