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[bookmark: _GoBack]Executive Summary
This report will be an examination of the benefits of specific employability skills in the retail sector. It will describe in depth the overall benefits of these skills to the employer and the employee. Each skill presents a set of merits of its own that can be applied to certain situations. The employability skills also offer opportunities for the business to grow, improve productivity and maintain better customer satisfaction. The report will be supported with well referenced material. 
Some of the things covered will be why are employability skills important?
How many employability skills are employers looking for?
Of course, many employers provide full training for jobs after hiring. However, having these skills helps get the job in the first place and shows a person’s suitability for the job.
The structure of the report will be in the framework of a formal business report.
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Terms of Reference
This report is the second assessment in the Academic and Employability Skills module on the Certificate of Higher Education in Skills for the Workplace Level 4 course. It was requested by lecturer Melanie Squire in November 2018 to be submitted by 3pm on 11th January 2019.
It is a report based on the benefits of employability skills written by student Mamasir Miah.


























Procedure
The main source of information for the report are lecture notes, books, e-books, journals and websites. Relevant information and academic references are obtained from these sources. 
Each employability skill will be explained in detail and then further explaining the benefits of having these skills as employees and employers.
The field of work and industry chosen to base these skills within has been decided as the retail sector. 
























Findings
For the purpose of this report employability and employment skills will be considered as one and the same thing. However, some argue that although similarities exist, there are key differences between these sets of skills. Gravells (2012, p19) says:
Employability skills are the skills that make someone employable, for example, reliability and honesty. Employment skills are the skills required to perform a job effectively, for example, knowledge and experience of the vocational area along with literacy, numeracy and computing skills.

Although there is no specific set amount of employability skills that employers ask for, the more skills they have, the more likely it is that they will be successful in their job. Employers with the same set of skills can relate to these employees through these skills. This is because with these skills employers would appreciate the knowledge and experience the employees would have gained. 
[bookmark: _Hlk534903917]A list of 6 employability skills are investigated in this report. These skills are as follows: 
· Time-management
· Interpersonal Communication 
· Critical thinking
· Team-work
· I.T. Skills
· Negotiation 

Time-Management
Morgan (2017, p50) suggests that all we're looking to do is use our time effectively whenever we mention time-management, as time is not tangible. Good time-management has so many benefits that they're too numerous to fit in this report. Instead specific focus will be put on some of the more prominent benefits. Time management could be placed into a table and categorised as detailed below. This helps with prioritising tasks. 
[image: Image result for time management matrix]Time Management Matrix
Covey (1989)


Benefits for the Employer:
· Prioritising – everyday the employer needs to prioritise the tasks and projects to complete for the company to run smoothly. If things fall out of line, then the entire business reputation could be at stake. These tasks vary in urgency and importance. The above image gives an example of this. In the retail sector, products that are on sale must be appropriately displayed for the customer. Also, customer safety needs to be considered constantly within a retail shop.
· Planning – the employer needs to plan for the business all the time. These plans will include general tasks to keep the business running and also future plans to help the business grow and prosper. Planning will also include things such as employee shift schedules, stock orders, deliveries, training etc. In the retail sector the employer needs to make sure staff turn up on time to open shop and that deliveries are on time and unloaded from vans. The employer will also need to deal with advertising for the shop to attract more customers. 
· Dealing with people – this will include dealing with business clients, customers and employees. The employer must manage all this in a professional manner so as to deal with each person according to their needs and requirements. In a retail shop if a customer has a complaint and needs to speak to the manager then this will need to be dealt with promptly. If there are any disputes with delivery orders, then the employer will need to liaise with the suppliers to resolve the issue.

Benefits to the Employee:
· Punctuality – the employee must pay attention to their punctuality to keep up with their responsibility. This will include arriving to work on time, taking breaks on time and keeping within specified limits, completing tasks when required. In a retail shop the employee will need to show up in time to either open shop or even cover for someone else who ends their shift.
· Setting goals – if the employee starts work with a company at a lower level pay, then they would want to look at setting goals to help improve their career and position. They would need to set targets and have a timeframe in mind to achieve these goals in order to progress their career. In a retail shop a customer assistant will need to plan and work hard to progress to supervisor and further.
· Multitasking – it would really impress the employer if the employee takes initiative and applies techniques to multitask. Of course, this could only go so far but if done right then there would be a boost to the employee confidence and reputation towards the employer. An employee in a shop could answer the phone whilst checking paper work or reading emails. They could display items whilst also helping customers with their queries. 

Interpersonal Communication 
[bookmark: _Hlk534910610]Kinnick and Parton (2005 cited in Maund, Schriek and Tinkler, 2017, p.47) mention that success for an individual fundamentally depends on strong communication skills, which in turn complements team and organisation success. Communication comes in many forms. This can be words, facial expressions, body language, sign language etc. However, it is categorised as verbal or non-verbal. Communication is also contextual. This means that the same thing can be understood in different ways based on things such as a person’s culture, psychology, environment etc.
In the Workplace, communication may be the most important employability skill. If the employee can communicate effectively then they can be sure of their needs and rights as an employee and the employer can be sure that the employee is aware of their responsibilities.
Benefits to an Employer:
· Ordering stock – the employer needs to on a regular basis deal with suppliers to re-order new stock. This can be very sensitive as deals and negotiations need to take place to ensure the best possible price is paid. This can be relevant for any type of business not just retail.
· Customer satisfaction – the employer needs to get regular feedback from customers to see where the business is doing well and where it needs to improve with regards to customer satisfaction. A shop may want to improve the layout of products so that more popular products are quickly located by the customers.
· Employee needs – an employer must also regularly get feedback from employees, maybe anonymously, to find out where and how to improve employee job satisfaction. This could be achieved in many ways. One way could be to speak to each employee individually. This would be great for the employee and give them confidence that the employer really cares about employee wellbeing.
Benefits to the Employee
· Dealing with customers – employees need to deal with customers face to face all day in the retail environment. With good communication skills this would make it better for both sides. In a scenario where the customer wants a product and is not sure which one would suit them; the employee could ask relevant questions to the customer to find out which product best suits their needs. Also, if a customer complains that a certain product is too pricey then the employee needs to explain the benefits of the product to add value to the product in the customers eyes.
· Responsibilities – the employee needs to be fully informed and understand their responsibilities within their job role. Therefore, the employee needs to communicate with supervisors to understand and approach their tasks with knowledge of what to do. If a situation occurs where there is confusion, then this would need to be communicated immediately and understood.
· Other employees – employees will need to get along with their colleagues at work whether that comes in the form of a friendly manner or a professional manner. Knowing how to communicate effectively and distinguishing between these two forms of interaction is vital. Communication between other employees of a similar position could be more informal whereas communication with senior managers needs to be more formal.

Critical Thinking
Morgan (2017, p.69) says “critical thinking is the development and use of information beyond memory and repetition”. Moreover, critical thinking applies within certain situations where a unique approach needs to be taken to reach a desired goal. This can be in the form of coming up with an idea that has not been thought of by other people to resolve a problem. It can be in the way of analysis and evaluation as well as practical approaches. 
Benefits for the Employer
· Expanding business – when the business is doing well the employer may want to look into expanding the business. This could come in the form of opening another branch. In such a case the employer will need to consider all the aspects of setting up a business including things such as location, rent, potential customer base etc.
· Analysing sales – the employer will regularly need to look at their sales stats and analyse ways in which to keep them steady or improve them. This could be done by advertising more often through proven sources or even by starting a limited time sale.
· Hiring new staff – this is a very thorough process and needs lots of time to think about potential candidates.


Benefits for the Employee
· Prioritising tasks – the employee will be able to look at the tasks at hand and prioritise them in order of urgency and importance. As an example, if the employee needs to finish shelving products and unload a delivery. They may want to sort out the delivery first and then shelve the products. This would allow stocks to be replenished and more products available on the shop floor.
· Interviews – if an employee applies for another position in the company then they must know what they are applying for and have the necessary experience to do the job. The employee must be prepared to ask tough questions to prove they are qualified for the new position.
· Problem solving – all sorts of problems can occur during the work day. The employee needs to look carefully at the situation and come up with a solution. As an example, if there are faulty products delivered by a supplier, then they need to be contacted immediately and given the relevant details for the batch to be returned and compensated. The employee first needs to identify the fault, then find out who supplied it and when, then get their contact details to report it.

Team Work
Teamwork is essential for completing challenging and demanding tasks quickly and efficiently. Many problems can be overcome by putting more than one mind together to resolve it. Teamwork is also important to build a bond and understanding between co-workers. Avery, Walker and Murphy (2001) state:
Teaming can be really tough to get started and maintain. Many individuals – especially smart, high achievers – can experience great angst if asked to serve in teams. They can go to great lengths to avoid anything that smells like a team
However, it is crucial that everyone works together for the smooth running of any organisation. This would also give a good message to the customer.
Benefit to the Employer
· Productivity – in a shop all the members must work together to run it smoothly. If staff members start lacking in their responsibilities, then it would affect the business and overall staff morale. 
· Training – if all the staff are trained properly and have enough experience in daily tasks of the shop then it would help to cover for each other if a staff member fails to turn up to work for whatever reason.
· Peace of mind – the employer could feel rest assured that the employees can work together to overcome challenges that arise every day in the shop.

Benefit to the Employee
· Sense of Belonging – When employees work together, then this is further encouraged by the employer, it will boost employee morale and give them a sense of being appreciated.
· Reduced workload – when employees work together to overcome tasks then this will reduce the workload on individuals. In a shop, employees could work as a team to reduce customer queues at the cash desk. They could also help customers with any queries.
· Builds trust – teamwork will often lead to trust and friendship between co-workers. If co-workers often cover work loads for each other and help train each other then this is fantastic for building trust and for the business in general. 

I.T. Skills
I.T. skills are required by all types of modern workplaces. This is because the personal computer has become fundamental in operating businesses in the modern world. Even basic skills in I.T. can be used to go through emails, browse for information, check social media updates, etc. These skills give employers and employees confidence to work in any office environment or with any point of sale system. Benitez-Amando et al (2010 cited in Pollack and Adler, 2016, p831-838) mentions that a companies’ overall performance and employee entrepreneurship can be boosted by investing in Information Technologies. 
Benefits for the Employer
· Staying up to date – in having I.T. skills the employers will be able to keep up to date with new technologies and ideas for business improvement. In a shop this could be represented in introducing things like Apple pay, Wi-Fi for customers and having a up to date website for order placements.
· Productivity – I.T. skills will help the employer run the company more efficiently. In a shop the employer could look at competitor prices on the web, arrange customer surveys and analyse feedback, read and reply to emails etc.
Benefits to the Employee
· Efficiency – having the relevant I.T. skills will help the employee carry out their duties with efficiency. Examples of this can be: update stock levels, process sales quicker, find out further information for customers with regards to products.
· Further career opportunities – the better the I.T. skills the more chance of being able to do a higher position job as this would involve more responsibility to run the company. The employee will have lots of options open to them with regards to career improvement as I.T. skills are required for all types of jobs.
· Specialist career – certain specialist I.T. skills offer the employee to look for highly sought-after positions. Specialist software need to be run by skilled and experienced people. This could be software that deals with accounts, design, manufacturing etc. 
Negotiation and conflict
Negotiation skills are unique skills that very few people can grasp. It is extremely important to have in order to deal with all manner of situations in running a business. The whole point of negotiation is to come to a common understanding using good listening and communication skills between two or more parties. There are many stages to successful negotiation and the key to it is being assertive. Negotiation should be made to feel like a natural process as much as possible. As Thomas, Paul and Cadle (2012, p41) state “Possessing negotiation skills will help with so many situations that often they will not feel like negotiations”.

Benefits for the Employer
· Business deals – the employer will need to constantly negotiate prices and discounts with their suppliers to get the best deals. They will need to negotiate new deals with potential clients to get more business. In a retail shop this could be the employer negotiating a fixed term deal for a product at a discounted price with an option to re-new the deal if all goes well.
· Complaints – customer complaints are common and never ending. However, some complaints are genuine and serious. In a retail shop if a customer purchases an expensive birthday present only to find the product faulty, this will no doubt lead to a conflict. The negotiation skills to resolve the issue and find a solution must be prompt.
· Employee fallout - sometimes there could be clashes or more serious situations between employees. This could be in the form of bullying, discrimination or even violence. The employer will need to put a stop to it and listen to all sides before proposing a solution or taking matters further towards disciplinary action.
Benefits to the employee
· Dealing with customers – sometimes prices change for products and services provided by businesses. This could be a cause for grief to customers. The employee will need to listen to the customer complaint and explain why this is the case and propose an alternative or see if the customer can be offered a better deal.
· Salary – if an employee feels undervalued for the amount of work they do, it could be a possibility that they ask for a raise. This would need to be handled very carefully. However, if negotiated properly then it could be that the employee is offered a better pay package rather than shown the door.
· Shift change – if an employee needs to change their regular shift patterns for whatever reason, then this needs to be explained carefully and with good reason. The employee may need to convince another co-worker to change shifts with them due to better hours or days on duty.

Conclusion
It has been clearly established in this report the benefits and requirements of employability skills for the employer and the employee. There are many more skills that are required for efficiency in everyday work. However, the skills mentioned in this report are some of the more prominent ones to have. Different types of skills are required for different roles and jobs. These skills empower employers and employees to be good at their jobs and to continually progress. Anyone possessing these skills will certainly be a valued member of staff to any business. Also, these skills bring people together to carry out tasks with best practice and efficiency.  Fallows and Steven (2000) state:
Today's challenging economic situation means that it is no longer sufficient for a new graduate to have knowledge of an academic subject; increasingly it is necessary for students to gain those skills which will enhance their prospects of employment.
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