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Executive Summary

The purpose of this report is to look into employability skills that will benefit the employer. This report will identify what skills are required for an employee that will enable them to be more efficient and resourceful at the workplace.
 The researcher will reflect on key skills, such as Time Management, Presentation skills. Interpersonal communication, Information Technology and Leadership & Management skills. The Reporter will include employability skills required for a Marine Biologist position, and the skills currently held by the writer. 
This report will also look for the core competencies required from the employers perspective. The report will go through a number of skills, for example, problem solving this particular skill is important as this can be applied to all professions, skills like this will benefit the employee.
 The employer in any sector will require from an employee various skill sets that will help them maximise their turnover, and in return, profit. Reflect on the skills that he has gained through experience.


















Table of Contents
Executive Summary	1
1.0	Terms of Reference	3
2.0 Procedure	4
Introduction	5
3.0 Findings	6
3.1 Benefits to the Employer	6
3.2 Benefits of Employability Skills	6
3.2.1 Time management	7
3.2.2 Leadership & Management Skills	7
3.2.3 Problem solving & Decision Making	7
3.2.4 Team-Work & Communication	8
3.2.5 Interpersonal communication	8
3.2.6 Presentation Skills	9
3.2.7 Information Technology (IT) Skills	9
3.2.8 Negotiation Skills	9
3.3 Analysis of the researcher’s skills set	10
3.3.1 Researcher’s Acquired Skills	10
3.3.2 Researcher’s Required Skills	10
Conclusion	11
Recommendations	12
Bibliography	13
 










Terms of Reference

On 30th January 2018, Lecturer & Internal Verifier Marie Pitson has requested a report from Akbor Ali that will cover the employability skills of the researcher and the requirements of an employer. The Report to be submitted, on 2nd March 2018 on or before 3pm.

 























2.0 Procedure

2.1 Journals, Websites and appropriate textbooks researched in order to produce this report.

























Introduction
An individual needs employability skills in order to make them more ‘employable’ Stemnet (2018).
The reporter has chosen Marine biology as the desired career. Marine Science is a study of life in the ocean, which covers all types of sea creatures.
Skills such as time management, problem solving and decision-making are required in order to obtain a position in this field, Prospects (2018) 
The Researcher has identified particular skills that will be necessary in order to make himself more adaptable to current requirements. These skills will be broken down in to sections, which will entail skills currently acquired, and skills, that will be required.























3.0 Findings

Employers currently are more demanding, expecting the best out of the workforce they require. If an employer is going to pay a substantial wage, then it is only reasonable the employee has the correct skill set’s going forward. Rhodes (2017).
This in return has a great effect on potential recruits wanting to get the best out of themselves, by means of acquiring new skills either by training within a specific sector or transferable skills that they might have. An employee is someone who works for a wage, salary, fee or payment to work for an employer, Law.com, (2018). 

3.1 Benefits to the Employer
A skilled work force has many advantages for an employer; it will create positivity, enhance productivity and generate new knowledge, innovation and growth. 
An employer can compete favourably with its competitors and build a strong reputation going forward with an experienced and skilled work force. As observed by, Blue Collar People (2016).
The defining strength of an organisation and its core competencies benefits from a skilled work force, Ward (2016).

3.2 Benefits of Employability Skills 
There are a number of benefits for both the employer and employee if adequate skills are in place. 
Bachelor (2012) suggests that Soft skills sometimes referred to in the workplace as “employability skills” are becoming very important for employers looking to recruit potential applicants.
Benefits of having these skills will give the applicant a better opportunity in the workplace, by helping them get the job, and work their way up to the top, as observed by, Youth Central (2018).
3.2.1 Time management
Time management is s a skill set which enables an employee to carry their task out effectively and efficiently, this will enable them to structure there day to day work, and hand in any report or other work within the period, Activia (2018) 
Morgan (2017) suggests that Good time management is the ability to control our use of time to such an extent that individuals are able to plan and manage what they do without undue stress or tension. 


3.2.2 Leadership & Management Skills
Successful organisations thrive when the leadership and management capability is strong .This leads to performance and creativity within the workplace. As observed by, The Open University (2018).
Leadership skills consist of these aspects, being able to motivate, influence others and be able to delegate work. As observed by Gov.uk (2015).

3.2.3 Problem solving & Decision Making
A skilled employee should be able to identify problems within the workplace and work accordingly, solving problems that will make their work more efficient. Noting any problem they face and referring to them if required in the future.
It is important that in any given situation an employee can approach solving a particular problem analytically and evaluate with a logical and methodical approach. As observed by, University of Kent (2018).
Skills You Need (2018) suggests decision making is fundamental and a very important skill in the workplace, example: Before a decision, critically and creatively analysing the problem will help influence the outcome, and ultimately gain better results.
Critical thinking when applied, all aspects of the decision process are involved. For a particular problem analysing and weighing up different options that can affect a decision. As observed by, Maund et al (2017).

3.2.4 Team-Work & Communication
Doyle says, “Regardless of your role you need to work well with others”, Doyle (2017). A skilled employee should have the skill set to enable them to work as part of a team or group, sharing information when required. If information provided is utilised within a team it is far more effective and helps towards achieving specific goals.
Leonard (2018) suggests Co-workers should be able to identify the skill set of others in the team through common purpose and the team’s aims. However, an employee should be able to work accordingly if the situation were to arise and would need to work alone, this will mean the individual should be able to take responsibility, and make decisions based on their understanding and research.
Reliability, communication, listening, being respectful and able to manage conflict, all of these attributes contribute to a successful foundation for a good team, all of which are desirable for the employer, As observed by, Doyle (2017).

3.2.5 Interpersonal communication
Businesstopia (2018), suggests a skilled worker should be able to communicate with co-workers within the workplace, example, using Verbal, Non-verbal communication, Negotiation, Persuasion and understanding body language, questioning and listening, to understand each other in order to build a successful platform on which to cooperate and be able to work efficiently.
Good Interpersonal skills is widely viewed as the foundation for self-development, and an enhancement to other skills a worker might have. As observed by, SkillsYouNeed (2018).

3.2.6 Presentation Skills
Presentation skills are a set of abilities that make it possible to interact with the audience, and ultimately the main purpose is to persuade, observed by, Cleverism (2018).
Presenting information effectively and clearly to get a message or idea across, whether it be the employer or employee, is a requirement in most organisations, and a key skill to have, this is because it will give the individual a better chance of success and help advance in their career and create opportunities, as suggested by, Career wise (2018).

3.2.7 Information Technology (IT) Skills
Modis (2018), reports opportunities in the tech sector is expected to increase by 12% by 2024, which indicates the demand for IT skills in the workplace is a necessary skill to acquire.
Casselberry (2008) suggests in almost all organisations, IT skills perform a function ranging from Database Management to software development. Specific IT skills for organisations will vary on the type of business it conducts, for example, IT skills such as spreadsheets, presentation, internet, email and basic knowledge of computer skills is a good foundation to develop a better understanding in the IT sector.



3.2.8 Negotiation Skills
Negotiation skills where applied correctly an individual can settle any differences that may arise. As observed by, Skills you need (2018). For example, a board meeting may be required where all investors discuss a particular problem and all concerns put forward, in order to achieve an agreement, negotiation skills need to be applied so that it benefits all parties involved.
Key skills of negotiation consists of Problem Analysis, Preparation, Active Listening, Emotional Control and Verbal Communication. As observed by, Kelchner (2018).





3.3 Analysis of the researcher’s skills set
The Researcher has identified the skills and qualifications required in order to progress in the field of Marine Biology. 
To help the Researcher advance in his goal to qualify as a Marine Biologist, there will be a three-year course in Marine science that needs to be undertaken. The reporter will be looking in to skills acquired from the current position held.

3.3.1 Researcher’s Acquired Skills
Time management, interpersonal communication and decision-making skills acquired through eighteen years of experience gained by the researcher in managing his own hospitality business.
The Researcher identifies time management as a crucial element in running of the business, as the schedule is critical to maintain .Planning ahead provides a clear and structured approach. As observed by, Morgan (2017).
Interpersonal communication and decision-making skills attained through managing co-workers and running of business.
Leadership skill learnt as the Reporters task is to delegate, motivate and influence co-workers. 

3.3.2 Researcher’s Required Skills
In order to progress in the reporters chosen goal, there are a number of skills required; these include presentation, IT, research and writing skills, Prospects (2018). 

 
















Conclusion


In conclusion, there is a plethora of different skill sets required within modern organisations; the report indicates that further skills are required to attain the chosen profession of a Marine Biologist. Prospects (2018). 
The advantages of acquiring the reported skill sets are, not only will it help develop further skills, Bachelor (2012), it will also enhance the skills that the reporter already posse’s . On the other hand, the reporter has limitations due to time concerns this is because a further three-year course in Marine science will be required. 






















Recommendations

The report identifies that the researcher will need, a three- year full time course, to achieve The BSc Marine Biology degree. Presented at, Swansea University (2018).
In addition, further IT skills are necessary Casselberry (2008), to generate and adapt equipment and software to the reporter’s needs. Research skills are important to the reporter because the chosen goal requires a wide range of information to study. Writing skills is beneficial, as many reports on the field of research will be written to inform and educate others. 
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