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The purpose of this report is to identify the different Employability skills which Employers look for when deciding which employee is more suited for a specific job role before recruiting them. It will discuss in further details how an individual may stand out and increase their chances to be employed with the relevant skills they possess beforehand or may improve on once offered the opportunity for the job. For this report I will focus on the Employability Skills essentials for working in a Restaurant. I have chosen a restaurant because my long-term goal is to be able to open my own restaurant and I also have experience of working within the catering/hostess field. Academic and Employability skills go hand in hand together and sometimes can be referred to as putting theory into practice. 
Employability Skills is defined as “as set of attributes, skills and knowledge that all labour market participants should possess to ensure they have the capability of being effective in the workplace – to the benefit of themselves, their employer and the wider economy” (CBI, 2010).
  The word “academic” is defined by the English Oxford Dictionaries as an adjective which refers to “education and scholarship” (Oxford Dictionary Press, 2018). it can also be broken down further as a place of study or relate to attributes associated with higher education achievements and qualifications. Within the recent years there has been a shift in terms of employers not only emphasis to employ or recruit individuals based on their qualifications such as HND’s or Degrees but also focus on what Employability Skills they may have through previous experience such as working within the similar field of interest. Therefore, a lot of Educational Institutions Especially Higher Education offer placements/work experience as part of the course and combine 50% of theoretical knowledge with 50% of practice. This enhances the prospect of many student’s employability and to be recruited Post-Graduation due to the collaborations or partnerships of businesses, charities and companies with those Institutions. It is no longer a necessity or compulsory for a person to attend or gain Higher Education qualification to be employed due to the introductions of Apprenticeships, Secondments and further training possibilities for school leavers age and upwards due to the combination of both whereby an individual will either gain or improve their Employability Skills. This widens their experience and theoretical knowledge at the same time as they can take advantage of evolving and cultivating key Employability Skills such as communication, Numeracy Skills, leadership skills and many more.


Different types of Employability Skills needed to manage a Restaurant
1. Problem solving: As a mother of six children I’m aware how to deal with complaints efficiently and aim to find a solution which benefits all parties involved. However, since I’m a reserved person I still need to improve my confidence in this area as I don’t like confrontations.
2. Planning and Organising: This includes executing tasks which have been planned beforehand. To manage a restaurant successfully I will need to plan day to day activities such as the menu, number of staff required to be on duty, maintain safety of the working environment 
3. Technology: I have basic IT knowledge such as using Microsoft Office, sending and receiving emails. This is an important skill to have as a form of communication and between myself with suppliers, staff members, keeping track of accounts and finances.
4. Initiative/self-motivation:  I’m able to use my own initiative, be proactive and identify opportunities as they present themselves. By possessing this skill I’m able to lead and be proactive (Woodcock, B.F, 2017)

Time Management
Time management “is the process of organizing and planning how to divide your time between specific activities”. (Mind Tool, 2017). It is the commitment to change, better planning, prioritising, delegating and controlling the environment and get a better understanding about oneself or other people. It is a vital skill which contributes towards the successful running of a company. Time Management consists of challenging an individual’s habits, attitudes and routines which they are costume to. It involves diplomatic managing expectations for lectures, teachers, managers and even customers. The quote “Time is Money” credited by Benjamin Franklin in 1748 is often used in correlation to emphasis about the importance of Time Management as money can be lost, specifically for a business if not managed appropriately. (Quote investigator, 2010). To manage time effectively it is important to set up activity logs which outline what needs to be done, the use of tools such as diaries, calendar, weekly or daily schedules can be used to facilitate this.

[image: ] In our modern time “The Pareto Principles of the 80:20 rule” which originally was a mathematical formula can be used to apply to everyday life either personal or work related to manage time more efficiently and successfully. (Reh, F J. 2017).










Basic Time Management Principles 

· Aim to pay attention selectively meaning emphasising on tasks that are more urgent significant
· Aim to focus competently meaning emphasis what can be accomplished by spending appropriate amount of time and energy on the given task
· Aim to reduce anything that will waste your time. (Cameroon, 2002)
                                                  [image: ]
There are many different Time management methods available today such as the ABC Analysis, Task List Organisation. However, the ideal and most common method is the Eisenhower Matrix. This Method was initiated by the 34th US President Dwight. D. Eisenhower where he quoted “I have two kinds of problems, the urgent and the important. The urgent are not important, and the important are never urgent. (Quote Investigator, 2014).



Team work
Teamwork is one of the most transferable skills that all professions demand. Teamwork is the entireness of the efforts commenced by each team member for the achievement of the team’s objective. Teams are formed when individuals with a common taste, preference, liking, and attitude come and work together for a common goal. (Manion, 2017).  
Teamwork is a crucial skill to possess, through teamwork tasks are accomplished at a faster pace when it is done by a team rather than an individual. It promotes fast development and learning as team members can learn from each other. Teamwork allows employees to build some positive relationship at the same time healthy competition amongst each other which can help work to be completed and achieve quickly. (Costa et al., 2014).  
Teamwork has been admired of its benefits, (Chuck 2017), explored the drawbacks of teamwork such as unequal participation in a group, it is more likely that some people in a group can sit back and do less work while others take on a heavier workload. Working in a team can increase productivity however the process is usually longer as the majority must agree on the actions to take. Lastly, Teamwork may also limit creative thinking. Employees may be so focused on working for the overall good of the team and fitting into the team concept that they put their ideas on the back burner. 
Theories such as (Tuckman 1965 cited in Brock, (2017). progress order of small groups. Tuckman’s illustrated for a group to be successful they must go through these four stages; Forming, where individuals have not yet found their place in a team, and they are not yet as a team. Storming is the second stage where people in a group begin to see the role as a part of a team and see their importance. Norming is the next stage whereas the team come together and start to build rules as a group. Performing is the last stage where tasks are completed, and group relationship is established.
Leadership
There are many meanings of leadership individuals who have tried to define it; the word leadership has diverse meaning and understanding to various people may opinion leaders as somebody who is commanding, and a ruler other may understand a leader as a motivator and enthusiast. Leadership and authority are methodically correlated notion as both concepts are of influences, though, (Avery at al., 2004) demonstrated that not all academics believed leadership and authority/power are associated.    Definition of leadership differs, (Northhouse, 2010), defined leadership as a process whereby an individual influence a group of persons to achieve a common goal.    A relationship through which one person influences the behaviour or actions of other people. (Mullins, 2006: 305).
Communication
Communication affects teamwork in constructive and harmful way. The measure and excellence of communication within a team and as of a leader affects teamwork. When a team is not vigorously communicating, their work is at stake. It's significant for every person to learn how to communicate effectively to work effectively as a team. (Pearce, 2015).




SWOT Analysis
	Strength
· I'm very proactive and can use my own initiative.
· I possess good communication skills which enables me to convey messages and information effectively as well as share those information with others
· I can prioritise tasks and workloads.
· I'm a very committed and hard-working person. I always push myself to do better if I’m struggling I’m not afraid to ask for help
· I have done voluntary work in hospitals, care homes and within my local church
· I have experience of working as a Dinner Lady in Primary Schools and have also worked in a few restaurants
	Weakness
· I’m not assertive enough and find it hard to say no if someone needs my help.
· I’m normally very shy and get cold feet if I must speak up publicly such as doing group presentation on PowerPoint.
· Currently I don’t possess enough qualifications to allow me to run my own Restaurant and I need to improve my Keys Skills such as Numeracy
· I’m not good at confronting people therefore I avoid conflicts at all cost and sometimes even agree to things I shouldn’t all for the sake of peace

	[bookmark: _Hlk503112813]Opportunities
· At my current job they are advertising the Post for a Team Leader and I’m thinking of applying for it.
· I'm have been going to workshops and Career fairs to network and expand my knowledge about entrepreneurship.
· I receive weekly notification from REED about different vacancies available and have a personal advisor who informs me about training opportunities and workshops
	Threats
· One of my co-worker is more proactive and outspoken compared to me and already possess leadership skills also wants to apply for the Team Leader position
· The need to keep up to date with the recent technology changes such as soft wares, the increase use of computers and iPads make it difficult for me to adjust to working environments
· Everything is moving towards contactless, paperless and Hi-Technology including signatures as well as doing everything online. This is a great obstacle for me as I’m still adjusting slowly. 



Overall as mentioned throughout this report Employability Skills such as Time Management, Leadership Skills and Teamworking are essential and very significant to increase the employment opportunities for myself as well as many other possible candidates. They are key elements in enabling the decision making for an Employer in terms of which candidates meets the certain criteria for the job description advertised. It enables the Employer to critically analyse and evaluate whom to shortlist for an interview and finally offer the position. Therefore, to conclude it is advisable to any future employee to make the effort of taking opportunities available to them such as voluntary work, charitable work, placements and work experience to enhance their Employability Skills and enabling them to gain transferable skills which they can apply to future job prospects. Currently there is a vast prospect for future employees to exhale in their chosen fields as well as also have the chance to take it a few steps further and move into Apprenticeships or even Entrepreneurship. 
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