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Terms of Reference

This report was tasked by Melanie Squire (Lecturer). The purpose of this report is to find how to develop your skills in order to pursue a job in management. This report was compiled by Halal Miah student number 1709591. The report is due to be submitted on the 14th June 2019 before 3:00pm through Turnitin Assignment Submission Links.




























Procedure
I have conducted a report on what employability skills are needed for a management role and how employers can benefit from those skills. I have been reading a range of books and articles related to the report which has me left with a detailed understanding of the requirements and responsibilities needed for the role. Models and theories have given me an understanding on how to improve and enhance skills needed 


























Introduction
The report analyses the different skills that a manager would need to strive as a manager in any organisation. Theories and models to help learning development have been conducted and applied. Learning style questionnaires have been carried out to understand the learning style preference. Personal development plan was created to help improve skills.

























Findings

Personal Development 
Enhancing learning skills and employability skills are important if you wish to achieve success in your career. Failing to learn new skills will have a negative impact in your career and studies. Employees get overlooked for promotions and senior positions if they cannot adapt themselves to learn management skills. Students may not pass modules and struggle to achieve the highest grades if they cannot identify their strengths and weaknesses they possess. Students can use learning style questionnaires and self-awareness tasks to identify how they prefer to learn and develop. 
Employers look for individuals with a number of skills. Employees should have personal transferable skills, motivation, specific skills for specific roles. Employers also look into the personality of the employee, how reliable they are, attitudes towards risk, conscientiousness and the willingness to learn. Graduate employers look self-motivated personnel, confident individuals who are independent, who can lead and work with others. (Morgan 2017) 




Management Skills
Most companies need good management to maximise the potential for profit and growth. Having a high level of management skills will determine how well the company is run and should also have a positive impact of profit. Management skills are applied to a wide array of functions in areas like production, finance, accounting, marketing, and human resources. Common components of management in different arenas include: selection, supervision, motivation and evaluation of staff, scheduling and planning of workflow, developing policies and procedures, measuring and documenting results for a group or department, solving problems, developing and monitoring budgets and expenditures, staying abreast of trends in the field, collaborating with other staff and departments, and leading and motivating employees. (Doyle2019)
Organisational skills are important for a manager because they may need create a rota or structure for colleagues to follow. Managers will need to hand out tasks to the team so they can cohesively move toward deadlines and targets.
Leaderships skills are necessary for a manager so that they can lead by example and inspire their team to perform productively. Good leaders recognize the strengths their staff possess and delegate strategically to the best qualified staff. Volunteering to lead group projects can help improve leadership skills.
Coordination skills are required for a manager’s role because a manager to know what is happening with staff, projects and targets. If a problem occurs, then the manager needs to recognise this issue and address it. Coordination across departments will ensure the company is well run and is ready to face any problems they face. (Doyle2019)



Personal SWOT Analysis

 Strengths		Proficient English	Quick learner	Confident	Good reading skills	Good organisation	Good memory	Weaknesses		Time management	Self-discipline	Gap in education	Learn employability skills	Qualifications	
Opportunities		Take advantage of course	Use Beth’s help	Use reading list	Grants to help financially	Better job in future	Financial gains	Threats		Work commitments	Allow one day to focus on studies	Use a daily planner 	Finance struggles while studying		















Personal Go MAD Framework






























VAK Questionnaire 
The VAK questionnaire is designed to identify what learning styles a student may have. Neil Flemming designed this questionnaire to help people understand what learning preference they may. 
V- Visual •	Someone with a visual learning style prefers seen or observed things, including pictures, diagrams, demonstrations, displays, handouts, films, flipchart, etc.  These people will use phrases such as “show me” , “let’s have a look at that” and will be best able to perform a new task after reading the instructions or watching someone else do it first.  These are the people who will work from lists and written directions and instructions.
A- Auditory •	Someone with an auditory learning style prefers the transfer of information through listening: to the spoken word of self or others, of sounds and noises.  These people will use phrases such as “tell me”, “let’s talk it over” and will be best able to perform a new task after listening to instructions from an expert.  These are the people who are happy being given spoken instructions over the phone and can remember all the words to songs they hear!
K- Kinesthetics •	Someone with a kinaesthetic learning style prefers physical experience – touching, feeling, holding, doing, practical hands-on experiences.  These people will use phrases such as “Let me try”, “how do you feel?” and will be best able to perform a new task by going ahead and trying it out, learning as they go.  These are the people who like to experiment, hands-on, and never look at the instructions first!

My results-    
A= 14
B= 10
C= 6
The results from taking the VAK learning style questionnaire identify that I have visual learning style. Learning while looking at maps, routes and diagrams have helped pass my taxi drivers licence. The results show that I also have auditory learning style as I love to listen to radio and podcasts. 










Kolb’s Learning Circle
David Kolb views learning as an integrated process with each stage being mutually supportive of each other and feeding into the next stage. Entering the circle at any stage is possible but to achieve effective learning a full completion of all four stages should be completed. The learning circle can then be applied to any task at hand and you will get the best results.

“Learning is the process whereby knowledge is created through the transformation of experience” (Kolb, 1984)



Stage 1- having concrete experience
Stage 2- observation of and reflection on that experience
Stage 3- refection gives rise new idea learnt from previous experience 
Stage 4- applying idea to real life

I will undertake Kolb’s learning circle to effectively learn how I can improve on a previous experience that I have had. 	
Stage 1
A tutor required a presentation to be preformed in the other class. I had no experience on presentations.
Stage 2
I preformed well but was nervous making me rush and mumble.  
Stage 3 
My slideshow could have had more information. Presentation could have lasted longer
Stage 4
Communicate clearly and include important information. Practice on PowerPoint to improve skills and practice presentation in front of other people to see if they understood accurately.

Using Kolb’s learning circle, I have effectively learnt what I must do in the future to improve my presentation skills and also reflected positively on that experience. Next presentation I will look to improve my slideshow and rehearse my lines so that I don’t have to lose my gaze from the audience.
Barriers
There are many common barriers to learning. These include social and cultural barriers, practical and personal barriers, emotional and workplace barriers. (unionlearn 2018)
Learning is the process an individual acquires, ingests and stores information. In learning students has to face some barriers which has to overcome by the learner himself. 10 ways to overcome the barriers of learning;
1, Environment- noise levels will distract the student. Find other mediums of communication so messages don’t get interpreted
2, Routine- Vital to eliminate confusion and gives security to the employees. Everyone knows their job.
3, Verbal Instruction- should be short and precise. Single instruction should be given at a time.
4, Respect- persons should not be forced to work in groups if they are uncomfortable.
5, Non-curricular Activities- Organised games and mentoring help students cope with new situations.
6, Improving Communication Skill- for better learning improving this skill is a must.
7, Giving ICT and Presentation facilities- influences learner with visual learning
8, Giving Concentration- is very important for learner to be successful in their career.	
9, Learn new culture before arriving- researching new environment will help the student prepare for new surroundings.
10, Taking effective feedback –students learning from feedback from tutors will help them stay on the correct path. Taking constructive criticism will help you erase out mistake. (iEduNOTE 2017)
 
 Personal Development Plan
After conducting learning styles questionnaires I have identified barriers that I need to address, to successfully complete my course. My current barriers to learning are my presentation skills, research skills and financial commitments. 
Development goals 	Resources	Activity	Time/Date
1. presentation skills	Group help, use Beth. 	Practice in front of others	Before next 3rd july
2.research skills	Reading list, use moodle	Use different forms of research	Before next report 15th july
3.fianiacial commitments	Work busy hours	Split up time accordingly work and family	Present 


 
To improve my skills for a future job in management there are many skills that I need to improve. As self-employed taxi driver, managing my time correctly is very important. Time management will be my main priority as it would create the most impact on my attributes and skills.  Addressing the issue of dedicating the time to family, studies, work and friends is very important. To solve issue this, I will prepare a daily planner to get the most out of every day, breaking up the day productively and fairly. Carrying on this planner will eventually give more time to spend on assignments, presentations and studies. Work hours will be increased as the planner will spread out the hours through the week creating less financial stress and a positive attitude to work. 
Results from the VAK test indicate that I should improve my kinaesthetic learning style and should apply a more hands on approach to things.
Attention to my presentation skills need to be addressed. Reflective review on previous presentation will identify areas where attention is required. Upcoming group presentation will be rehearsed thoroughly and memorised so full attention will be upon the audience. 

















Conclusion 


The report concludes which employability are skills required for a manager to excel in their role and which skills are can be developed to help attain promotions within the workplace. Personal development models highlight skills and weaknesses that need to be improved or looked at. A development plan identifies what skills need to addressed and how long the target may take. Ideas and research has been conducted using web logs, websites and books. 
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