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Executive Summary
The purpose of this report is to identify and examine aspects of employability skills that are relevant to the hospitality sector in the tourism industry. This includes a definition and description of  employability skills.  The second portion of this study focuses on the benefits and importance of employability skills to employers and employees. This report also considers skills gained at the University which can be easy transferable to the workplace. Upon completion of higher education, students should possess essential employability skills required  by employers in the hospitality industry. A section has been allocated to assessing the researcher’s skills gained while both studying and trough work experience.
Findings identify the most important employability skills within the service sector, and also identify the skills valued most by employers in the hospitality and tourism sector. 
The hospitality sector in tourism is one of the fastest growing sectors in the United Kingdom. Findings indicate that up to 10% of the workforce are employed in hospitality and tourism. (Baum, 2002)
Ogbeide (2006) examined the skills required within the hospitality industry. These competencies are associate to communication skills, teamwork , planning, self-development, decision making, critical thinking. 
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[bookmark: _Toc534916532]1.0 Terms of reference 
This report has been written by Katarzyna Kolwrocka, requested by  Mel Squire on 13/11/2018 for submission on 11/01/2019. The purpose of this request is to examine students analytical knowledge relating to the employability skills, the ability to correctly analyse literature, demonstrate knowledge acquired through learning and understanding the subject. 
[bookmark: _Toc534916533]2.0 Procedure
Report has been created on base of literature review. The findings were drawn from range of sources, including books, journals, articles and websites. There is copious literature describing employability skills. Examples of theory which have been studied during this course, lecture notes have also been used. 
[bookmark: _Toc534916534]3.0 Introduction to employability skills within the hospitality industry in tourism sector
There are a variety of definitions and categories of employability skills. Knight & Yorke (2004, p37)  have defined employability skills as: "A set of achievements, understandings and personal attributes that make individuals more likely to gain employment and to be successful in their chosen occupations".  (https://www.kent.ac.uk/ces/sk/skillsintro.html)
Hind and Moss (2005) describe employability skills as “a set of social behaviours and skills that you can learn to help you interact and work with other people in a variety of different situations”.
Employability skills are a set of attitudes which help employees to get along with their work colleagues,  solve problems or make critical decisions, develop respect and better represent for the business. 
According to Morgan, (2017) employability skills are required not only to acquire employment, but also to progress within business and contribute successfully within the workplace.
In the fast changing economy individuals need a range of skills to be efficient within the work place. Some of these are technical skills (specific to particular profession)  or interpersonal skills (not specific to one career path but are useful across all different employment sectors). Below diagram demonstrate this division. 
Figure 1. Employability Skills, (Kolowrocka, 2018)
Technical skills As people mature the formal qualifications (hard skills) that were gained earlier in their life become less relevant than their work and life experiences.
Interpersonal skills are the skills which characterise  interactions with other people. Good soft skills allow employees to work effectively as a member of a team, satisfy customers expectations, make decisions, negotiate,  manage time efficiently, take responsibility.
Bennett (2002) noted in his research that every  occupation required specific skills. Within the hospitality and tourism sector in addition to specific skills for example a foreign language, IT skills and accountancy, soft skills are required. These cover a wide range of skills and positive attitudes like communication skills, team work, time management.
Research of employer expectations of graduates ( Baum, 1990; Christou, 2000) highlighted demand for communications, people management, team working  and problem solving, as the priority. Employees should have personal transferable skills and motivation. According to Morgan (2017) employers look for confident, independent individuals who can lead others and work as a member of the team and who can add value to the business.  
When using the term ‘employability skills’, this report refers to the eight groupings from the Employability Skills Framework.  (The Allen Consulting Group, 2004) 







Tabel 1 Employability Skills Framework   (The Allen Consulting Group, 2004)
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The Quality Assurance Agency (Morgan, 2017) adding to the above list:
· Skills of critical thinking 
· Computing skills
· Decision making 
· Self-management
· Skills of effective listening, negotiating and presentation 
· Self-reflection 
The above list is a student guide of skills that should be gained by the end of their studies in order for them to be successful in the work place. 
[bookmark: _Toc534916535]4.0 Benefits of the employability skills for employee and employer 
Good employability skills has positive impact on employers and employees, allow companies to achieve goals and individuals to succeed and progress in workplace. 
[bookmark: _Toc534916536]4.1. Impersonal communication skill 
First feature characteristic for impersonal skills and extremely important element of success for any organisation, leaders and employee is the ability to communicate well. Employers look for individuals who can communicate both verbally and in writing.   
Good listening skills are an important area of  good communication. Listening skills involve comprehending and interpreting information from employer, employee or client. 
COMUNICATION BENEFIT FOR EMPLOYEE 
Communication  skills are important for employees interacting  with the public. Employees with strong communication skills can build effective relationships with work colleagues and customers. Employees working together, creating strong teams and solving problems. Good communication increase individuals commitment and job satisfaction, especially if employee understand strategies and contribute in the business development. Employees who understand what is expected of them, who understand targets and deadlines, who receive both positive and constructive feedback about their work increases employee performance. (Morgan, 2017)
COMUNICATION BENEFIT FOR EMPLOYER
Exceptional communication is important for any business, helps to create effective teams, increases customer satisfaction. 
Good strategy for businesses is when employers take the time to communicate effectively with staff members. When positive communication environment exist in work place. This has an impact on improving service. Good communications build positive interaction between management and employee , improve the exchange of ideas. Management  are able to make better decisions due to constructive feedback from employees and exchange of ideas. Ultimately good communication increases employees morale that lead to lower staff turnover therefore training and recruitment cost are reduced. (Baum, 2002)
Poor communication at the work place could cause serious and permanent consequences for example can lead to conflicts.  Researchers Mcintosh, P et all ( 2008, p5) categorised damage caused by poor communication in three areas: 
· Lost time and effort
· Missed opportunities
· Stress 
Employees are unproductive and stressed when the environment in the workplace is influenced by tension between co-workers. Misunderstanding between work colleagues  are difficult to resolve.  
[bookmark: _Toc534916537]4.1.1 Negotiation Skills 
An important area of communication is the ability to negotiate.
Negotiation skills are very important especially in the  hospitality industry not just for leaders and management but for all staff. 
Negotiation is a method by which people settle differences and compromises or agreements are possess to avoid conflict. In any disagreement, individuals aim to achieve the best possible result for themselves or organisation they represent. In negotiations, desired outcome is to find mutual benefit and maintain a positive relationship. (https://www.bournemouth.ac.uk). The sense of negotiation is to endeavor agreements without causing barriers to communications.  (Squire, 2018)
The competence in negotiation it is very beneficial for employee  not just only to gain pay rise, but also be successful on the job.
Eric Berne (1950), developed the concept of Transactional Analysis - interaction among people, and has been further examined by Frank Ernest. This concept explain how to avoid conflict at work and increase the communication of individuals. 
Table 2. 4  Existential life positions, Eric Berne (1950)
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An examples of transactional analysis at the workplace could be seen at all levels such as:
· Supervisors and employees
· Co-workers and colleagues 
· Management and department heads of an organisation
  

The aim of this concept is to get individuals to operate as much in “I am OK, you are OK” Quadrant. This will help to keep good team work and positive relation with the others and avoid conflicts.
Employees who feel that their managers and employers are listening to them and are truly interested in their ideas are more likely to share ideas that can help to improve processes and customer services.
 RECOMMENDATION FOR THE COMUNICATION AND NEGOTIATION SKILLS
Recommendation made by Adeyinka-Ojo (2018) for development the negotiation skill is to join debating club to identify and make stronger arguments or listen debates and interviews on the media. Joining debating club help to develop ability to communicate confidently. 
[bookmark: _Toc534916538]4.2 Time Management 
A further important skill, highly valued by employers  is time management.
“Time management is the process of planning and exercising conscious control of time spent on specific activities to work smarter than harder”. (Morgan, 2017, p 52)
Time management is important feature in busy and rapidly changing hospitality environment. It is crucial for serving customers promptly and keeping them happy even during busy periods. Failing to manage time correctly could cause businesses to loose clients, become less efficient, miss important time-specific opportunities. Effective time management requires quick thinking, discipline, know how and when to delegate. 
According to Morgan (2017,p.57), a large part of time management is prioritisation, which is “ the act of deciding which activities to undertake or which goals to aim for at the expense of less important goals and activities.”
Stephen Covey developed the time management matrix tool which demonstrate how individuals manage their time, using two categories - important and urgent – as a way to determine the priority of the tasks. (Morgan, 2017) 
Covey’s matrix uses of four different quadrants that help to prioritise goals and tasks, helping to decide whether the task need to be doing immediately or could be delay or delegate.










Table. 3 Time management matrix (Covey, 2004)
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Covey (2004) highlighted that second quadrant is the most important part of the matrix. Without this quadrant, efficient time management would not be possible. Covey suggested that this area should not be underestimated. To achieve goals in life each person should focus on quadrat 2. Investing time in these areas might not be urgent at the present day, but in the long term, it will be of the greatest importance. If the focus is direct on second area of Covey’s matrix that allow to increase capability of finishing tasks in time.
According to Covey (2004) all employees or students should avoid first quadrant.
Employees usually stay in the first box. Focus on what is urgent, not planning ahead.
If employees gain the ability to plan ahead the work will be accomplish quicker, better smoother and meet deadlines.
Covey suggested that activities from third quadrant are obstacles and stand in the way to achieving personal goals and should be delegated, rescheduled or reduced. 
Activities in fourth quadrant should be eliminated, because they do not add any worth to life. 
BENEFITS FOR EMLOYEES 
An employee with good time management skills can easy adapt to new problems and solve them to complete tasks. The mixture of planning, scheduling and delegation, make an employee desirable to employers. Productivity is one of the features of time management. An employee is aware of his responsibilities and knows what need to be done, is able to manage better with workflow and get more done quicker.  An employee is able to meet deadlines, not delay task, is reliable that will improve his reputation.  Consequently  an employee never miss any opportunities  or deadlines, will gain chance of promotion and respect others co-workers and managements. No one will question whether employee are going to show up, or complete task on time. An employee knows tasks in advance, can prioritise them, and as a result will waste less time on unnecessary activities. When unforeseen event happen, employee with the good time management skill, should be able to manage the situation without any pressure. Effective time management can reduce stress, allow to focus on one activity, instead off rushing  from one task to another. An employees should possess ability how to stay in control of the workflow and be able to finish tasks on time. Employees who lack time management skills are often behind with the work schedules. They become unproductive, demotivated, stressed and unreliable.   
TIME MANAGEMENT BENEFIT FOR EMPLOYER
There are many advantages that arise from good time management. An employees are efficient in time management, it is beneficial for the company by delivering better quality work on time, improve productivity, less stress and anxiety. The company culture suffer when employees perform badly, and cannot keep the workflow in order, somebody else has to accomplish activity to keep the team on schedule.   That situation causing additional stress on both employees and management. Good time management, effective planning and organising could save employers money and time if task will be completed correctly the first time.   In conclusion, when employees cannot reach expected goals becoming unhappy and stressed. Unhappy  employees tend to have high rates of absenteeism and make poor decision. They are less likely to perform at a high level and lose their drive. As a result the company is affected,  pays the cost in terms of wasted resources, lost clients and lowered return on investment. 
RECOMANDATION FOR THE TIME MANAGMENT
Recommendation for researcher – writing list with daily goal. Using smartphone is helpful to make list in order. 
[bookmark: _Toc534916539]5.0 Wider range of employability skills required by the employer
The demand for the efficient worker, who possesses a wide range of the skills, has been generated by a number of factors (Morgan, 2017). Workers are expected to work independently in service roles that require decision making and problem solving. These features require collecting and evaluating information and selecting the best option depend on the situation. Individuals possessing these skills are required especially in customers service position.
Good team work is essential in any industry, especially in hospitality sector.(Morgan, 2017) It is about building positive working relationships that help everyone to achieve goals and business objective. There are many training courses to teach employees to work well in a team. Another good advice to improve that skill is to observe others working in teams or playing sport. 
For the hospitality industry being familiar with a computer and using the basic programs and applications is essential. Many free basic computing courses are available in town (local library) or online.
Presentation skills are also very important key skill in the hospitality environment. (Morgan, 2017). Presenting information efficiently and clearly, are very beneficial to the tourism business. Managers, executives should be able to present ideas and findings not just to work colleagues but also to stakeholders and  potential customers. Employees giving presentation of the business on a daily basis.  Presentation skills can be improved by practising affront of others or watching others presenting on television, ted talk, lectures, conferences. 
Leadership is another features desired by employers, it means to influence others towards the goals and achievements. Leaders need to possess ability of team playing, to allow them to work in group to achieve results for the organisation.  (Morgan, 2017)
To be productive at workplace, individuals need to stay self- motivated at all the time. Employees must to push themselves without the need for constant supervision  to deliver exceptional work. (Morgan, 2017)
The innovative and inventive employees tend to create new ways of doing  tasks which helps to  add value to the work place, making systems and procedures easier. (Morgan, 2017)
The above skills are very helpful in today’s economy but networking is very important part of peoples career. 
“Networking is about interacting with people and engaging them for mutual benefit”. (https://www.business.qld.gov.au)
Networking is a useful tool, which helps to find new investors, customers, staff, suppliers . Among network  it is easy to exchange the ideas, minimise the costs of operation  
RECOMANDATION FOR NETWORKING (Squire, 2018)
· Build on existing contacts: family, friends, work colleagues 

· Join professional bodies or associations for tourism industry and attend local meetings.  
·  Sign for mentoring program provided by government.
[bookmark: _Toc534916540]
6.0 Reflection on the researcher employability skills
The researcher developed employability skills through education, workplace and life experiences. The researcher understands  employability skills and the need for continual development.  The researcher identified  already developed essential elements of employability skills, such as planning and organising, good communication skills, self-management and self-motivation.
Taking too many responsibilities can be very stressful and exhausting. However, this can be transfer towards positive aspect. Researcher is learning how to plan better, improve time management, prioritising and focus on important things.  (Kolowrocka, 2018) Fulfilling huge amount of task connecting with course like assignments,  studying in own time associate with work, social responsibilities helped to learn how to prioritise better and manage time more efficient. Having many responsibilities as a student allow to delegate task like house work or limit of time wasting habits on non-essential activities,  like social media and television. 
Applying the Covey’s  matrix into researcher professional and private life, can be noticed that researcher already possess habit of focusing on not urgent but important task to avoid gathering task in  quadrant “urgent and important”. That skill prevent of getting stress, reaching deadlines, be successful as a student and employee. Research by George et al. (2008), introduced a relation between a student’s ability to effective  time management and their academic success. Researcher  learn how prioritising while studying, that skill will be easy transferable to work place which is highly demanded from employers. Covey suggested this quadrat should be used for long term strategist like planning career, personal development. From researchers example that means improving English.  
Researcher possessed negotiation knowledge, attending at the half year negotiation course. 
The skills identified in this research are useful for achieving the author’s goals and make valuable  employee. However, researcher understand need to gain additional skills which will help to be successful in life. Researcher notified need to develop team working and leadership skills.  Author already took action to improve this area and started “career development” course. 
The researcher gained communication skills working in a variety  of customers service roles, for example: waitressing, shop assistant, motor claim handler.
Researcher characterise of high level of self-motivation which helps to continue career development 
[bookmark: _Toc534916541]

7.0 Conclusion 
This study aims to identify the importance of employability skills from the perspective of employees and employers. In conclusion, based on the employability skills definition of majority, the results show that the most of employers in tourism industry require a set of interpersonal skills, like effective communication, teamwork, problem solving critical thinking, time management, initiative and innovation, self-development and self-management, IT skills, languages, leadership and high level of customer service.
Well-honed transferable skills allow employees build positive relations with colleagues, clients and management, leading to a better, stress free working environment.
The University program is constructed to develop the right transferable skills for the workplace, positive attitudes that employers looking for.
In the rapidly changing economy, and fast growing tourism industry Baum (2002) suggested that employability skills are matter academic and political divagation.
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