
         Skills for The Workplace Level 4 (Term1)





                  Mr Daiod Anwar (Group 3)
              Academic & Employability Skills
               Module Code: BMSK 4001_LON
                           Tutor: Thea












                             CONTENTS

1)       Introduction
2)       What Are Employability Skills?
3)       Employability Skills That I Have
3.1)    Communication Skills
3.2)    Soft Skills
3.3)    Time Management
3.4/4.4  Honesty & Credibility
5)       Employability Skills I Need To Work On
5.1)    Qualifications Required
5.2)    Listening Skills
6)       What Are Smart Goals (Theory)
6)       What is Performance & Development Goals   
6)       Smart Goal Principles   (Theory)
7)       Eisenhower Principles   (Theory)
9)       Perspective of an Employer Trying To Recruit
11)     Work Placements & Apprenticeships
12)     Reference

 

 




p.1

Introduction:

        The main aim of the assignment falls into four categories which will be detailed with relevant references and sources.  
         The first of which is to provide analysis of employability skills that I have. I have to make clear at this point that mine revolves around the sporting sector. I have also worked in the office environment as well as for 3 years a Housekeeper in a multimillion pound property which is in modern times classed a “Pink Collar”, more of which I will go into later.
         The second part of the assignment is what employability skills I need to develop. 
          The third part and many would say the most important aspect is the credibility I have gained in search of employment.
           The final section is to consider the perspective from an employer’s point of view who is trying to recruit.
            Examples will be used from the various sectors I have previously worked in “White Collar” which is mainly office type environment, high ticket sales, promotion and events which includes high end advertising revenue. The “Blue Collar” refers to manual labour, construction work, painting & decorating, roofing Ect. The “Pink Collar” as I referred earlier is controversial because this is classed as to the wider public “A woman’s job” which includes babysitting, florist, student nurses, nursery school teachers, housekeepers, care home workers and cleaners.  Personally I do NOT agree with this at all because I have seen men do equally as good a job if not better in some cases than many women. As a housekeeper myself for 3 years in a multimillion pound property in Notting Hill, London, this was one of the most enjoyable and lucrative job roles I have ever undertaken and with the permission of the couple who owned the property, I could use any of their facilities day or night which included fully equipped gym, Jacuzzi, kitchen and their cars which I was insured on. The rights and wrongs of “Pink Collar” is a subject that could be a whole assignment on its own so I will end that topic now and move onwards.



What are the employability skills?

         The list of employability skills is long and varied but the main criteria are as follows
1) Qualifications required (If needed)
2) Flexibility with time
3) Honesty & Creditability
4) Determination
5) Work Ethic
6) Communication skills
7) Ability to work on your own and part of a team
8) Ability to react to an unexpected situation
9) To gain ongoing knowledge about the job
10) Loyalty and commitment to the employer
11) Listening skills
12) Soft skills (People skills)
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Employability Skills That I Have
I believe I have a few attributes with regards to employability skills. I will go through each one in some detail.
1) Communication skills:

The skill required to do this is not taught, it is self-taught and through trial and error. This has been key to me because if a big promotor or director has gathered a large group of athletes, actors or musicians, I need to make sure venue, hotels and flights are secured if needed and medical personal are in the arena.

2) Soft skills:

There are many people who generalise soft skills as just being able to communicate with others, this is a totally incorrect because otherwise you could class this as communication skills only.
Body language, verbal and non-verbal communication is a big part of this and also how you listen and reply. This skill cannot be taught.
In combat sports, an aura and intimidation is a huge factor and it is possible to mentally and physically break someone down without touching them before you get into the ring where it is legal.  

3)  Time Management & Flexibility:

I have never had a problem of not doing a 9-5 job and many times if you work things out correctly, it is possible to do the job in minutes or 2-3 hours if you are negotiating a deal on advertising or a venue and then you have the rest of the day or sometime the whole week free of work unless you get called.
Apart from the 3 years as a house keeper, I have never worked a 30+hour week. “The importance of keeping a record of how you are using your time cannot be understated: It is one thing to have the idea that you cannot control time, but it is another thing altogether to be unaware of how you are spending your time” (P. Morgan 2017) I have always gone by this and to me it appears that the majority of people don’t go by this statement.
 The following quote I have come across describes time management and flexibility at its best.
“Good time Management is the ability to control our use of time to such an extent that we are able to plan and manage what we do without undue stress and tension” (P. Morgan 2017)

4) Honesty & Credibility:

Honesty and Credibility are very hard to earn but very easy to lose. It is vital regardless if it is your own business or you are working for someone else, you cannot put a value on its importance.
The other aspect to this is to keep things confidential. If a staff member or even a customer or business tells you something private, it should remain that way. 
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Employability Skills I Need To Work On

1) Qualifications Required:

I need the Certificate of Higher Education (level 4), Skills for the Workplace. 
My primary aim is to start another business on my own, I have done it before and I will do it again. The reason for the qualification is in case I decide to go into advertising for a period of time working as an employee.  I have got away without higher level qualifications before but in the modern day it is proving harder, even though I know I am faster, sharper and superior in negotiating a deal than over 95% of any workforce currently. 
It is also the case that I have to prove people wrong, it was only autumn 2017 that I was struggling to remember dates, faces, names and locations. During the winter period 2017 I could not walk more than 3 steps with a frame. 


2) Listening Skills:

I know since I left hospital I have had to ignore most of the general public who although being kind, they are giving me incorrect advice.  I have gone to interrupting people rather than listening to bad advice. I know need to go back to what I was good at which is listen, especially in business.
 

What Are SMART Goals
· Written statements of what you are trying to accomplish 
· Expected level of performance
· Include performance and development goals
What is Performance & Development Goals?
Performance Goals
* Appropriate to the level of position
* Related to the job responsibilities or business
* Will it help the department, company or your business?
Development Goals
* Learning from the task
* High level performance and career advancement 

SMART GOAL PRINCIPLES
In summary:
Smart goals help pinpoint the importance of certain tasks which otherwise would be delayed or not done at all. SMART appears basic but is very important in a work environment and also in general day to day life.
When looking at SMART goals, it is important to realise the importance of its benefits. 





P.7Eisenhower Principle
Very Important                                          Not Very Important
 Important But….
 Not So Urgent Stuff
 Should Be Scheduled

 Do First
 Focus On First
 Important Tasks
 Has To Be Done On That Day










Not Urgent / Serious                              No Need To Do Less important
 Can Be Delegated 


 It Is Not Important At All
 Will Not affect You
 Don’t Gain Anything
 Will Not Do Because Of A Waste Of Time And Possibly Resources.









“I have two kinds of problems: the urgent and the important. The urgent are not important and the important are never urgent”
(Former United States President Dwight D. Eisenhower 1954)
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Perspective of an employer trying to recruit                

One of the most interesting sources or reference material that I found was from Dr Simon Cassidy who is a professor at the University of Salford U.K.  I have quoted two (2) paragraphs from Dr Cassidy as I feel that paraphrasing the following would not do his words any justice at all. I feel it is totally justified in putting the following into this assignment and that great Universities like the University of Wales and the Government should introduce the following around the U.K
I find it hard to believe that anyone would disagree and in no way shape or form could anyone possibly make an argument against the following quote.


Purpose
“– Reports examining graduate employment issues suggest that employers are concerned by the lack of employability skills exhibited by entry‐level job applications. It is also suggested that employers consider it the responsibility of educational institutions to develop such skills. The current study seeks to identify peer assessment as a potential strategy for developing employability skills and aims to examine – from a students' perspective – the process of introducing peer assessment into higher education teaching programmes”.
attitude towards peer assessment but had concerns relating to their capability to assess peers and to the responsibility associated with assessing peers”.

[bookmark: _i4]


P.9    Practical implications


– “Results suggest that, whilst students would accept peer assessment as an element of their course, its introduction at least should focus on the development of 

evaluative skills (i.e. emphasising learning rather than assessment) and provide support to alleviate an onerous sense of responsibility. It is concluded that, if the value of peer assessment – in terms of employability skill development – is accepted, then it should be adopted as regular practice on undergraduate programmes wishing to equip students with a complete repertoire of employment‐relevant skills”. 
(Dr S. Cassidy 2006)


In terms of the perspective of an employer trying to recruit, all the skills that have been mentioned previously come into play but the quote from Dr Cassidy says everything perfectly in what I have seen employers thinking of and trying to say such a thing but could never word it correctly to make any sense until I read this quote.
An extreme example of work colleagues not communicating with each other took place when I was working in a satellite broadcasting television news station and shows clearly why individual staff acting in a group should speak to each other very clearly as to what they are doing. This did not take place on the incredible case of AirFrance 447 on 1st July 2009 leaving Brazil to France and hit the Atlantic Ocean out of radar surveillance. It was over 2 years later when the cockpit voice recorder and the data recorder were recovered and revealed the inexplicable inability of the Co-Pilot Robert and 2nd Officer Bonin to communicate clearly 
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with each other and the returning Captain Dubois who was on a break. I will not go into the full details because a whole book could be written on this incident. You are welcome to see online on google and YouTube with regards to this. When I first heard with a French colleague translating the voices in the cockpit, this left everyone visibly shaking and sweating hearing what happened inside that cockpit with various noises in the background. (May everyone on board Rest In Peace). Lack of proper clear communication or pure arrogance or fear of being found out that a mistake was made can cost people their life depending on what field of work you go into.
Dr Cassidy and his quote should not be taken for granted as merely words. 
The full transcript is in French entitled erreurs de pilotage, Volume 5 by pilot and aviation writer Jean Pierre Otelli. (I do realise that this possibly cannot be used as a reference but some things have to be seen.)
The National Transport Safety Board (NTSB) and many airlines are using the errors in communication on this flight as a reference point in what not to do.

Work Placements & apprenticeships 
[bookmark: _i2][bookmark: _i3]
This is vital in my opinion and there is nothing that can compare to a real life scenario.
“Many employers complain that graduates are good obviously at analytical, synoptic and presentation skills which are highly valued but lack team working, communication, leadership and critical thinking” (The Rt Hon Lord Baker)
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Summary
In conclusion, every aspect of skills needed to gain employment are required. There are aspects that cannot be taught but you do the very best you can with the cards you are dealt with. Use SMART and Eisenhower principle and manage your time effectively.
For your own guide and reference point to points regarding the combat sports arena and also the medical attention required at a combat sports event, please refer to the following, British Boxing Board of Control (BBBofC) and the highly regarded and world famous British Medical Association ( BMA) 
Many thanks to Surgeon Lakenby and Plastic Surgery Team, Waterloo Medical Centre, Man City F.C ( Training, medical and sports science facility) and Loughborough University ( Sports Science Institute).
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