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Terms of Reference

On the 30th of January 2018, Lecturer & Internal Verifier Marie Pitson has requested a report from Sharif Uddin Ahmed which will cover the employability skills of the researcher and the requirements of an employer. The report to be submitted on 2nd of March 2018 on or before 3pm.Pitson, M (2018).






















2.0 Procedure

2.1 Journals, Websites and appropriate textbooks were researched in order to produce this report.






























Introduction

This report is the findings of the skills that an employer is looking for in an employee in a management post. This report discusses the skills the reporter and the employee needs in order to get a job within the management sector. the researcher found that a candidate must full fill the required skills which the employer is looking for as this will benefit the company in terms of saving cost in training and turning high profits, the researcher will report on skills which are Communication, Leadership, Interpersonal Skills, Information Technology, Time Management and Problem Solving which is very important for a management post. The reporter will also reflect on the skills he needs to gain and which he has learned. Managing budgets is very important for a manager as this is crucial to the employer. As observed by Shethna, J. educba.com















3.0Findings

Employers are very demanding when they are hiring a candidate for a management post, the manager is the frontline contact for the Directors and CEO. Employers will recruit the best person out of the interview as if they are going to pay a high salary and the employer expects a candidate to be the best. The researcher has identified the skills that which will be necessary in order to make or herself more adaptable to current requirements. The report is broken down in details to different categories which will entail skills currently acquired and the skills which is required by an employer. As observed by Rose, A (Aug 23,2011).
Benefits of Employability skills
Employability skills can be defined as the transferable skills needed by an individual to make them employable, an employee who has a good knowledge and technical understanding of the work. As observed by Exeter.ac.uk

3.1.1 Time Management
Time management is vital to the employer, Time management is a skill which enable the employee to carry out their work effectively and efficiently. This will enable the employee structure their day to day work, meetings, contacting clients and to do any report when assigned to do a task on time. As observed by Doyle, A (2017).
Time management is crucial and important for a manager in lots of different ways such attending meetings with clients, directors or closing a sale with a buyer. A manager is an example to the employees in various ways. Morgan, P (2017).
The reporter has learned that time management is vital and it is crucial to a managerial post. Time management is not very difficult as a concept but it requires to prioritise and organise yourself. Keep the diary up-to-date and plan your day to day activities before hand. The reporter has learned planning is vital to manage the time, example is if the employee have to travel by transport to work or a meeting than the journey should be planed and allow enough time to get there. Another example is if a phone call is important and its urgent than make the call on time. As observed by skillsyouneed.com 

3.1.2 Communication
The reporter recognises that Communication is the most important skill in life. Covey, S (2013). The reporter finds that Communication skills are divided in to different categories as spoken, listening, eye contact, an example of spoken communication is it requires a person being able to express their ideas and views clearly, confidently and concisely in speech and listening attentively a way of expressing interest in what the other person is saying. As observed by kent.ac.uk. 
The reporter finds that he needs to have more knowledge and understanding of communication and its role in a management post. he has learned that communication is broken in to different roles or categories as understood that reading, writing, listening and interacting. Covey, S. (2004). 
A manager should have the skills to train and coach the staff to the industry level, he or she should have a keen understanding of the business. Must be innovative and be able to develop new skills. As observed by CareerBuilder.com (2017). 

3.1.2 Interpersonal Communication
The researcher finds that Interpersonal communication is are vital to a employer and they are known as people skills, it’s a way of communicating with another person. The researcher finds that it is one of the skills that an employer will look for in a candidate. As observed by Doyle, A. (2017).
Interpersonal communication is a process which people exchange information through feelings, verbal and non-verbal messages, it is also a one to one communication. Interpersonal communication is what is said through tone of voice, facial expressions, gesture and body language. Interpersonal skills are what many of us use daily as we communicate, interact. As observed by skillsyouneed.com.
The reporter has learned that interacting, verbal and non-verbal communication is a way of communicating and it is important in a job.

3.1.3 Teamwork
Team work is a role you need to work well with others. As observed by Doyle, A. (2017). As a manager you should have the ability and knowledge of working with others. A manager will have groups of teams to manage in certain jobs. Employers stress the importance of employees working as a team. Companies that have managers working in teams are well organised and have success in turn overs. As observed by acas.org.uk.
The reporter has learned that when working in teams it is more likely to be successful in completing or meeting a deadline. An example if a group of 5 people are working on a project and they all have different knowledge of understanding then you are more likely to do the work on time and completed with a good result. As a team you can share plans and ideas as different person will have and share different skills and complete the work. As observed by Morgan, P. (2017).

3.1.4 Leadership and Management
Companies are successful if they have a good leadership and management in place. A leadership must understand its weakness and strengths. As observed by metarasa.com.
The reporter learns that a successful manager is who can lead a team and focus and communicate with them and share Ideas are a good Leader. Being a leader involves persuading other co-workers, team to follow you and lead by an example. As observed by Bright Knowledge .(2013-2018).

3.1.5 Problem Solving 
A manager should have the skills to identify a problem within the workplace and must be able to solve the problem accordingly to the relevant industry standard. The problems could be with a staff, clients or issues with contractor or buyer. As observed by Morgan, P. (2017). Employers want employees who can work through on their own to resolve an issue which may arise at any time, the employee should think critically and creatively and use a good judgement to resolve the issues. The employee must not hesitate to make a decision or voice their opinion. As observed by dol.gov.
The reporter has learned  from the research that you have to understand and be quick to realize the situation and take measurable steps to resolve the issue with your ability.

3.1.6 Presentation Skills
The presentation skills are very important in a business or organisations specially if you are selling or manufacturing a product. An employee must be confident and speak clearly when presenting either to an audience or to a certain client. The employee must prepare its presentation before going to make do the presentation. As observed by inc.com. the reporter learned and reflects on the presentation skills which is a skill that one must have in a management role, In other words as said by Alison Doyl presentation skills used in the context of business, refers to all the qualities you will need to embody to create and deliver a clear and effective oral presentation. as observed by Doyle, A. (2017).

3.1.7 Negotiation Skills 
Negotiation is a skill where a argument resolved or business deal made by two parties on talking. In any disagreement individuals understandably aim to achieve the best possible outcome for their position. As observed by skillsyouneed.com.
 The employer would benefit if person who is in the management post for logistics and is able to negotiate which will save them money and also sell products with profits. the reporter understands that negotiations skills are vital in a management post as this is role that will benefit both the employee and the employer. the ability to negotiate requires a interpersonal and communication skills, an employee must have the effective negotiations skills to analyse a problem and resolving it. As observed by Kelchner, L.

3.1.8 Information Technology
Information Technology skills are very important in today’s jobs market, employers everywhere are looking for IT skills candidate, every post in a job now requires IT skills, if your doing a sales report, emailing, time sheets or marketing work you will need to use a computer and different software. As observed by Angeles, S. (2015).

3.1.9 Benefits to the Employer
A skilled employee will benefit the employer in various ways
3.2 Analysis of the researcher’s skills
The researchers has identified all the skills and academic qualifications required in order to be a manager in a industry.
In order for the researcher to complete his degree in business management he would have to complete a three years course at the University of Wales Trinity St David. The researcher will also be looking in to the acquired skills from the current position held.
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