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Executive summary
This report is written in order to analyse the employability skills of the researcher against the needs of employers
The report will include an overview of the skills required for a …….. post 
The requisite skills discussed include time management, networking and interpersonal skills.
The conclusion has compared the skills required by employers with those of the writer and offers recommendations on ways for any skills gaps to be overcome.
1.0 Terms of Reference
On 30th January the (lecturer name) requested a report from …..
To be submitted on ……….. The report covers the employability skills of the researcher and discusses the needs of employers.
2.0 Procedure
2.1 A number of relevant textbooks, journals and websites were read in order to compile this report.





3.0 Findings
3.1 The skills of the writer
The writer identified the following skills
3.1.1. Time Management
Positive 
Areas to improve
3.1.2 Communication
The writer communicates well in writing and is confident in communicating to small groups of people
However the writer does not have a great deal of experience of speaking in public
3.1.3 Negotiation
Positive
Area to improve
3.1.4 I.T.
ETC
3.2 The writer researched a number of ………… roles and determined that the following were commonly required by employers in most industries.
3.2.1. Time Management
The definition of effective time management by (Author date) suggests that is a required skill for an effective manager.
Use a definition and /or quote or paraphrase from a secondary source such as textbook, journal etc

3.2.2. Communication
3.2.3 Effective team worker
3.2.4. Negotiation skills
As 3.2.1
ETC

4.0 Conclusion
Compare your skills by saying that this section will show what areas the writer needs to develop
4.1.1 Communication
The role requires the ability to communicate well in writing and orally.
The writer has stated that they lack confidence in public speaking 
4.1.2 Team working
The role requires someone with experience of team leadership
The author has shown experience of leading teams in social and work situations
4.1.3 I.T.
The job expects managers to be able to use power point and spreadsheets
The writer has identified the need to improve use of spreadsheets
ETC






5.0 Recommendations
The following are recommendations on how the writer may improve their employability skills in relation to the needs and requirements of employers.
· Recommendation supported by an example and source
· Recommendation supported by an example and source
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