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[bookmark: _Toc534936172]Introduction

This report will discuss the benefits of employability skills to the employer and the employees working within a public house. As with any industry the correct employability skills are required by both the employer and employee to ensure that the business runs smoothly and reaches its full potential. 
The establishment that this report is based on is situated in a highly populated student area but is also the ‘local’ of a tight knit community. It is the type of pub that one would refer to as ‘something for everyone’ catering to the needs of all its customers which are families, locals: of the older and younger generations, students, employees of surrounding businesses and general passersby. Although day times are quiet compared to the evenings this establishment is still busy with the older regulars choosing to spend their afternoons there as well as several customers going in whether it be for a coffee and a catch up or a sit-down lunch. There are a range of special offers on food that vary throughout the week (Mon-Thurs) offers start at 5.30pm, with food being served up until 10pm- this is when the establishment gets extremely busy and fast. A carvery is also served all day on a Sunday, making this yet another busy time. A great deal of its evening custom is also attracted by what it has to offer. Throughout the week there are quiz nights, raffles, bingo, pool, darts and ping pong tournaments not forgetting the screening of all live sports. It also has a private function room enabling private parties etc. to be catered for. Lastly the alcohol element itself, this is not an overpriced establishment, fair priced craft ales, house doubles and two for one offers also has its appeals to a wide range of customers especially on a Friday and Saturday when the establishment is at its busiest consisting mostly of the younger locals and students.
Good if not excellent employability skills are required with everything that this establishment has to offer for it to excel. Whether it be as the employer or employee there are several employability skills deemed necessary when working in such a fast paced, customer-based environment. The skills to be discussed in detail will be: 
· Interpersonal Communication skills 
· Time management skills
· Negotiation skills 
· Networking 
1. [bookmark: _Toc534930469][bookmark: _Toc534936173]Findings

[bookmark: _Toc534930470][bookmark: _Toc534936174]2. What are employability skills?

“A set of achievements – skills, understandings and personal attributes – that make graduates more likely to gain employment and be successful in their chosen occupations, which benefits themselves, the workforce, the community and the economy”. 
Professor Mantz Yorke (2004)
'Employability in Higher Education: what it is- what it is not', Higher Education Academy/ESECT


The UK Commission for Employment and Skills (UKCES) defines employability skills as 'the skills almost everyone needs to do almost any job' (Allen, 2011). Allen (2011) states that apart from the skills that one has, employability is also about competencies, qualities, abilities, attitudes and behavior. These skills may be referred to as job-readiness skills, foundational skills or work-readiness skills. 
[bookmark: _Hlk534834667]Employability skills or “soft skills” as they are also known as are what makes one ‘employable’, they are the vital skills that are needed if one wishes to succeed within the workplace as although job related skills are required they are not always enough. Nowadays when recruiting, employers look for individuals that stand out from other candidates, having something extra behind them such as various soft skills. (Alex, 2014). Morgan (2017) believes that employability skills are not just about having the knowledge alone but combining that with the capability to demonstrate a particular skill. Many people possess and develop these skills early in life but maybe unaware that they have demonstrated these (Skills you need, 2018). Although these skills prove extremely difficult to teach they can be developed over time (SkillsYouNeed, 2018).

“A skill is a learned activity-something you can develop through practice and reflection”
. Cottrell, S. (2003) The Study Skills Handbook. 2nd edn. Hampshire: Palgrave MacMillan.

According to The University of Edinburgh (2016) employability skills are having the ability to work to the highest standard within a role and if/when necessary being able to change occupations presenting the skills and qualities required making oneself employable throughout their life. SkillsYouNeed (2018) state that employability skills are the building blocks of any career, these skills are not specific to just one employment sector but are sought for throughout all career paths.
All definitions of employability skills show similarities some greater than others. Although Alex (2014) claims they are basically people skills showing one’s strengths in one or more of these skills, Robles (2012) disagrees with this stating that people skills alone are just one of the main facets of employability skills and they need to be combined with one’s personal qualities. Robles uses the equation below to explain this.
Robles, M.M. (2007) ‘Executive perceptions of the top 10 soft skills needed in today’s workplace’, in Maund. A., Schriek. M. and Tinkler. P.K. (eds.) Certificate in Higher Education: Skills for the Workplace Student Yearbook. London: Sage Publications Ltd.
Soft skills = Interpersonal (People) skills + Personal (Career) Attributes


When conducting the research for this report the writer came across large lists of employability skills that slightly varied from source to source. According to Doyle (2018) the top 5 employability skills are: 
· Communication
· Teamwork
· Critical thinking
· Ethics
· Information Technology knowledge

[bookmark: _Toc534930471][bookmark: _Toc534936175]2.1 The benefits of employability skills

The following section will now discuss the employability skills stated in the introduction explaining what they are and how they are relevant and beneficial in this industry not only to the employer but to the employee also.

[bookmark: _Toc534930472][bookmark: _Toc534936176]2.1(a) Interpersonal Communication Skills 

“Interpersonal communication is the process by which people exchange information, feelings, and meaning through verbal and non-verbal messages: it is face-to-face communication.” 
(SkillsYouNeed, 2019)

Solomon and Theiss (2013) believe that interpersonal communication is when communication happens between two people and a personal bond is formed.
Interpersonal communication skills are:
· Verbal communication skills: Using words to communicate effectively and build relationships.
· Non-verbal communication skills: The ability to communicate using body language, gestures, facial expressions, silence, aesthetics, etc.
· Listening skills: Active listening skills are required to understand what others are saying and respond in the correct way. Good listening skills can only make interpreting words and non-verbal communication possible.
· Negotiation skills: These skills are needed to build on relationships, resolve conflicts, agree on the same goals and outcomes.
· Assertiveness skills: Having the ability to influence people is an important skill, this helps create and maintain relationships also creates influence with one’s thoughts, ideas, beliefs and wants.
· Decision making and problem-solving skills: Making decisions and solving problems are skills which help in maintaining relationships. In a social environment, decisions create harmony and help strengthen relationships.
(Businesstopia, 2019)
 
Solomon and Theiss (2013) believe that interpersonal communication is personal as in people’s personal qualities matter during interpersonal communication, stating that “one person’s actions both affect and reflect another person’s actions” (Solomon and Theiss, 2013. Pg. 5).
Interpersonal communication skills are a crucial aspect of employability skills and if used correctly the benefits for the employer and employee would be: The ability for both employer and employee to communicate effectively developing and maintaining strong bonds with colleagues and customers. The employer will have the ability to influence employees on attitudes and behavior if required, this is also beneficial to both employer and employee when dealing with difficult customers. Being able to read peoples body language will be beneficial again for both parties especially when dealing with disputes and conflict amongst customers. By the employer making decisions and solving problems, making the workplace a calmer, harmonious place would benefit the entire workplace.

[bookmark: _Toc534930473][bookmark: _Toc534936177]2.1(b) Time Management

As with interpersonal communication skills, time management is also a vitally important part of employability skills. Time management is all about planning and organisation. 
Doyle (2018) claims the top 5 Time management skills are:
· Prioritising 
· Scheduling
· Keeping a to do list
· Resting
· Delegation

 Morgan (2017, p.52) claims ‘good time management is the ability to control our use of time to such an extent that we are able to plan and manage what we do without undue stress or tension’. The implications of having poor time management skills will deem one as unreliable which may cause others not wanting to work with one this could eventually also lead to failure to succeed in leadership roles in the future. As controlling time is an impossibility one needs to try to control all aspects of their life to the best of their ability to help them succeed and continually develop time management skills (Morgan, 2017). In 1989 Stephen Covey designed a ‘Time Management Matrix’ to portray how individuals should manage their time. Many organisations display/use this tool or one of similarity to guide employees on efficient time management. 

‘Time Management Matrix’[image: ]
[bookmark: _Hlk534907976]Covey, S. R. (1989) The Seven Habits of Highly Effective People. New York: Simon & Schuster.

[bookmark: _Hlk534716717]If the employer and the employee demonstrate correct time management skills, then both will reap the positive effects of feeling motivated, productive and less stressed, working in a more pleasant, relaxed workplace (employee-motivation-skills.com, 2019). Firstly, if the employer scheduled their weekly tasks such as wages, rotas, brewery orders, invoicing, and trips to the cash and carry evenly throughout the week this would ease the pressure and the feeling of having so much to do all at once. Also, by the employer planning and prioritising what daily tasks need doing and completing those that need to be done by themselves during the quieter parts of the day allows them more time to complete additional tasks such as the planning of a function, weekly events etc. making them available should they be needed during the evening shift. Delegating certain tasks (cellar management, stock check, full bar, change run) equally amongst members of the team, again to be completed during the quieter periods will then enable ALL employees working on the evening shifts to be fully hands on in order to cope with the businesses’ busiest times, this enables employees to deliver their highest level of customer service without having the stress that certain tasks have not been completed such as removing empty barrels, refilling fridges, getting more change etc.. Correct time management can make both the employer and employee more productive and efficient in the workplace (Doyle, 2018) and will eliminate procrastination (employee-motivation-skills.com, 2019). Time management enhances performance making it beneficial for both employers and employees (employee-motivation-skills.com, 2019). Assigning certain tasks to employees is also a form of development, enabling them to practice and enhance their skills in certain areas. New employees can shadow a member of staff as part of their training showing them what is expected and the process that goes with it. Employee motivation will also peak and will create competition within the team encouraging employees to get the task done efficiently and effectively (employee-motivation-skills.com, 2019). 
By the employer planning, producing and displaying rotas four weeks in advance, considering any employees requests for days off holidays etc. this gives all members of staff the chance to plan around their work commitments. Understaffing is a no go when planning the rotas, the employer must ensure that there is an adequate amount of staff to cater to the shift for example: on a Friday evening two staff behind the bar would be insufficient causing stress levels to be high, tension would be caused, and customer service would lack- leaving the establishment to appear unorganised. When doing the rotas the employer needs to always take in to consideration that an employee may not show up for a shift for whatever reason so adding an extra member of staff onto weekend shifts and functions would be beneficial allowing the workplace to run correctly and to its expected high standard. 
Time management requires the employer to be assertive with employees and with customers especially at closing time, employees need to follow suit and be assertive also in order to finish on time and complete tasks in order for establishment to be readily prepared for staff the next day. Both employer and employees benefit by leaving on time and from knowing they have completed all tasks and duties expected of them.  Another benefit for employers is knowing that they can go in the following day and do what they planned to do rather than pick up the pieces from the previous shift, employees also benefit knowing that they have left the establishment exactly how they would like it left for them, developing a mutual respect and appreciation amongst all members of the team.

[bookmark: _Toc534930474][bookmark: _Toc534936178]2.1(c) Negotiation Skills

Doyle (2018) defines negotiation within the workplace as: “the process of forging an agreement between two or more parties that is mutually acceptable.” Negotiation skills are highly valued within many job sectors, for one to have the ability to negotiate is a good sign of future success within the workplace (Doyle, 2018). Mahajani (2014) claims that negotiation is a learnt skill and it has been proved that there are methods available to get a request approved or to reach a mutually favourable decision. Many people tend to associate negotiation with conflict only (Luo, 2015) when in fact negotiations take place with:  
· Employee and employer: when negotiating hours, pay rises, holiday requests and resignations.

· Employee and employee: when dividing tasks, shift swaps and at times conflicts within the workplace.

· Employee/employer and third party: this could be with a customer or providers of stock, services and supplies.
(Doyle, 2018).
High levels of negotiation are required when eliminating conflict and rectifying problems (Luo, 2015).
The benefits of having negotiation skills for the employee within the discussed establishment would be that they could negotiate workloads amongst themselves, sharing the load and getting tasks done quickly as a team. They would be confident in broaching and discussing pay rises, holidays etc. with their employers. Also, should the need arise employees would be able to discuss and negotiate with colleagues if there was a conflict between them. Alcohol infused arguments are not unheard of in this industry, in the writer’s opinion the most important benefit to employees would be having the ability to diffuse situations and deal with conflict in a calm and professional manner before things were to escalate whether this involves themselves and a customer or amongst customers. Employers would have the same benefits as the employee as well as the benefit of being able to negotiate deals and special offers with breweries and service providers enabling them to get the best value for money products and services.

[bookmark: _Toc534930475][bookmark: _Toc534936179]2.1(d) Networking

“Networking is talking and connecting with people with NO ulterior motive. It’s a desire to learn and expand your world.”
[bookmark: _Hlk534909061]Hackett, A. www.handbagsintheboardroom.com/networking-critical-workplace-success/

According to handbagsintheboardroom.com (2015) networking is a way of forming relationships, Wolfe (2018) backs this stating that networking is about building relationships not constantly talking about oneself, during networking both parties must benefit in some way if one would like to maintain both personal and professional relationships. Kagen (2017) describes networking whether it’s for business purposes or socially as when two or more parties exchange useful information and ideas about a shared interest. This develops professional relationships and enhances a person’s business and employment opportunities in the future (Kagen, 2017).
Wolfe (2018) claims that the most important networking skills are maintaining eye contact, not fidgeting, active listening, not interrupting to talk about oneself and always asking appropriate questions.
By following the above tips, the employer/employee will build rapport and trust amongst people and other businesses, maintaining regular contact within their network enables the employer/employee to provide and receive information that isn’t as easily available outside of the network (Kagen, 2017). Networking is an effective and appropriate form of communication used to gain access to influential people and develop one’s knowledge. The well-known phrase “It is not what you know, it’s who you know” proves extremely true when one has a strong, extensive network.
Successful networking could create various benefits for the employer/employee such as: 
· A person within the network is looking for a venue for a private function, a booking can be made. Giving the employer a chance to promote their establishment, hopefully enhancing future custom also.
· Within the network there is an employee of a brewery that is offering better deals, enabling the employer to lower the outgoing expenditure.
· People with a trade are incredibly useful to have in one’s network, whether it be for an emergency repair, general maintenance or refurbishment the employer will not have to spend excessive time looking elsewhere for what is required. This could be used both personally and professionally by both the employer and the employee.
· Future job opportunities, a general employee may want to move up the career ladder somebody within the network maybe looking for just that.

[bookmark: _Toc534930476][bookmark: _Toc534936180]2.1(e) Wider employability skills required by employers 

Employers also request that employees have experience in the following skills:
· Extremely good ethics- Integrity is vital, employers need to be able to trust employees especially as large amounts of cash will be held on the premises.
·  Stress Tolerance- Working in this establishment can be stressful at its busiest times, employees need to be able to handle the pressure of this fast-paced environment, not letting it effect their level of customer service at any time. 
· Empathy- Employees must be able to show empathy, understanding how others may be feeling and seeing things from another’s perspective.
· Knowledge of policies and procedures- Premises must always be trading legally so adhering to the Think25 policy is paramount, failure to do so could result in fines, temporary and even permanent closure. Health and safety procedures must be also followed correctly.
· Ability to work well in a team- There are several employees working at the establishment and teamwork is always necessary to ensure the smooth running of the business and to enable the completion of tasks.
· Numeracy- Skills in numeracy are vital as employees will be handling cash daily, supervisors will be expected to cash up at the end of the night.
· A friendly, approachable demeanor- Customers are the heart of the business, providing a high level of friendly, professional customer service is a must.
[bookmark: _Toc534930477][bookmark: _Toc534936181]3. Conclusion 

To conclude, employability skills are of huge importance, whether it be when applying for a job or maintaining a job these skills are vital. Employability skills are viable throughout all sectors of employment and one can never be deemed as having too many, after all it is these skills that makes one ‘employable’ and gives one the ability to enhance their career opportunities, moving up the ladder of success if they wish to do so. This report also highlighted a range of employability skills that employers require (2.1(e)) in the writer’s opinion these skills are just as important as the others that were discussed in more detail. 
Lastly, although Allen (2011) claims that most individuals can show and perform skills of employability, Cottrell (2003) states that employability skills can always be developed and improved on, therefore the writer believes to increase their potential, both employers and employees should continue in enhancing their employability skills, widening ones range of employability skills is an opportunity one should take whenever there is chance to do so.
[bookmark: _Toc534930479][bookmark: _Toc534936182]4. References

Alex, K. (2009) Soft Skills. [Online]. Available at: https://books.google.co.uk/books?id=goorDAAAQBAJ&printsec=copyright#v=onepage&q&f=false (Accessed: 31 December 2018).
Allen, M. (2011) Employability: What Are Employers Looking For? https://www.jobs.ac.uk/careers-advice/interview-tips/1515/employability-what-are-employers-looking-for#_edn1 (Accessed: 29 December 2018).
[bookmark: _Hlk534908883]Businesstopia. (2019) Interpersonal Communication Skills. https://www.businesstopia.net/communication/interpersonal-communication-skills (Accessed: 7 January 2019).
Cottrell, S. (2003) The Study Skills Handbook. 2nd edn. Hampshire: Palgrave MacMillan.
 Covey, S. R. (1989) The Seven Habits of Highly Effective People. New York: Simon & Schuster.
Doyle, A. (December 2018) Negotiation Skills and Why Employers Value Them.
https://www.thebalancecareers.com/negotiation-skills-list-2063760 (Accessed: 5 January 2019).
Doyle, A. (October 2018) Top 5 Employability Skills. https://www.thebalancecareers.com/employability-skills-list-and-examples-4143571 (Accessed: 31 December 2018).
Doyle, A. (November 2018) Time Management Skills List and Examples. https://www.thebalancecareers.com/time-management-skills-2063776 (Accessed: 1 January 2019).
Employee-motivation-skills.com. (2019) Time Management in The Workplace Reasons Why Time Management at Work Is Important. www.employee-motivation-skills.com/time-management-in-the-workplace.html (Accessed: 1 January 2019).
[bookmark: _Hlk534909347]Hackett, A. (no date) www.handbagsintheboardroom.com/networking-critical-workplace-success/ (Accessed: 8 January 2019).
Handbagsintheboardroom.com. (January 2015) Why Networking is So Critical for Workplace Success. www.handbagsintheboardroom.com/networking-critical-workplace-success/ (Accessed: 8 January 2019).
Kagen, J. (December 2017) Networking. https://www.investopedia.com/terms/n/networking.asp (Accessed: 9 January 2019).
Luo, T. (August 2015) The Negotiation Skills of Workplace Professionals. www.morganmckinley.com.cn/en/article/negotiation-skills-workplace-professionals (Accessed: 5 January 2019).
Mahajani, M. (2014) Let’s Talk: Negotiation & Communication at the Workplace. [Online]. Available at: https://books.google.co.uk/books?id=RSwqOJ8KH9QC&printsec=frontcover&dq=negotiation+skills+in+the+workplace (Accessed: 5 January 2019).
[bookmark: _Hlk534906612]Morgan, P. (2017) The business student's guide to study and employability. London: Sage Publications Ltd.
Robles, M.M. (2007) ‘Executive perceptions of the top 10 soft skills needed in today’s workplace’, in Maund. A., Schriek. M. and Tinkler. P.K. (eds.) Certificate in Higher Education: Skills for the Workplace Student Yearbook. London: Sage Publications Ltd.
SkillsYouNeed. (2018) Employability Skills: The Skills You Need to Get a Job. https://www.skillsyouneed.com/general/employability-skills.html (Accessed:31 December 2018).
SkillsYouNeed. (2019). What is Interpersonal Communication? https://www.skillsyouneed.com/ips/interpersonal-communication.html (Accessed: 9 January 2019).
[bookmark: _Hlk534888400][bookmark: _Hlk534888561]SkillsYouNeed. (2018) Time management skills. https://www.skillsyouneed.com/ps/time-management.html (Accessed:31 December 2018).
Solomon, D and Theiss, J. (2013) Interpersonal Communication: Putting Theory into Practice. [Online]. Available at: https://books.google.co.uk/books?id=xtCGVst9qEIC&printsec=copyright#v=onepage&q&f=false (Accessed: 9 January 2019). 
The University of Edinburgh. (April 2016) What is employability? https://www.ed.ac.uk/employability/staff-information/what-why-employability-important/what-is-employability (Accessed: 29 December 2018).
Wolfe, L. (November 2018) The Two Most Valuable Skills You Can Develop to Network Successfully. https://www.thebalancecareers.com/valuable-networking-skills-3515560 (Accessed: 9 January 2019).
Yorke, M. (2004) 'Employability in Higher Education: what it is- what it is not', Higher Education Academy/ESECT. https://www.ed.ac.uk/employability/staff-information/what-why-employability-important/what-is-employability (Accessed: 29 December 2018).
2

image2.png




image3.png
Not
Important
Important
Not
Urgent important Important &
but Urgent - Urgent - |
3
Not
Urgent

IMPORTANCE

High

Low

URGENCY

Urgent
#portant
Doit now
Urgent
notimportant

Delegate it

Low
Important
not Urgent
Decide whento doiit

Not Important
not Urgent

Dumpit




image1.png




