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Summary
My report highlights the different skills, characteristics and academic qualifications required to enter the industry and how to maintain and progress within your job role. It will give a general insight into the recruitment process and what employers are looking for in a candidate or colleagues. 
My evaluation of academic and employability skills suggests the first stage of accessing the work industry is to be fit to work. Being mentally or physically ready for the next step is necessary. Having the academic qualifications allows you to apply for the position offered however good characteristics and industry knowledge does often favour candidates. 
While getting work fit employees should take into consideration that they will be essentially working alongside a mixed group of people both men and women. This might involve working closely with one another. When communicating we must take into consideration our body language, tone of our voice and mannerisms. We must approach people with respect and kindness. Taking all this into consideration will have an effect on fellow colleagues and the work environment.
Good friendships are formed while working within group settings, this can potentially boost team moral and have a positive effect on work environment. Forming friends at work while in lager groups may be difficult, it is safe practice to stay clear of any unprofessional conduct. Employees must not form a clique or be segregated from the larger group as this will have a negative effect on the overall group dynamics.

Essential employability skills
Academic skills and employability skills combined is what makes a candidate stand out from his or her competition. In addition, candidates will have all the other necessary qualities expected as standard. Various essential skills can be of huge benefit while working. Corporate companies are reliant on modern tools of the trade to bring the company to its peak in ProFormance. This can only be achieved if the right candidate with the necessary qualification and skill set is employed in the correct position at the company. 
 
Recruitment stages
Employers are forever changing recruitment styles naturally raising industry standards. During interview stages employers are essentially assessing your ability within the work place. the interviewer might set up a task for you to resolve at the interview. This will give an indication as to how well you cope with a task, weather it was too difficult, or even too easy for you as an individual scenario like this will often give the interviewer a good understanding on where your skills and attributes lie. Your reaction to changes or problems that might occur while undertaking a task in the interview will be heavily assessed. While many candidates might be affected by these tasks, employers are looking for those who react positively and calmly, exploring ways resolve the task.  

Law and legislation within the work industry.
While working we must work within the industry guidelines. At induction stages candidates often undertake training on various aspects of the new role at work. Employers are keen to teach the methods in place for certain tasks. The health and safety guidelines will be read and signed by the candidate which ensures your employer you understand the procedure if in case of an emergency. 
Laws and legislations change as the industry takes shape. Laws and policies are adapted along the way. There are legislations put in place that protect us at work. Both employees and employers must adapt to the laws and regulations of the company they represent. Candidates must work together with employers to keep the work environment as friendly as possible. The team have a duty of care for each other while working. 

Skilled jobs
The job requires you to have a greater understanding of the position you are applying for, however jobs that require a set of skills i.e  carpenter or a computer technician would come with its qualifications which allows you to stand out and be able to compete in the work field. It is vital we start at entry level and gradually work our way towards a management position. This will allow for personal growth at a relaxed pace. This will avoid disappointment in the recruitment stages. 
Employers are often looking for a candidate that has got more than one skill. It makes a candidate investable; this can essentially save time and resource's for your employer in the future.   
Employers want to see evidence of good practice and employees will have demonstrated this within interview stages. By the end of the recruitment process candidates would have demonstrated the different skill set they possess and the ability to work effectively.
The interview will have made the employer aware of your interpersonal skills, how you communicate with others and non-verbal communications you may have portrayed. 
Effective  Communication 
The well respected “theorist Wilbur Schramms model on communication explains to understand the human communication process, one must understand how people relate to each other.”
https://www.praccreditation.org/resources/documents/APRSG-Comm-Models.pdf

Good communication skills are needed throughout the industry. Being able to communicate efficiently saves time. The ability to communicate effectively ensures the task is understood. Good communication is that without noise. We must eliminate any barriers that may breakdown the communication between sender and revivers. Any misread messages can result in losses for the company. 
 “Actively listening to what someone else has to say rather than passively hearing their message. Approach each conversation like you have something to learn — because, in reality, your likely will find yourself doing just that.” 
https://www.bigthinkedge.com/top-8-interpersonal-skills-for-the-workplace/
The ability to communicate clearly and effectively in many mediums is required within the work environment. Employees are expected to be able to communicate using effective tools such as email, scan/photocopy, phone messages, on the phone and the ability to follow up correspondence by typing reports for the manager. Higher education suggests a candidate has the ability to communicate to academic level and possess those skills needed.
https://employmentnorth.com/top-10-qualities-and-skills-employers-are-looking-for/
“Simplest model of communication reflects the work of Shannon and Weaver.” Shannon Weaver explains how the message must be designed and delivered so that it gets the attention of the group it was intended for clear of any noise or barriers.
 Nonverbal communication 
“Nonverbal communication involves the conscious and unconscious processes of encoding and decoding. Encoding is the act of generating information such as facial expressions, gestures, and postures. Encoding information utilizes signals which we may think to be universal.” 
       en.wikipedia.org/wiki/Nonverbal_communication
We often communicate via body language i.e using our hands while talking. Good non-verbal communication would be to make eye contact while verbally communicating with colleagues. Smiling is a form of non-verbal communication understood throughout the world, it welcomes dialogue and puts us at ease to open verbal communications with one another. 
Decision making 
This process can be challenging, candidates may have to make decisions by themselves or as part of a larger group. Evidence of making the final choice on how to tackle and overcome a task that effects the company's overall forecast will need to be proven at the interview stage. It is vital that the team are included in this decision and you take on board the advice of others.
                                      
Reliability/good work Ethic
Most employers rely on the staff force. It is the duty of the employee to upkeep good work ethics at all times. Punctuality and reliability is important as most working teams work within a time frame. Taking personal responsibility and being accountable for your own part of the task is good practice.
The willingness to apply yourself to group work and to work with people from different cultures and nationalities without discrimination, colleagues must be treated equally and fairly, With the highest respect for the company’s ethos displaying a professional approach at all times.
An Employees Dedication shown towards a task can often be recognised as good work ethic, this can often lead to reward/promotions. 
Showing appreciation for employees’ efforts and time, employers will often have a reward system in place. Showing gratitude and courtesy this can be a range of things such as shares in the company or a company car, bonuses or other incentives. 
“Respectfulness is another character trait that is also often present among those with great work ethics. This is because those employees tend to be mindful of the office environment, and the importance of team unity. The success of any company depends on how well its team can function. Employees with good work ethics know this, and they make sure that they treat their team members well”.                                                                     
https://www.ximble.com/7-characteristics-good-work-ethic/

Information Technology/computer literacy
Information technology skills is required but to what level will be at the discretion of the employer and job role. It is vital to possess basic computer skills as most companies use computers for communicating, emails and placing or receiving orders on a regular basis. 
Information technology orientated companies may require you to work with computers only, in this position you will need to acquire an advanced computer course. You will have a vast wealth of knowledge in hardware and software programs. This may benefit your employer and this may be one of the attributes that made you stand out at the recruitment process from all the other candidates.
“Management theory, developed over the past century, describes how companies plan, organize, staff, lead and control their employees. Effective managers get people to accomplish goals and use materials wisely to achieve profitability and maintain a competitive advantage. Advances in technology have enabled standardization, automation and globalization at a rate that early management theorists probably never thought possible. Complex information technology solutions, including hardware and software, allow businesses to create, store and retrieve data from locations throughout the world. In businesses large and small, all departments, including marketing, sales, finance and manufacturing, now typically depend on the company's IT infrastructure to manage the operations and functions necessary to complete business processes.”
https://bizfluent.com/info-8042342-impact-technology-management-theories.html

Analytical and problem-solving skills
 Employers want people who can use creativity, reasoning and past experiences to identify and solve problems effectively. 
www.opportunityjobnetwork.com/job-resources/help/top-10-skills.html 
Brainstorming sessions gives the team a chance to come together while simply voicing an opinion or idea and forming a plan of action. Employers want to see candidates thinking outside the box. The ability to investigate a problems severity and brainstorm alternative solutions, proving an alternative method to achieving your end goal is what employers want to see within the recruitment process. 
                            
The role of a Manager/ team leader
There can be numerous roles a manager plays in an organization. A managers role is often very challenging. Below is a list of the roles a manager may have.
· The manager may possibly have the power to employ or dismiss workers. 
· A team leader or manager encourages and inspires a team. A manager’s role is to coordinate the team. 
· A manager also ensures all employees are working to their full potential and the targets are achieved within the time frame. Team leaders rely on their team, and the team often relies on their leadership and management.
· A team leader or manager will often be the person who communicates with other managers updating on current affairs, Monitoring the team and distribution of certain tasks. 
· A manager negotiates where possible or necessary to benefit the team. 
· He or she has a duty of care within their role. 
· The manager or team leader is the first point of contact when something goes wrong often playing the disturbance handler.

Figurehead Role of Manager
Managers perform the duties of a ceremonial and symbolic in nature such as welcoming official visitors, signing legal documents etc as head of the organization or strategic business unit or department.
https://accountlearning.com/top-10-roles-of-a-manager-in-an-organization/



References:
· https://www.praccreditation.org/resources/documents/APRSG-Comm-Models.pdf
· https://www.bigthinkedge.com/top-8-interpersonal-skills-for-the-workplace/
· https://employmentnorth.com/top-10-qualities-and-skills-employers-are-looking-for/
· https://www.ximble.com/7-characteristics-good-work-ethic/
· https://bizfluent.com/info-8042342-impact-technology-management-theories.html
· www.opportunityjobnetwork.com/job-resources/help/top-10-skills.html











