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1.1 [bookmark: _Toc534982019][bookmark: _Toc534981617]Introduction 
[bookmark: _Toc534982020]This report was designed to outline all the benefits of employability skills for both employers and their employees working for British Gas. 
1.2 [bookmark: _Toc534981618][bookmark: _Toc534982021]Part 1 Required skills 
[bookmark: _Toc534981619][bookmark: _Toc534982022]Employability skills are skills you need in order to become successful in employment. With these skills you will be able to work effectively, these include;
Good verbal and non verbal communication skills are both essential skills for every employee and employer to have. Good interpersonal communication skills are proven by you, if you during this face-to-face speech with an individual or a group show good body language, keep eye contact, keep an appropriate tone of voice, as well as give a clear message. 
As a manager it is vital that you have the skills to be able to perform well during situational communication. This type of communication is different from interpersonal communication because it is always well planned before hand, it is more formal, more to the point, has a planned pay off and also requires you as a manager to be fully focused.
 Good verbal communication is when you express yourself in words appropriately to make sure that your message is understood. 
Non verbal communications are your gestures, body language, and facial expressions etc. Your non verbal communication speaks before your words for example as soon as you walk into a meeting if you keep good eye contact with the group present, smile and sit down straight you will have already shown interest to the meeting. During a meeting, you should keep eye contact with the person speaking and show gestures that will prove your understanding of the message being said.  In order to prove that you have good verbal communication skills for a workplace you need to be clear in your speech, have a professional manner, use formal language and mainly speak with confidence. Speaking with confidence will enable others to gain trust in what you are saying. You need excellent verbal communication skills to be successful as an office manager working for British gas. 
It is vital that you have good listening skills as a manager because you will need to listen in order to understand what is being said. You may be able to show understanding to an individual by nodding your head along as they are telling you a message. By listening to an individual when speaking you are showing interest to what is being said. As a manager you should be easily approachable and willing to actively listen to your staff. You should also monitor people’s body language, facial expressions, tone of voice etc. 
Having high confidence as a manager is essential, you would be expected to lead your team effectively, therefore you must believe in yourself in order for your employees to believe in you. A confident person is someone who feels good about themselves and is not afraid to face their fears. Having high confidence boost up your self-esteem and helps you to gain respect from others around you. A confident person is someone who has enough knowledge and understanding of a particular topic and is able to communicate in a trustworthy way. 
Having good team working skills as well as being able to work well individually is also essential when working as a manager. The team must co-operate together and work towards the same goal in order to become a successful team. In order for a team to work effectively each member should have an individual role within the team, and the work should be divided between them equally. The team leader (manager) is the one who decides who is doing what. The team leader must monitor the process of the work being done to make sure that the work is completed to a high expected standard and on time. Setting goals and working towards them along with your team will result in a successful team work. As a manager, working in a team it is your duty to solve conflict between team members. Conflict may occur in any team for many different reasons e.g. different working methods, different opinions, interests etc. As a manager you would be working in a team monitoring and leading your group to achieve your set goal. Every manager has many individual responsibilities as well for example; setting goals, being a disseminator (informing your team about important facts within your organisation), representing your team, making decisions, etc. 
Problem solving skills are very important when working as a manager in any organisation. This skill will enable you to deal with a problem effectively and find a suitable solution. When dealing with a problem it is important to firstly establish the issue, find out why this problem occurred, be thoughtful of both sides, think of all possible options for the solution, talk about the options with everyone involved, and then lastly agree upon a decision which will work both ways. Problems may occur in every organisation whether it’s internally or externally. An internal conflict would be between individuals or groups working within the company. An external conflict may come from anyone outside the company for example a customer’s complaint. 
Below is a problem solving method example which is a very useful tool for every professional to use. It helps you to identify the problem, define the problem, look more into the causes of the problem and possible solutions, then it guides you to take action, and lastly to evaluate the whole experience.
[image: ]
Positive attitude/can do attitude is a useful skill in every employment as it shows your interest and motivates others around you. Having a positive attitude will enable you to focus on the good things. By focusing on the positives you are more likely to avoid the negatives. Positive attitude towards work as a manager is essential
Good time management shows loyalty and commitment which is essential for every manager to be. In order to manage your time effectively you should identify and know the difference between urgent and non-urgent matters as well as important and not important. Urgent matters must be dealt with straight away and are those which cannot wait for example writing a piece of work which is due the same day. An important but not urgent matter would be contacting relatives, doing research, taking care of your health by making time for exercising etc. Not important but urgent things you must do include making a telephone call, answering certain emails, arranging a meeting etc. Non-urgent and not important matters are things like watching new episodes of your favourite series, using social media, playing games etc. Non-urgent and not important matters are things which you should always put last and try to avoid. You should always aim to avoid time wasting and use your time effectively. You may use your time effectively by planning in advance so that you have an agenda to follow and lead you. 

Below is a chart which contains important and urgent tasks, important and non urgent, not important but urgent, and not important and not urgent tasks. 
		
	Important
	Not important

	Urgent
	Complete my assignment.
	Reply to an important letter.

	Not-urgent
	Planning certain business events
	Watch TV
Go on social networks.






Being well organised will enable you to have better control over your work and will also save you time and time is money in every business organisation. It is important to organise your workspace as it is the place where you work therefore everything should have its place.  As a manager you will need to organise your work as well as your teams work. Manager is the one who divides work between the team so that everyone is participating equally effectively. 
Following a suitable dress code as a manager is vital because it shows your professionalism. 
Self motivation and initiative is also very important in every position in a work place because it allows you to recognise when something needs to be done without being told to do so.  By using this skill you prove to your employer as an employee that you are capable of motivating yourself and others around you. It also shows that you are working towards improvements and developments.
It is very useful to be aware of reflective learning so that each time you find yourself learning a new skill you can reflect upon what you’ve learnt, and think of ways you can improve that skill. Developing and using reflective practise. Neil Thompson, in his book People Skills, suggests that there are six steps; 
1. Read - around the topics you are learning about or want to learn about and develop.
2. Ask - others about the way they do things and why.
3. Watch - what is going on around you?
4. Feel - pay attention to your emotions, what prompts them, and how you deal with negative ones.
5. Talk - share your views and experiences with others in your organisation
6. Think - learn to value time spent thinking about your work

1.3 [bookmark: _Toc534981620][bookmark: _Toc534982023]Part 2 Networking
As a manager you will be expected to take part in professional networking, this may include organising and or attending networking events in which you will have an opportunity to meet other professionals. Networking is getting to know other people around you, what they do and having more and more useful business contacts. By networking you increase the availability of resources and useful information for yourself and also have an opportunity to share information and or knowledge with others around you.  There are many different network types for example;

The social network- this type of network involves all your personal contacts. This type of networking is informal and involves family, friends, certain work colleagues etc.
The professional network- This type of networking is formal and done during business meetings, networking events, and many other business related events.
General networking sites- these sites are available for anyone to use and share information on. Some examples of networking sites are; Facebook, Linked inn, Twitter etc.
[bookmark: _Toc534981621][bookmark: _Toc534982024]It is vital for both the employers and employees to take part in networking events as they can be beneficial in many ways. An employer attending a networking event may find a potential future employee to join the company. An employer can also benefit by receiving useful information by other professionals present. An employee attending a networking event will also benefit from it as well as the employer. Networking events are also very useful for career development, you might receive a job position offer which you are wishing to have. You can learn from other professionals present by gaining knowledge and useful information from them. 

1.4 [bookmark: _Toc534981622][bookmark: _Toc534982025]Part 3 Negotiation skills
[bookmark: _Toc534981623][bookmark: _Toc534982026]Negotiation skills are essential for all managers to have as you will find yourself dealing with a lot of matters. You will be negotiating with other professionals over different business matters so it is very important to have this skill. The aim of negotiating is to get what you want either for yourself or for your company. Before you negotiate you have to know your values, have good communication skills in order for the other parties to understand you. It is useful to plan and evaluate your goal before hand.  It is believed that there are four different negotiation approaches;
1. Distributive negotiation- this type of negotiation can only work one way, the result of it will only be beneficial for one side. Even though only one side will benefit at the end, both sides must agree upon the decision being accurate. 
2. Lose-lose approach- This type of negotiation occurs when both sides disagree upon each other’s opinions and are unable to find a solution. It is for the best to avoid this type of negotiation because it may result in losing a useful business contact or even conflict.
3. Compromise approach- This type of approach is much better that the lose-lose approach. It occurs when you give up a part of what you wanted to achieve so that the other side can also benefit. In result both sides will benefit from the negotiation as well as comprising a part of their original aim.
4. Integrative negotiation- In other words this type of negotiation is a win-win approach where both sides are happy with the outcome. To achieve this approach both sides need to clearly inform each other about all the essential details and share their desires. You must be able to persuade each other enough to trust each other’s views.  
[bookmark: _Toc534981624][bookmark: _Toc534982027]When negotiating with another party or an individual you must always be actively listening, using positive body language, keeping eye contact, and being confident about your approach. When negotiating you may have to occasionally use problem solving skills because not always does the discussion come without a concern. You may minimise the chances of any conflicts occurring by carefully listening to the other party and trying to come up with a conclusion which will if not fully than at least partly fulfil both side. 
1.5 [bookmark: _Toc534981625][bookmark: _Toc534982028]Conclusion
· Employability skills are essential skills for every manager. It is very important that you evaluate each of your employability skill, and if you do lack an important skill or skills create a PDP for yourself. I have included an example of a PDP in Appendices 1. You would as a manager be required to have strong leadership skills in order to lead a team in British Gas effectively. Professionalism is another key factor which you must have as a manager it should be presented by a formal dress code, formal language used when dealing with customers and also certain colleagues e.g. your employer. You must show great interpersonal skills and have good listening skills. All of the skills mentioned is this report are essential for a manager’s job role. A manager’s position comes with a lot of responsibilities and for this reason you are required to have employability skills in place. Some examples of a manager’s responsibilities include 
· Managing the office site.
· Make sure that all health & safety policies are reviewed and more up to date.
· It will be your responsibility to make sure that Data Protection law is not broken.
· You will also be in charge of supplying all the stationary, organising amendments for all faulty equipment in the office, arrange regular tests for all electrical equipment, you will be in charge of recording the fire alarm tests.
·  Make sure that the equality and diversity policy is being followed at all times.
· Occasionally you will be doing inductions and providing training for staff.
· You will also be in charge of office events, providing team building opportunities, and ad hoc projects.
· You will also be giving out tasks within the office, making sure that all the tasks are completed by the deadline given and also fulfilling expectations. 

1.6 [bookmark: _Toc534981626][bookmark: _Toc534982029]Appendices
A PDP is a well structured action plan that allows you to plan your developments. PDP was founded by Mufti Mohammed Sayeed in 1998. 

	Skill/Behaviour
	Action needed
	Resources Needed
	Date of action
	Met?

	Harvard referencing. 
	· Practise this referencing style as much as possible.
· Use it in every work.
· Read over all the different types of referencing e.g. referencing a book, an article, a website etc. Also go over the order of which Harvard referencing is used in.
	· I can access books, articles, journals and much more on the online UWTSD library which I already have full access to.
	· I will access the online library on the 15th November 2018. I will search for useful materials that I can use to practise Harvard referencing.
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