


Executive summary

This report will cover the some of the accepts of employability skills in the catering industry. It will describe the most important skills required in the industry for both employer and employee to be successful.
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1. [bookmark: _Toc529884150]Terms of reference 

This report is the second assessment in the skills for the work place level 4 module: Academic and employability skills requested by Melanie Squire to be written by student Abdul Islam.





2. [bookmark: _Toc529884151]Procedure

The main sources of information for this report are lecture notes, websites, books, e-books and journals.





















3. [bookmark: _Toc529884152]Findings

Communication

Workplace communication is very important to companies because it allows companies to be productive and operate effectively. Employees can experience an increase in morale, productivity and commitment. 

3 Main Types of Communication

Verbal Communication: Verbal communication seems like the most obvious of the different types of communication.

Nonverbal Cues Speak Volumes, Nonverbal communication provides some insight into a speaker's word choice. 

Visual Communication.

[bookmark: _Hlk535362744]Benefits for the employer 

· Improved Team Morale. The happier the team is, the more positive their attitude will be to their work and the success of the company. ...
· Stronger Partnerships. ...
· Stronger Customer Relationships. ...
· Increased Productivity. ...
· Cheaper Communications.


Benefits for the employee
Positive communication is the ability to convey messages, even negative ones, in a positive manner. Positive communication is an important part of communication skills and has a great impact on an employee’s career. 













Teamwork

Co-operation between those who are working on a task. Teamwork is generally understood as the willingness of a group of people to work together to achieve a common aim. 

Creativity thrives when people work together on a team. Thought storming ideas as a group prevents lack of creativity that often come out of working alone. Combining unique perspectives from each team member creates more effective solutions.
What an induvial learned from his/her individual experiences is entirely different from their colleagues. Therefore, teamwork also maximizes shared knowledge in the workplace and helps teach new skills that can be used further on.
Working together on a project creates an eagerness for learning that solitary work usually lacks. Being able to share discoveries with the rest of a team stimulates employees and raises both individual and team knowledge.
Working together lets employees build on the talents of their teammates. While someone’s strength may be creative thinking, someone else might shine in organization and planning. 
Often, a team works well together because team members rely on each other to bring individual talents to the table. 
Relying on other people builds trust, and teamwork establishes strong relationships with colleagues. Despite occasional disagreements, an effective team enjoys working together and shares a strong bond. When you put your trust in a colleague, you are establishing the foundation of a relationship that can tolerate minor conflicts.
Trusting teammates also provides a feeling of safety that allows ideas to emerge. It helps employees open up and encourage each other. Open communication is key when working on a team and produces effective solutions in difficult group projects.
Without trust, a team crumbles and cannot succeed on assigned projects. Great teams build each other up and strengthen individual members to create a consistent group. By working together, employees learn that wins and losses affect everyone on the team.

Conflicts inevitably happen when you put together a group of unique people. Employees come from varied backgrounds and have different work styles and habits. While these unique viewpoints create the most successful work, they can also generate resentment that quickly turns into conflict.
When conflict arises in teamwork situations, employees are forced to resolve the conflicts themselves instead of turning to management.  
Team projects encourage employees to feel proud of their contributions. Tackling obstacles and creating notable work together makes team members feel fulfilled. Working toward achieving company goals allows employees to feel connected to the company. This builds loyalty, leading to a higher level of job satisfaction among employees.
Teamwork is not just helpful for employees. It benefits the employer in the long run as well. Employees that connect directly with their workplace are more likely to stay with the company. While employees leaving their jobs often cite a lacking salary, another common complaint is that their contributions do not seem to matter. Teamwork allows people to engage with the company and add to the bigger picture

An employee working on a project alone will probably not want to stick their neck out for an off-the-wall idea. If the project fails when working solo, that employee takes the full brunt of the blame. While you may not get full credit for a successful team project, working with other people spreads out the responsibility for a failed assignment.
Working as a team allows team members to take more risks, as they have the support of the entire group to fall back on in case of failure. Equally, sharing success as a team is a bonding experience. Once a team succeeds together, their thinking sessions will produce innovative ideas without hesitancy. In many cases, the riskiest idea turns out to be the best idea. Teamwork allows employees the freedom to think outside the box.
 
There may be no “I” in team, but teamwork can still benefit employees on a personal level. Do not allow competitive natures to get in the way of personal growth in the workplace. Instead, understand how to resolve conflicts and trust teammates to contribute their best ideas. Learn from your team members and build on each other’s skills to create more impressive results in the workplace.

[bookmark: _Hlk535545591]Teamwork helps solve problems. Collaboration within a group can help solve difficult problem. Thought storming is a good opportunity for the team to exchange ideas and come up with creative ways of doing things. By working together, teams can find the solutions that work best.
more ideas are developed, and productivity improves. Two or more people are always better than one for solving problems, finishing off difficult tasks and increasing creativity.



Problem solving 

"You can never solve a problem on the level on which it was created." — Albert Einstein

The process of working through details of a problem to reach a solution. Problem solving may include mathematical or systematic operations and can be a measure of an individual's critical thinking skills.
In nearly every career sector, problem solving is one of the key skills that employers seek in job applicants. It is hard to find a blue collar, administrative, managerial, or professional position that doesn't require problem solving skills of some kind. an ability for creative and effective problem solving is nonetheless one of the most valued qualities employers seek in their job candidates. 

The Four Stages of Problem-Solving
· Define the Problem: Identify the issue that you're dealing with. Observe the problem area closely to form a detailed image of what's wrong. analyse employee behaviour, workplace policies, and operating procedures. Keep your focus on the problem at this point and resist the urge to define the problem in terms of a solution. For example, "We need to improve training procedures" speaks to the solution more than the problem. "Sales documentation is inconsistent" better defines the issue.
· [bookmark: _GoBack]Brainstorm Alternatives: This is one of the most important stages of problem-solving. It requires a careful balance of creativity and logical thinking. Compare all possible alternatives. Analyse the money, time, staff, and resources necessary for each approach as well as the return that you can expect from various strategies.
· Choose the Best Strategy: Strong decision-making is essential at this stage. After carefully considering all your options, you must select the best strategy for your problem and stick with your choice. Employees who waver or struggle to commit to a single plan don't make good problem solvers because they get stuck at this essential point in the process.
· Implement Your Solution: Implementation is the critical peak of the problem-solving process. This is where you draw up an action plan, share it with the appropriate personnel, and follow through with your chosen approach.
Benefits for the employer and employee 

Effective problem-solving skills enable employees to investigate problems, recognise problem severity and assess the impact of alternative solutions. Workplace training designed to develop problem solving skills helps employees to work more efficiently with co-workers, customers, partners and vendors.
Employers like to see good problem-solving skills because it also helps to show them you have a range of other competencies such as logic, creativity, resilience, imagination, lateral thinking and determination. It is a vital skill for your professional and personal life.


Planning and organising

This means having to balance many tasks efficiently and effectively. If a business' systems are not properly organized, tasks pile up, paperwork gets lost and valuable time is spent on finding information that should be readily available. Good organisational skills can save a business owner time and reduce stress. Importance of Organisational Skills in the Workplace. ... These skills are especially important for workers who multitask on a regular basis at their workplace. For instance, those who perform different job duties with different timeframes and levels of importance must organise their work projects effectively.

Benefits for the employer and employee
Efficiency
Efficiency is perhaps the greatest advantage of organizational skills. An organized professional will spend less time correcting mistakes, searching for information and fixing any clutter. More time saved means more time for doing productive things. Aside from a positive impact on time management, organizational skills will make it more convenient for employees to share any information with each other, thus working better as a team.
Tracking Progress
In business, organizational skills will help you keep track of your company’s progress. If you devote enough time to compiling and recording your finances, you can easily tell whether your business is progressing. You might think that seeing the money come in is enough indication of success, however, if you spend a lot of money for advertising and promotions without having any record of it, you could be losing a lot of money due to lack of organization. Always have a master list to show all activities, incomes and expenditures. Recorded data in a word or spreadsheet document will help you instantly eliminate any unprofitable expenses. This way you can devote your efforts to those elements, which are profitable.
Better Management Skills
The ability to manage a business depends on great organizational skills. To be able to manage other people, you must know how to set priorities and allocate them according to each individual’s skills and abilities. A well-organized manager can perform this easily while exuding confidence and control in the organization, creating a productive environment for all workers. The organizational skills of a manager are also geared toward specific tasks, such as setting project deadlines and conducting performance evaluations, all of which contributes to a more efficient work system.
Instilling Trust
Organizational skills establish a sense of trust and professionalism in the workplace. A well organised manager projects an image of reliability and control. This helps him to win the trust of clients and associates more easily.
Reduced Stress
Good organisational skills can help reduce stress as well. A well organised office creates a more relaxed working environment, as opposed to a cluttered or disorganised office where you are constantly searching for items or sidestepping around piles of papers.

























Time management 

[image: Matrix]
Source: Stephen Covey, The Seven Habits of Highly Effective People


Time management involves the ability to plan and prioritise your workload to maximise personal efficiency. ... Strong organisational skills are crucial to time management, as is the ability to respond to changing demands.

Benefits for the employer and employee
1. Less Stress – Managing your time can directly reduce your stress level. Fewer surprises. Fewer tight deadlines. Less rushing from task-to-task and place-to-place.
2. Get More Done – Of course, being productive is one of the main goals of time management. When you are aware of what you need to do, you are able to better manage your workload. You will be able to get more (of the right tasks) done in less time.
3. Less Rework – Being organized results in less rework and mistakes. Forgotten items, details, and instructions lead to extra work. How often do you have to do a task more than once? Or make an extra trip because you forget something?
4. Less Life Friction and Problems - Whether it is a forgotten appointment or missed deadline, not managing your time results in increased life friction. Avoid creating your own problems by planning and preparing for your day.
5. More Free Time – We can’t create more time, but you can make better use of it by managing your time. Even simple actions like shifting your commute or getting your work done early can produce more leisure time in your life.
6. Less Wasted Time – When you know what you need to do, you waste less time in idle activities. Instead of wondering what you should be doing next, you can already be a step ahead of your work.
7. More Opportunities – Being on top of your time and work produces more opportunities.  
8. Improves Your Reputation – Your time management reputation will proceed you. At work and in life you will be known as reliable. No one is going to question whether you are going to show up, do what you say you are going to do, or meet that deadline.
9. Less Effort – A common misconception is that time management takes extra effort. To the contrary, proper time management makes your life easier. Things take less effort, whether it is packing for that trip or finishing up that project.
10. More Time Where It Matters – Managing your time is allotting your time where it has the most impact. Time management allows you to spend your time on the things that matter most to you.




I.T. Skills


In the latest Lloyds UK Consumer Digital Index 2018, key findings show that there are 4.3 million people in the UK alone with zero basic digital skills. These skills can be anything from answering emails to uploading a document to a company’s Google drive - now essential skills in today’s labour market. 

Benefits for the employer and employee
Digital Skills can increase business productivity
With the right training, employees can use digital technology to become more productive at work. For example, digital documents can be created, stored and accessed more efficiently than printed versions, but only if employees know how to locate them, use them and share them confidently. If they struggle with this, it has a knock-on-effect on how employee time is used in the workplace – with consequences for business productivity.
Digital skills can help to develop a competitive edge
According to Microsoft, in the next two decades, 90% of jobs will require some form of digital skills, and there will be a higher demand for technical skills to give businesses a competitive edge within their market. By investing in the right training for your employees, they are more likely to outperform their peers at rival organisations – helping your business stay ahead of the competition. 
Digital skills can provide new ways of working
Technological advances will continue to provide new ways of working. Businesses that embrace those changes will reap the benefits of a highly satisfied workforce, keen to collaborate, communicate or create using new tools that allow them to do their jobs more efficiently. This could include better access to remote working, relevant software and cloud-based applications or widening the availability of online training. 
Digital skills can help increase revenue
Most businesses now recognise the need for a strong online presence to help increase revenue. Traditional forms of sales and marketing are becoming outdated as consumers turn towards digital channels to make that final purchase. Most buyers now consume online content like blog articles or short videos to finalise their purchasing decisions. If businesses hope to increase revenue they need to be where their customers are, using a range of digital skills to engage, persuade and drive demand through their preferred online channels. 
Digital Skills allow businesses to build customer relationships
Consumers now spend more time on digital channels and there is high demand for an improved online experience. Businesses need to respond to changing expectations, engaging with their customers and building relationships through a diverse range of channels - these could include email, social media, mobile apps and more. It’s vital that employees have the right skills and ‘netiquette’ to ensure the online customer experience is a positive one.


4. [bookmark: _Toc529884153]Conclusions 

“Communication works for those who work at it.” John Powell 

Teamwork helps solve problems. Collaboration within a group can help solve difficult problem. Thought storming is a good opportunity for the team to exchange ideas and come up with creative ways of doing things. By working together, teams can find the solutions that work best.
more ideas are developed, and productivity improves. Two or more people are always better than one for solving problems, finishing off difficult tasks and increasing creativity.
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