2

EMPLOYABILITY SKILLS 
                   BMSK 4001                 MISBA CHOWDHURY                               STUDENT ID 1805956
Academic and employability skills



Title page…………………………………………………………………...page 0
Contents page…………………………………………………………….page 1
Executive Summary…………………………………………………….page 2
Employability skills……………………………………………………..page 3
Findings………………………………………………………………………page 15
Conclusion………………………………………………………………….page 15
Reference/bibliography………………………………………………page 16





















Executive Summary

This report focuses on employability skills particularly within the restaurant industry. Employability skills are beneficial therefore this report will also include the benefits of employability skills to employers and employees working in a restaurant. A discussion of skills such as time management, negotiation and interpersonal communication skills as well as wider employability skills that are required by employers like IT skills will be addressed as these skills provide an individual with employability.  (Ref 7)The restaurant industry has undergone a period of growth within recent years with consumer expenditure reaching close to 88 billion pounds in 2017. Taking this figure into consideration gives an insight into how big the restaurant industry actually is and therefore contributes towards the beneficial impact of having skills that come under employability. One of the most beneficial aspects of working in a restaurant for both an employer and an employee is that they are working for an industry that is on the rise. This will help an Individual to develop their skills and boost their employability. The development of skills means that the candidate can convey their employability in a professional manner to employers who look for employees that are best suited for a given role. These reasons make employability a virtue in the workplace and therefore we gain insight into the importance of having these skills and also the benefits that accompany it.















Skills

[bookmark: _Hlk534738432][bookmark: _Hlk534739050][bookmark: _Hlk534741009][bookmark: _Hlk534741306]The first and foremost thing employers look for in an employee is their range of skills. In order to work in a fast-growing industry employees must show that they are best suited for the role. Skills such as time management, Team work, Problems solving, planning and organising, self-management, negotiation and interpersonal, communication skills contribute towards an idealistic employee within the restaurant industry. As our world is now emerging with new technology wider employability skills such as IT are also starting to become a required skill for employers. Employers value skills as these help an employer to monitor a candidates reliability. Being a reliable person is essential for a workplace and the more skills a person possess the more effective their reliability becomes. Not only do skills benefit an employer as it is their business, but skills are most importantly beneficial for the individual, as it puts those individuals in a position to meet the everyday challenges of life.

[image: C:\Users\MISBA\AppData\Local\Microsoft\Windows\INetCache\Content.MSO\F5928B21.tmp]


[bookmark: _GoBack]https://www.google.com/search?q=skills&safe=strict&source=lnms&tbm=isch&sa=X&ved=0ahUKEwiX4cuDht_fAhX8RxUIHQYGD98Q_AUIDigB&biw=1366&bih=586#imgrc=4JvFpCsZSrdFkM: 



Communication skills :
[image: Image result for communication skills] https://www.google.com/search?q=communication+skills&safe=strict&source=lnms&tbm=isch&sa=X&ved=0ahUKEwia8526ht_fAhVeUxUIHYEoBYwQ_AUIDigB&biw=1366&bih=586#imgrc=6QQzNTWVlNZ6cM:
Communication is sending or receiving information between many people. It requires a sense of conversation and in current times communication is an important skill for any sector for that strives for success. Workplace communication is important in the restaurant industry as it is beneficial and helps the business run more smoothly and therefore makes a restaurant successful. This will also be an advantage to the employees as it will be a contributor towards their skills range. There are many effective ways to communicate in the workplace such as verbal, written, non-verbal and visual communication.
Verbal communication skills
Verbal communication is to declare words or sounds to many other people. in the workplace you will need to be able to express yourself to give out the intended message that is being made to customers and employees, not being able to do this will create a lot of problems because many co-workers will not be able to communicate with you properly if you are not able to verbally declare your intended message.

https://www.google.com/search?q=verbal+communication+skills&safe=strict&source=lnms&tbm=isch&sa=X&ved=0ahUKEwilo-mPh9_fAhUaShUIHcynBdEQ_AUIDigB&biw=1366&bih=586#imgrc=ks7oYSNTGlhCpM:
[image: Image result for verbal communication skills]

Written communication skills
Written communication is similarly important in the workplace as in the restaurant many customers book reservations through emails, by asking information such as: food allergies, vegetarian and vegan options etc. Having written communication at restaurants is very effective as advertising used to attract customers such as brochures and leaflets require written information that is well presented and understandable. 

https://www.google.com/search?q=writing+communication+skills&safe=strict&source=lnms&tbm=isch&sa=X&ved=0ahUKEwiu9fHLh9_fAhVwUxUIHeaDDVYQ_AUIDigB&biw=1366&bih=586#imgrc=kUTsYk1fJKQV3M:
[image: Image result for writing communication skills]

Non-verbal communication skills 
Non-verbal communication consists of being able to recognise body language, eye contact and posture. This will help employees notice customers are trying to express their intended message by giving certain body languages. Not only will it help employees understand their customers but their co-workers as well as it helps create a shared meaning between co-workers. The great author Peter Drucker had once said “The most important thing in communication is hearing what isn’t said”.
[image: Image result for non verbal communication skills]
https://www.google.com/search?q=non+verbal+communication+skills&safe=strict&source=lnms&tbm=isch&sa=X&ved=0ahUKEwj6_eGZiN_fAhUvVBUIHXZ5BkEQ_AUIDigB&biw=1366&bih=586#imgrc=s0pRxO3MLyshaM:
Visual communication skills
Visual communication is another important method used in the restaurant industry. By taking into consideration aspects such as wallpaper, lighting, furniture, quality paintings, uniform/dress code and colourful menus. This will make you an effective communicator as customers will visually want to see an appealing place to go to which will also satisfy their needs as it will make them feel comfortable as it will satisfy their visuals needs. The interior and satisfaction of a customer adds to their restaurant experience. The customers impressions of a restaurant will determine whether they repeatedly come to the restaurant. This is beneficial for the employers and employees as customers contribute towards the smooth running of a restaurant.


	Benefit for employer 
	Benefit for employee

	· Business will run smoothly if customers are satisfied on how their communication is intended.
· Customers will have good service
· Employees who have been listened to will continue to share ideas that will improve services.
· Job satisfaction

 









	· Interactions give meanings to their work
· Participate in decision making 
· Contribution to achieving the restaurants goals
· Helps employees make sense of the situation



[image: Image result for visual communication skills]
https://www.google.com/search?q=visual+communication+skills&safe=strict&source=lnms&tbm=isch&sa=X&ved=0ahUKEwjcsoS0id_fAhVbTBUIHXNDChwQ_AUIDigB&biw=1366&bih=586#imgrc=nC7M6uh1B9a-ZM:

Time management skills
Time management means organizing and being able to plan in advance. to effectively carry out a task within a specific time frame. Time managements boosts productivity and therefore demonstrating its benefits for an employer and employee. Particularly in a restaurant setting time management is essential, especially if the business is busy as workers need to be fast paced in order to meet the requirements of customers and have a positive impact on their overall satisfaction. Time management allows one to identify priorities, these priorities will help indicate what needs to be focused upon, “The key is not to prioritize what’s on your schedule, but to schedule your priorities” –Covey.
https://www.linkedin.com/pulse/7-time-management-tips-restaurant-managers-kevin-guidroz
	Benefits for Employer
	Benefits for employee

	
· Prioritising tasks will allow customers to enjoy a satisfying dining experience
· Restaurants with good time management and fast paced work would be recommended to others, so it brings in more customers.
· Priorities are listed such as the most important on top, will result in less hassle



	
· If they finish tasks on time, there would be no reason for a delay in their shift.
· Good service may result in being tipped.
· Employees will develop the ability of being focused.



[image: Image result for time management skill]
https://www.google.com/search?q=time+management+skill&safe=strict&source=lnms&tbm=isch&sa=X&ved=0ahUKEwjonNyLit_fAhU5XRUIHVilA_QQ_AUIDigB&biw=1366&bih=586#imgrc=iRTx7CFT4Em44M:
Problems solving and Critical Thinking skills

Many problems are bound to arise in a restaurant business such as customer service, marketing, capital and restaurants may also be short staffed hence why problem-solving skills are essential. Problem solving skills are desired amongst employers as it shows them that this certain individual has a range of competencies. Some of the aspects that relate to problem solving are logic, lateral thinking and determination therefore showing why this skill is a virtue and highly demanded. Problems can be solved by identifying the issue, for example if a restaurant is short staffed, they would need to introduce a hiring scheme and offer training to employees. Some customers may have complaints regarding different issues such as food, service etc. These customers need to be considered and action must take place in order to solve their problems. (ref 6 ) “Most “mistakes” in customer service-oriented problem-solving are decisions that were never up to that employee in the first place. Instead of trying to “make a decision,” that employee should have just implemented the ready-made solution, a decision that was already made a long time ago.” Critical thinking relates to problem in the sense that both have the same end result which is to have a working solution towards something that may cause a complication. Critical thinking can be used to in order to think about alternative options. In a restaurant there may be the issue of overbooking, so it is important that critical thinking is used in order to analyse the booking chart and amend these problems to further avoid any inconveniences. according to distance educator Steve Rubin, a California specialist in critical thinking. In the hospitality industry, critical thinking is a fundamental characteristic of a successful hotel manager or owner. It is clear to see why critical thinking leads to the benefit of success as it showcases the skills that are insinuated through the mind.

https://yourbusiness.azcentral.com/critical-thinking-hospitality-industry-27870.html

	Benefit for employer 
	Benefit for employee

	

· Problems that are identified will result in quicker action, meaning the problem will be resolved.
· The problems can be assessed and therefore different alternatives can act as a solution if anything needs to be changed, e.g. – Unreliable suppliers






	

· An employee with good problem-solving skills is seen as reliable by employers.
· Employees will come up with potential solutions. They are in a position to help the restaurant avoid any problems.



[image: Image result for problem solving skills]
https://www.google.com/search?q=problem+solving+skills&safe=strict&source=lnms&tbm=isch&sa=X&ved=0ahUKEwjh3_C8it_fAhVfRhUIHYm6DF8Q_AUIDigB&biw=1366&bih=586#imgrc=yz59t4HxicS_vM:
planning and organising skills

Both planning and organisation are two key function required for a job. Showing good planning and organisation skills makes an employee efficient and successful as these skills effectively allow a business to achieve their set goals. One of the aspects of Planning and organisation is that tasks can be balanced.  An organised business means that tasks wont be piled up, paperwork won’t get lost therefore saving reducing stress and saving an owner time. (ref 5) “Working in an unorganized environment can make a business owner and employees feel constantly on edge”. Many customers may reserve bookings which means that business can plan their time ahead so that the restraint is not over booked, and no problems occur. Planning is crucial as supplies must be provided beforehand this will then allow workers to organise these supplies. Organisation helps to improve ones employability.  (Ref 2)Peter Drucker says “There is nothing so useless as doing efficiently that which should not be done at all” this highlights how scheduling important tasks is vital in order to not waste time on anything which is not a priority.

	Benefit for employer 
	Benefit for employee

	
· Planning and Organisation means that a business will run smoothly
· Priorities are thought out beforehand

	
· Smooth service
· Able to manage themselves in all areas of life and work
· Will be able to manage tasks more successfully and in a professional manner.
· Valued by employers as tasks are carried out effectively.






Self-management skills
Self-management does not necessarily refer to someone who has set up their own business. This skill has many other consisting factors that contribute towards self-management. Self-management means to take responsibility for your own actions. It involves being able to organise yourself and be able to initiate ideas that can be offered to a business. The skill of self-management also includes initiative, organisation and accountability. Showing initiative in a restaurant is an essential skill to have as it shows that the person is not reliant upon others. A worker can show initiative by thinking for themselves and taking action when needed. A person with good initiative has the drive to achieve. Organisation fits in with self-management as it shows that a person is prepared. Accountability is important as it shows that a person takes ownership of responsibilities that come their way it also means one will put effort in something that needs to be done. Self-management also allows one to present themselves in a professional manner, they are able to manage their verbal communication and also their body language in a way that is deemed appropriate and suitable for their role in order to be approachable and trustworthy. (ref 4 )“The restaurant image was also found to be a significant antecedent of customer perceived value. In addition, the results reinforced that customer perceived value is indeed a significant determinant of customer satisfaction, and customer satisfaction is a significant predictor of behavioural intentions.”



	Benefit for employer
	Benefit for employee

	
· A good service is expected
· Having self-management means that a Restaurant is organised 
· Effective leadership role
· Restaurant will display a sense of high quality
	
· Highlights to an employer that you can think for yourself
· Trustworthy
· Desirable Candidate
· Carry out tasks better because preparation has already been considered.
· Good self-image
· Self-management skills can help an employee take on a leadership role.











Negotiation and interpersonal skills

Negotiation is the process that involves compromises or agreement towards settling differences. With the skill of negotiating, a person will negotiate in order to achieve the best possible outcome for their position. Negotiation requires a structured approach. A candidate should follow the processes of negotiation such as preparation, discussion, clarification of goals and an agreement. During the discussion process a good negotiator would take into consideration questioning, listening and clarifying. Negotiation skills also require a broad range of many other skills that a person can develop, thus they are seen as very knowledgeable. Those who possess knowledge would be a greater participant in the negotiation process.  (REF 1) A quote by Robert Estabrook gives an insight into the agreement process which would consist of disagreement also as well as agreement. “He who has learned to disagree without being disagreeable has discovered the most valuable secret of a diplomat” To be described as a diplomat is a bold statement hence showing how beneficial negotiation can be. Negotiation skills are important in a restaurant as they can be used to deal with customer with any concerns, they may have such as complaints or feedback.
Good interpersonal skills are essential for effective negotiations as this skill is the one, we use every day when we communicate and interact with people. Interpersonal skills includes effective verbal communication as this allows someone to communicate their ideas and a good sense of assertiveness in terms of how one carry’s out different tasks. 

	Benefit for employer
	Benefit for employee

	
· Negotiation skills can be a great benefit as it can be used to resolve any differences that arises between one’s self and others.
· An agreement can be met by the use of negotiation
· Good opportunities for the business
· Conflicts are resolved





	
· Those with strong interpersonal skills are often more successful whether it is in their professional or personal lives.
· People with interpersonal skills work well in groups as they are able to communicate effectively with others
· Allows an employee to be focused and prepared





IT Skills
IT skills have now become a lot more broader, especially since the rise of new technology. (Ref 3)“and IT professional skills may have the greatest... that project management and IT skills support financial... skills such as the ability to manage projects, where” As a lot of things are being done online a candidate with good IT skills is ideal. With the use of IT people in a restaurant setting can track bookings and save important tasks in a file. Many companies now rely on computers to get work done as it can be done easily. This is important as we are now living in a fast-paced environment and everything can be typed.

	Benefits for employer
	Benefits for employee

	· Will be easier to take bookings through emails, website etc.
· Organise tasks 
· Will allow for a more fast paced service.
	
· Having basic Computer skills opens up opportunities such as being able to get promoted and have a higher position.








Finding 
Upon joining the course, I have developed my skills such as communication and teamwork as in class I have taken part in working within a group. This allowed me to adapt myself into a team setting and allowed me to develop the skills needed to be a good team worker such as listening skills. Whilst working in a team I was able to find out about peoples different views and ideas which helped me consider the diversity of working in a group. I have also developed my verbal communication when I presented a speech in front of my peers, this was crucial in developing my skills as prior to actually delivering the speech I was not very confident. However, after presenting I gained confidence, and this helped my self-esteem. By learning about different skills on my course and then developing these skills helped me to understand their importance and I was able to acknowledge why they are essential for a workplace and especially for my chosen workplace which is a restaurant. In class assessments we completed presentations which is significant as I could introduce that in my workplace and this may help me to be successful in my job and allows me to receive opportunities.

Conclusion 
To conclude the use of employability skills are important, as mentioned in its name, employability skills determine how employable someone is. As employers seek for skills that are employable such as communication, planning and organisation, time management, negotiating and etc it is vital that a candidate possesses these skills in order to further boost their employability. From doing research and assessment in class I was able to find out that the skills mentioned are all contributing factors towards having employability skills and that they all carry benefits such as gaining essential skills. The skills that aid an individual with benefits is crucial as it allows one them to further develop these skills and improve on their employability as well as gain important skills that not only assist them in their professional life but also in their personal lives.
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