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[bookmark: _Toc534894429]Executive Summary

This assignment considers the benefits of employability skills to employers and employees within a chosen organisation. The industry considered is an online recruitment company that recruits professionals such as Lecturers, Teachers, Doctors throughout the UK.  It specialises in recruiting individuals that have the skill set to succeed and take their career to the next level. This report examines the advantages of employability skills for employees and employers in the workplace and identifies how these skills can improve the organisation. Possessing great employability skills enables students a better chance of success in future employment, Trought (2017) states “Employability is a key issue that affects the success of all students.” (Trought, 2017). Five different skills that majority of organisations require have been considered. These include communication, teamwork, problem solving, time management and information technology skills. Other skills that may be required by employers were also identified. These are leadership, presentation and personal development. Following identification of employability skills, the choice of skills was justified and benefits to the organisation were discussed.
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[bookmark: _Toc534894430]1.0 Terms of Reference

This report was requested by Melanie Squire from the University of Wales Trinity Saint David. The report requested on 30th October 2018 for submission on 11th January 2019. This report was compiled by Mohammed Nazmul Ahmed, a student at the University of Wales Trinity Saint David attending Skills for the Workplace Diploma. The report was created to discuss the benefits of employability skills to an employer and employee and which further skills may be required by employers. The different employability skills were analysed to determine which skills would suit employers and how employees can extend their abilities to further their careers. 

[bookmark: _Toc534894431]2.0 Findings

[bookmark: _Toc534894432]2.1 Inter Personal Communication
During the course different aspects of inter personal communication were identified. Inter personal communication is when a person communicates what they intend to say verbally as well as non-verbally. Albert Mehrabian (1981) believes that the way a person receives a message is largely through body language as seen in Appendix 1. Other ways someone receives a message is the way the words are spoken and the words that are used themselves. Having good inter personal communication skill allows employees to express feelings and give an impression on the topic that is being discussed, ensuring the message is clear and understood. Inter personal communication is broken down into contextual areas as follows.
· Environmental
· Psychological
· Relational
· Situational
· Cultural2 – contexual interpersonal communication

	Environmental
	Depends on location, temperature, atmosphere, time of day the conversation is taking place.

	Psychological
	What your personality is like and what you bring to the argument.

	Relational
	Understanding and reacting to the other persons views.

	Situational
	Once again depends on the atmosphere of the location. 

	Cultural
	Understand what may affect the other person. 



Developed inter personal communication skills, allows employees to develop an effective relationship with others, good communication skills ensure a message is clear. To develop this skill, Mel (2018) suggests there is a need to listen as well as speak, avoid using colloquial speech and present information in a clear concise manner (Mel, 2018).
Within the recruitment industry possessing good inter personal communication skill is crucial in order to build a relationship with clients. This helps employees understand clients better and helps clients to reach their career goals.

[bookmark: _Toc534894433]2.2 Teamwork
Teamwork is the ability that enables a person to work effectively and efficiently both alone and also as part of a group. “In order to function effectively, team members must actively focus upon their objectives” (West, A. 2012). Good teamwork abilities enable an individual to excel in companies that employ many employees. There are many companies that require a high level of teamwork, this is because most companies have a large number of employees and therefore teamwork becomes very crucial for employers. Working within a team allows employees to build relationships with fellow colleagues as well as building on other skills such as communication. Teamwork helps employees to bring new and fresh ideas to the group and motivates employees to get the work done.  Without teamwork, it is very difficult to complete the objective at hand which can lead to a lot of disruption in the workplace, also can lead to loss in revenue for the company.
Teamwork is essential within recruitment; employees are required to provide excellent service to clients which requires excellent teamworking skills. “They produce greater profits and satisfied employees.” (Facts on file, 2009) Their objective as a team is to scout for new clients all over the UK, employees need to identify which areas to target and motivate one another to complete their objective. To enhance employees teamworking skills, a series of team building exercises can be used to develop and bring the team together. Having good team relationships will help the company meet their goals.

[bookmark: _Toc534894434]2.3 Problem Solving
Problem solving is required within the business to help overcome any issues as well as finding the best and necessary solution problems. Many employers look for employees who possess problem solving skill because this will help managers or employers to rely on the individual, rather than micro managing situations. This frees up valuable time for mangers/employers to utilise elsewhere in the company. The skill requires critical thinking and effective decision making to become a successful problem solver, Kallet (2014) believes that critical thinking can significantly enhance your problem-solving and decision-making skills.
The recruitment industry needs employees with effective problem-solving skill to be able to manage situations that arise without the need of supervision also this will benefit the employer by allowing the employee to make vital decisions and save the employer time to solve the issue. Problem solving is key in my industry because there will be many issues arising such as a client needing the necessary information to complete the job which they have not received. Therefore, problem solving skill are essential to manage and work effectively.

[bookmark: _Toc534894435]2.4 Time Management
Time management is a skill that needs to be adjusted and developed according to the job and industry requirements. This skill requires employees to manage time effectively and efficiently in order to make sure objectives are met. Excellent time management allows employees to prioritise tasks that are important to be completed first and the less important tasks to be completed later. It can be seen in the image below, employees [image: The Priority Matrix helps you categorise tasks depending on their urgency and importance.]need to identify where their task lies in and would have to prioritise to have effective time management skill. 









1 - Priority matrix

Thomas (2014) explains good time management will not only reduce stress, it will boost confidence by helping gain control of situations. Employees who possess excellent time management utilise their time effectively and reduce the amount of stress by managing their time accordingly. There are many ways an employee can improve their time management. They can introduce a daily, weekly or monthly schedule to ensure they are meeting targets, also they can identify the recurring tasks and set them within the schedule. “Help to make better use of their time, increase their productivity and performance, decrease distractions” (Downs, 2016). Employees avoid distractions in order to complete the tasks ahead and manage time more effectively. There many applications available to download on smartphones to manage time and help employees to complete tasks efficiently. Employers benefit when employees possess good time management by having the ability to complete tasks in shorter time, they produce better quality work, improve business awareness and reputation which leads to an increase in revenue and become a very valuable asset to the company.
Good time management is important in recruitment due to the clients demands and professions. Employees are required to be punctual for meetings and interviews. Punctuality shows good use of organisation and planning skill, also employees tend to set and achieve the objectives. When an employee is punctual this helps employers to manage the staff better. Employees need good time management and organisational skills to produce better quality work to help clients to achieve better opportunities. This allows the employer to have confidence in the employee to produce work productively and consistently.

[bookmark: _Toc534894436]2.5 IT / Technology
IT skills have been identified as a requirement of employers. Modern society requires employers to keep up to date with the fast-moving technology also employees need to stay up to date with the IT skills. “At the turn of the 21st century, the Bureau of London Statistics (2000) estimated that between 1998 and 2008 the demand for IT professionals, would grow at rates exceeding 70% in 2001.” (Nakayama and Sutcliffe, 2005). IT skills vary from business to business as there are many platforms and software packages for businesses to use, therefore employees are required to adapt and learn new skills. There are many basic IT skills required by employers such as using Microsoft. Mishra (2005) presents “The end result of computer literacy is not knowing how to operate computers, but to use technology as a tool for organisation, communication, research and problem solving.” (Mishra, 2005). Good IT skills enables employees to develop and gain ways to network and communicate with colleagues/ employers. IT can be used to interact with potential clients through social media. There are many platforms available to download. IT benefits employees by helping them to adapt and learn ways of expanding their network and consequently benefiting from better communication. IT is another form of managing time effectively. The availability of apps and software’s help with organising and managing time. IT skill allows an individual to advance and better their skill by learning new software’s. Communicating with employees is one of the benefits to employers using IT. Given this information from Doyle (2018) interacting and staying in contact with clients, improve and provide a better-quality service. “IT professionals need to be able to interact successfully with customers and vendors, colleagues and managers, to manage departments, and to convey their ideas to others.” (Doyle, 2018). IT supports employers by allowing them to have a good relationship with clients due to easy communication tools available and in most cases, IT helps businesses increase revenue by working more efficiently and saving time to build on the success. 
The choice of industry benefits from IT due to the easy communication tools available in order to communicate with clients as well as employees. IT has become one of the most important skill in the workplace due to the advancement of technology in recent years and has cut the cost for employers drastically to save money and invest elsewhere in the company. IT helps this industry to organise and manage time more effectively by having software’s that manage bookings and staff accordingly to complete the work efficiently.

[bookmark: _Toc534894437]2.6 Leadership
Leadership is a further skill required in the recruitment industry. The Leatherman (2008)  brothers state “Quality leadership skills addresses todays need for quality performance.” (Leatherman and Leatherman, 2008). Leadership skills range from the ability to delegate to motivation within the workplace. Displaying good leadership skill helps employees excel within a business and help with promotion as Rossiter (2014) believes leaders are needed at every level of an organisation and cultivating leadership skills early is a great way to pave the way for success. To become an excellent leader, you would need to communicate, motivate, delegate, be creative and be responsible. All of these are essential to be an excellent leader as communication is needed to communicate with other colleagues and superiors in order to complete the job successfully and efficiently. As a leader, being motivational will help tasks to be completed in shorter time and make work enjoyable for yourself and other colleagues. Delegating allows a leader to assign different jobs to everyone in order for the target to be met and helps speed up, share the work load. Creativity is required by leaders to bring new and fresh ideas to the workplace and help other colleagues expand their creativity skills. Lastly, a leader needs to take responsibility when tasks go the wrong way as well as when tasks are successfully completed.
The industry examined requires employees who possess leadership qualities to be able to manage a group of employees and complete tasks when assigned to. They need to delegate different tasks accordingly and motivate one another to effectively complete tasks at hand. They need to bring a positive attitude and atmosphere to ensure colleagues are motivated to get the work done. Also, with leadership comes responsibility which an individual will have to take regardless of the outcome of the task.

[bookmark: _Toc534894438]2.7 Presentation
Presentation skills are required by businesses that are mainly office based however, almost every business requires employees to be able to present. “Today, presentation skills are required in almost every field.” (SkillsYouNeed, 2018). Having good presentation skill allows employees to display confidence as they will be required to present in front of many people, show good IT skill as they may have PowerPoint slides, they wish to use in the presentation and showing ways of organising an effective presentation by having materials available such as handouts etc. 

[bookmark: _Toc534894439]2.8 Personal Development
Employers may require for potential employees to have personal development. This would help employers understand an employee better as they can see what an employee wants to achieve in their career. As Cottrell (2015) explains, “when undertaken in supported and structured ways, a personal development plan gives you a much deeper understanding of your performance.” Also, it’ll give an employer a clear vision as to whether the candidate is capable of leading and progressing further within the organisation. Personal development will outline an employee’s future plans and ambitions which will in turn help employers decide where the employee would be suited best within the company. 

[bookmark: _Toc534894440]3.0 Conclusion
The module gives an understanding on how important employability skills are to employers and employees. “In 2012 the CBI released an employer survey of 542 employers. The survey revealed that 81% of employers valued employability skills as the most important factor when recruiting graduates.” (Ćehić, 2014). Skills have been assessed and identified that are widely needed by both employers and employees. The benefits of the skills to employers and employees have been discussed and examined. Benefits of communication, teamwork, problem solving, time management, IT/Technology, leadership, presentation and personal development were carried out. These skills are a few of the skills required to successfully get into employment. It was found that without these skills’ employment will be very difficult because a lot of employers are searching for employees who have excellent communication, able to work in a team successfully and have the ability to lead by example whilst solving any problems that arise. The advancement of technology has advanced greatly that many organisations solely rely on technology to run their business such as online shops etc, which require a high level of IT skills and It could be argued that no employee or employer have reached their potential as there is always room for improvement hence personal development is a key skill that needs careful attention and building. On the whole, employability skills are an important aspect for employers to consider as well as employees need employability skill to find employment.








[bookmark: _Toc534894441]4.0 Recommendations
To develop better communication skill, attending conferences would be highly recommended. There will a lot of people around where you would be able to discuss the matters at hand. 
To enhance your teamwork abilities, consider setting a series of tasks to be completed within groups to build teamworking skills.
Problem solving is a skill that requires understanding before taking action. To build problem solving skill, focussing on how to solve the problem and not on the problem itself would be an option.
Time management is a skill that a lot of people struggle to grasp. In order for an individual to have good time management, it would appear that implementing a routine or timetable to cope with daily pressures would help and maybe download an app on your smartphone to help you manage time more effectively.
IT has become one of the most important skill required in the modern society. To help advance your skills, it is highly recommended in completing extra or advanced IT courses.
To advance in an organisation, many employers look for leadership skill in employees. Ways in which an employee can better their leadership would be by getting advice from supervisors/managers.
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Appendix 1 - Albert Mehrabian’s 7-38-55 Rule of Personal Communication
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