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INTRODUCTION
Every candidate, new or experienced, employee or employer has to continue learning in today’s competitive workplace, which becomes a life-long learning process. The process of learning consists of skills, which can be divided into soft and hard skills. 

Collins Dictionary defines soft skills as “interpersonal skills such as the ability to communicate well with other people and to work in a team”. Hard skills are measurable and consist of skills that are technical, such as numeracy, time management, and specific computer program. (The Dictionary of Human Resource Management.)  

This a report to help me understand the skills I have now and skills I need for future employment, so I am able to compete in the job market. The field I am exploring is bookmakers, or “bookies”, in the gaming industry, in particular the position of the manager. 

As a shop manager I am responsible for the day to day running of the shop. The job is very fast paced and demanding. I also train new recruits how to record and analyse transactions. In addition, I show them how to enhance their customer services, for example by teaching them how to meet and greet customers and make the customers feel comfortable and at home. 


SOFT SKILLS

Communication
As in every industry communicating is extremely important. From being able to understand a client’s or colleague’s wants and needs it means to offer a service or product to suit their specific needs with a satisfying outcome. Verbal communication happens all the time. Good listening skills are important and it is also important to use appropriate body language and clear instructions. Written language is especially important among colleagues. Sometimes it is necessary to write a report on accidents and/or incidents that have occurred.

Team work
We deem each other’s responsibilities as our own; if one member of the team is struggling with duties another team member helps him or her to complete task. Team work is essential when doing promotions, we do them together as we are rewarded by percentages so working in unison ensures our reward.

Problem Solving
Problem solving is an important aspect many employers look for. To be able to solve problems on the spot shows a sense of leadership and portrays how in control you are. Working as a bookmaker and having to manage a team requires problem solving skills. For example, if someone is unable to make their shift, we must ensure that all the company guidelines are still being followed whilst calling staff to cover that specific shift. 

Initiative and Adaptability/Flexibility
To have initiative means you can assess situations and initiate things independently (Oxford Dictionaries). It comes hand in hand with problem solving. Using the example of working in a bookmaker shop and having the role of a manager means that a majority of the time one will have to rely on using one’s own initiative. As a store manager one must look out for everyone’s best interests, especially the customers. If I feel a customer is becoming addicted to gambling, I can help them put a stop to their actions. If something is broken in the store and is affecting how the store is being run, my initiative must be used, and I need to figure out how I am going to repair the broken item.

 As a manager, I must also be flexible to be called in at any time to open or close shops in the case of an emergency. Adaptability/Flexibility is also a very important thing to employers. To be flexible means to be able to adapt and work as a team member. 

Trustworthiness
Being a money institution, staff will be trusted with a lot of cash. We have the responsibility to bank the excess cash by using our guideline as to how much cash is kept on our premises. Another huge responsibility is to do a daily changing of the safe code done by one person to ensure secrecy. Usually it is the manager who ensures the codes.

Working Under Pressure
Our duties come with a lot of pressure and it is evident on big racing days, particularly Grand National, when an excessive number of new customers come flooding through the doors. Most of these new customers lack understanding on how to write their bets, so we then explain and assist them with putting their bets on with speed and efficiency, while still controlling o queuing.


HARD SKILLS

Time Management
It is important to be on time, organise the time and prioritise the activities. It is also important to triage so the lines are not very long. The manager gives guidance but also has to be hands-on. With a good time management one can be efficient and organised. 
Digital Skills
Digital platforms have been changing the world market; they helps the branding marketing business move and change very fast. Every employer is looking for digital expertise and knowledge from employees. In the betting business, there are platforms specific to the business. Somebody who works for one betting company can use the knowledge in a different company. However, there are more products every day and it is necessary to be on top of the field.
Promotion
Promotion is important for selling products. Great marketers know how to brand or sell a product. Candidates are offered bonus’ to enhance their selling skills.


Writing 
In gaming it is important to write reports. This job needs to promote responsible gaming behaviour. Therefore, various services need to be offered and documented. 

SWOT Analysis

Looking at the skills above, both soft and hard skills, my strengths, weaknesses and opportunities are as follows.

Strengths
Shop managers need to solve problems and predict possible problems. In my case, I have proved that I can think fast and independently when solving problems. 

I also take initiative. For example, I have been promoting a special feature that has placed us ahead of other competitors.

I am also very communicative and have the gift of persuasion. This has been helpful in my career. Through praises and rewards I have been recognised for this.

Weaknesses
While I have good skills in oral communication, my written skills are not at the same level. One reason is that I am dyslexic. Another weakness is my poor knowledge of digital skills. 

Opportunities
Having worked at my job for eleven years, I feel confident and knowledgeable about many aspects of the shop manager position.
This confidence has allowed me to attend the Certificate Program. 
Also at the job new digital skills have been recently introduced. This has motivated me to enrol into the Digital Skills and Research Method module. 

Threats
I have many health issues and dyslexia. I am dealing with both. However, it has been difficult for me to acknowledge the obstacles, especially related to my learning blocks. 













Diagram

	Strengths
Good oral communication; good problem solving skills; good sense for initiative and being pro-active.


	Weaknesses
Computer skills, written communication, dyslexia.

	Opportunities
Eleven years of experience;
confident and knowledgeable; 
time to attend the Certificate Program; new digital skills on the job have been recently introduced, so time to enrol into the Digital Skills and Research Method module.

	Threats
Many health issues and dyslexia. 



Conclusion

The area of bookmakers requires many skills. Some of these skills can be developed and learned on the job. However, there is often little time for training. Therefore, it is good to already have some skills. As a person who has worked in this field for eleven years, I have developed some skills such as problem solving, oral communication and team working. I am also looking at developing my computing and written communication skills.

[bookmark: _GoBack]To sum up my employability skills are especially in the category of soft skills. I am trustworthy, I communicate well and solve problems promptly. I also have a lot of initiative and am a great team player. The skills I need to develop further are my digital and written skills. I need to seek help and organise support for my learning. I also need to be careful regarding my health. I have to say that by enrolling in this program and overcoming obstacles, I am looking at establishing a better future.
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