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[bookmark: _Toc3369646][bookmark: _Toc26034361][bookmark: _Toc26036260]Executive Summary

A written report of 2000 words summery the entire document, a brief overview of the main findings and the brief summary of the conclusion 
This report will look into employability skills in a different way.
What are the  employability skills 
How they have changed from the years 
What the employees expect from employers.
Time management 
Networking 
Negotiation and interpersonal communication 


Contents

Executive Summary	2
1.0	Terms of reference	3
2.0	Procedure	3
3.0	Introduction	4
4.1 What are employability skills?	4
4.1.1Changes in employability skills	5

5.0 Time management	6
6.0  Interpersonal communication	7
6.1 Negotiation	8
6.1 What are the stages of negotiation?	8
7.0 Other skills that could enhance employability prospects	10
7.1 IT Skills	10
7.1.1 Ability to Learn.	11
8. What is your skillset?	11
9.0 conclusion	11

 	10


1.0 [bookmark: _Toc3369648][bookmark: _Toc26034362][bookmark: _Toc26036261]Terms of reference
This report was requested by Christian Felices. This report was compiled to analyse employability skills, how they have changed and why they have changed. This report has been compiled by Etleva hyka 1817032 the report is for submission on 1/12/2019
2.0 [bookmark: _Toc3369649][bookmark: _Toc26034363][bookmark: _Toc26036262]Procedure
To write the report the task description was analysed to discover what they are looking for, knowledge and understanding. The sources of information were found primarily in books and on websites also lecturers’ presentations on Moodle.  


3.0 [bookmark: _Toc26034364][bookmark: _Toc26036263]Introduction
This report will include an analysis of what employability skills are and changes to employability during the.it will investigate interpersonal communication, time management, networking and negotiation. Concluding with the needs for these skills and value to the employee


[bookmark: _Toc26034365][bookmark: _Toc26036264]4.1 What are employability skills?

Employability skills can be thought of as the transferable skills required to ensure employment.
These are the skills employees need from employers.
These skills are what they provide the employee to carry out their role to the best of their ability.
Employability depends on knowledge and skills. How these assets are used and how they are presented to the employer. ( ref  Science, Technology, Engineering, and Mathematics Network.)
Employability skills are very important because the market is intensely competitive, employers are looking for people who fit well into the position they are looking to fill.
Experience and knowledge make a person eligible to apply for a job, but to be successful in a role, experience develops over time this is called “soft skills”. Soft skills are some times referred to as transferable skills or professional skills. The following are soft skills. They are less specialised, less rooted in specific vocations, they are wide-ranging and transferable from one job to another. Important soft skills are good communication, timekeeping and problem-solving.
Soft skills relate to attitudes and intuitions.AS soft skills are less referable to your qualifications 
[bookmark: _Hlk26033730] (ref. REVIEWED BY WILL KENTON AND BRIAN ABBOTT
 
 Updated Apr 14, 2019

 Hard skills can be learned and perfected over time. But soft skills are more difficult to change.
Hard skills are teachable and measurable abilities, such as writing, reading.math or ability to use the computer programs. by contrast, soft skills are the traits that make you, good employee 
[bookmark: _Hlk26033761]They are most commonly used during the recruitment and interview process compare job candidates.in some industries, employers can even test the though skills of the candidates to make sure they can really do what the claim they can do. once you have the job, your employer can evaluate their hard skills again, whether they are looking for promotion or a transfer. (ref BY ALISON DOYLE )
 
Updated May 24, 2019





[bookmark: _Toc26034366][bookmark: _Toc26036265]4.1.1Changes in employability skills 

 For previous generations it was simpler they had jobs. they chose a profession to fit on their knowledge and slowly become an expert in their field. However, career paths are becoming less predictable and everyone needs to be more flexible in their approach to employment.
It will surely be a wonder to learn that today`s graduates will have to navigate 17 workplace changes across about five different career paths.they will star a range of activities including short term internship volunteering and self-employment .they will need a lifelong learning commitment and in many cases will end up working autonomously. this means that they must be critical thinkers, good problem solving have strong communication skills to interact with people.
https://blogs.sas.com/content/hiddeninsights/2017/12/05/employability-change-skills-students-need/
The literature indicates (Archer & Davison, 2008) that employers of new graduates increasingly regard social skills (especially communication and teamwork) and personality as more important than degree qualification. Key hard skills include literacy and numeracy, with pleasure in these low-key areas. Satisfaction with commercial awareness, communication, literacy, analysis and decision-making skills, 'passion' and relevant work experience are very low. A report by the Institute of Directors (Graduate Employment Skills, 2007) also highlighted work ethics as important, including being hardworking, dependable, capable of meeting deadlines and punctuality. Although some of these aspects such as personality and work ethic are likely to come with maturity (and can be seen as difficult to modify), there are things that can be built into the University's learning experience that can encourage required behaviours (and related personalities 'traits'). ICT and social media skills are seen as increasingly important, especially in marketing-related work, with employers expecting graduates to be capable of using social media online. At the same time some employers use social media to control the behaviour patterns of potential graduates, and one might argue that students should become
 
[bookmark: _Toc26034466][bookmark: _Toc26034367][bookmark: _Toc26036266]https://kar.kent.ac.uk/34896/1/Filippaios%20Social%20Career%20Management.pdf

online networking has become very important to social capital it is a better connection with the people, online social networks have an impact on business relations.
What the employees looking from the employe: hard worker, skill, flexibility, communication, confidence, problem-solving, reliability, leadership, adaptability.


[bookmark: _Toc26034368][bookmark: _Toc26036267]5.0 Time management

Time management skills are precious in the workplace and in everyday lives. 
Time management is the process of organizing and planning how to divide time between specific activities. good time management enables to work smarter not harder so can be more done in a less time.failing to manage time damages effective and causes stress.
Time management behaviours are positively correlated with perceived time control, job s
atisfaction and health, negatively with stress. time management training seems to enhance time management skills but this does not automatically translate into better performance.
 [image: Image result for time management]
 by completing CFI’s online financial modelling classes and training program!
.
Finding a time management strategy that works best for you depends on your personality alibility to self motivate and level of discipline.by incorporating some ar all of the ten strategies below, can effectively manage time. know how to spend the time 
Identifying most time consuming it is important to help you to set a course action. having a good sense of the amount of the time required for a routine task can help to be more realistic and planning and time available.
Set the priorities. easiest ways to prioritize is it to make a list whether needed daily or weekly, but dot let the list gets out of control and keep multiple lists at the same time. important and urgent.can choose to group items into categories such as high, medium, and low,
Use a planning tool. time management recommends using planning tools to improve productivity.such an electronic planers dairies etc.
Get organised. with clutter, the next step is to implement a system that allows you to handle information. (e.g., tasks, letters, emails, etc.) less, only once, when possible.
Get help from others. Delegation begins by identifying a task that others can do and choosing the right person.
Manage external time wasters time can be influenced by external factors by humans and other thing.can be reduce or eliminate the time spent in these activities 
Avoid multitasking. losing time when switching from one task to another resulting in loss of productivity.
Stay healthy. scheduling time to relax can help physically and mentally.
[bookmark: _Hlk26033862]. https://extension.uga.edu/publications/detail.html?number=C1042&title=Time%20Management:%2010%20Strategies%20for%20Better%20Time%20Management


[bookmark: _Toc26034369][bookmark: _Toc26034468][bookmark: _Toc26036268]6.0  Interpersonal communication 

Interpersonal communication is the process by which people exchange the information feelings, meaning through verbal and non-verbal messages, it is face to face communication .interpersonal communication ins, not just about what is actually said but how it is said and non-verbal messages sent through tone of voice facial expression gestures and body languages

[bookmark: _Toc26036269]t: https://www.skillsyouneed.com/ips/interpersonal-communication.html

Interpersonal communication skills are not only important in the workplace, our personal and social lives can also benefit from better interpersonal skills. people with good interpersonal skills usually perceived as optimistic calm, confident, and charismatic-qualities that are often attractive or appealing to others.through awareness of how you interact with others and with practice-can improve your interpersonal skills 
Interpersonal skills include .communication skills, verbal communication -what we say and how we say it.
Non-verbal communication.body language
Listening skills, how we interpret both verbal and non-verbal messages by others
Teamwork, working and communicate with the other in group and team formal and informal
Negotiation, conviction and influencing skills-working with others to find a win-win outcome.
Conflict resolution and mediation -work which others to resolve interpersonal conflict and disputes in a positive way.
Problem-solving and decision making-working with others to identify define and solve problems wich making a decision about the best course of action
https://www.quora.com/What-is-interpersonal-management-skill




[bookmark: _Toc26034370][bookmark: _Toc26036270]6.1 Negotiation
in business negotiation skills are important in both informal days to- day interactions and official transactions such as sales negotiation terms, rentals, service provision and other legal contracts. Good negotiations contribute significantly to business success, as they help to build better relationships. 
Negotiation should create a polite and constructive interaction that is profitable for both parties successful negotiation in one where can make concessions that means a little to the company while you give something to the other party that means a lot to them.  
A good negotiation leaves each party satisfied and ready to do business with each other again.

https://www.business.qld.gov.au/running-business/marketing-sales/managing-relationships/negotiating
strong negotiation skills can be the difference between a useful compromise and loss there will always be conflicts in line and ability to resolve them, especially in the business world.this is why negotiation is important in business it is what creates success
https://www.shapironegotiations.com/the-importance-of-negotiation/

[bookmark: _Toc26034371][bookmark: _Toc26034470][bookmark: _Toc26036271]6.1 What are the stages of negotiation?

The negation process can essentially be understood as a four-stage process. the four stages of the negotiation process are preparation, opening, shopping and closing
Preparation and planning is the first step in the negotiation process. here, both parties will organize and gather the information needs to have negotiations.
Both sides come face to face.each party tries to make an impression on the other and influence their opinion at first.psychonologically, this stage is important because it set the tone for negotiations to a large extent.it involves both negotiation parties presenting their case to each other.
That stage of negotiation involves getting closer to the objective you were to the archive when you began the negotiations.at the stage, the basic strategy is to persuade the other party to the suitability of your claims and then persuade the other party to accept those claims. for this, it must be logical in one's approach and frame clearly thought out and ell planned arguments.
The closing phase of a conversation represents the opportunity to capitalize on all the work done in the early stages. the research done in the preparation phase combined with all the information received is useful in the closing phrase.ith also involves singing the agreement in which both parties formalized the agreement in written contract or letter of intent.it should take time to review each element and to find out what went well and what needs to be  improved
https://www.managementstudyhq.com/characteristics-and-steps-of-negotiation-process.html
[image: Image result for What are the stages of negotiation?]
https://www.google.com/url?sa=i&source=images&cd=&cad=rja&uact=8&ved=2ahUKEwjP-K_EjsflAhVPOBoKHWTJAPAQjhx6BAgBEAI&url=https%3A%2F%2Fcourses.lumenlearning.com%2Fwm-organizationalbehavior%2Fchapter%2Fstages-of-negotiation%2F&psig=AOvVaw1zc0p2RchxWgfBgV42ORyw&ust=157263244226466


The OK CLUSTER
In the process of developing an identity people determine for themselves early in life what the meaning of others their li,fe some people see life as a good principle and positive experience and self as in essence acceptabl e.Berne called this positive the experience of oneself “being o k”others decide the are not acceptable (not ok)as human beings and that they will fail in some way.these expectation,based on decision on how life it will be,to become an existential position of a person.people may feel accepted or disapproved for yourself and others (ok or not okay)the leaders four main existential positions:I am ok , you are fine :
https://pdfs.semanticscholar.org/fbeb/dc337b8b4b1a7c951069fc1cb1c048856266.pdf

[bookmark: _Toc26034373][bookmark: _Toc26036273]7.0 Other skills that could enhance employability prospects

[bookmark: _Toc26034374][bookmark: _Toc26036274]7.1 IT Skills

Regular networking with industry and discipline can set to help well in the career. networking relationships with contacts is mutually beneficial. can raise the professional profile and expend and access to opportunities.plus work through industry challenges and enjoy helping others connect with networking. Ref,(Michael page team)
some networking benefits. connection, fresh ideas, the advice in career, access to the job opportunities, more knowledge career advised, built  confidence, get the answer to many questions, 
https://www.michaelpage.com.au/advice/career-advice/career-progression/benefits-networking
Networking will help you develop and improve skillset stay on top of the last trends in the industry maintain a pulse on the job market meet prospective meet partnersrs and clients and gain access to necessary resources that will stimulate career development
https://www.topresume.com/career-advice/importance-of-networking-for-career-success

[bookmark: _Toc26034375][bookmark: _Toc26036275]7.1.1 Ability to Learn.

The mos desire employee benefits is a contributory scheme, especially among above-average earners.and after those it is private medical insurance  e,also valued above average income.top great benefits below average winners are life insurance and money plan

[image: Image result for Benefits to employer and employee]
[bookmark: _Toc26034376]https://www.google.com/url?sa=i&source=images&cd=&ved=2ahUKEwjMwNPGu8flAhWxyYUKHeLPCeQQjhx6BAgBEAI&url=https%3A%2F%2Fwww.redstonewills.com%2Fcorporate%2Fcorporate-benefit-resources%2Fitem%2Fwhy-use-flexible-staff-benefits&psig=AOvVaw3RddL7XyBTEF4VZ8JP9TmX&ust=1572644517415079
[bookmark: _Toc26036276]8. What are you skills set ?
[bookmark: _GoBack]Ia  am new  manager I  love this job. every day I look forward to talking with my employee.checking out how they live going just getting to know them .it is great to feel like a big family .to be a good manager you have to have a good communication organisation, team building, knowledge, leadership, ability to deal with changes.problem-solving.
[bookmark: _Toc3369651][bookmark: _Toc26034377]https://www.brightknowledge.org/business-finance/what-skills-do-i-need-to-become-a-manager-8c361422-5ccd-4728-be37-069ff7933b5f

[bookmark: _Toc26036277]9.0 conclusion
Produces of the employed graduetes are part of the education process. employability skills are important because the market is intensely comparative and employers are looking for people who are flexible, take the initiative and have the ability to take a variety of takin different environment.
https://www.qs.com/employability-important-higher-education/
the top ten skills graduate recruitment wants.
Communication, teamwork, problem-solving, leadership, organisation, motivation negotiation, ability to work under pressure, confidence.
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Advantages to the Employer

Advantages to the Employee

©

Benefit cost is fixed, the flexibility to the employee
comes in the variety of choice available. Offering a
wide variety of benefits without the financial burden.

No cost to the employer. The money is recouped
after 12 months

Option for employers National Insurance Saving.

Avaluable benefits package is vital in attracting
key employees with outstanding skills

Alignment of HR strategy and Corporate strategy
and goals.

©

Appealing tailored benefits, which are valued
highly.

No lost value benefits, individuals know exactly
what they are receiving through choice, and therefore
no value is lost.

Gooduill. The package shows employee’s that
you care both about them and their family needs.

At Redstone Wills if you refer an employee we
can offer them special rates of service, against if they
came to us directly.




