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Executive Summary:

This report briefly discusses about the employability skill for a newly appointed line manager considering the importance of different skills such as interpersonal skill, time management skill and negotiation skill.  The researcher discuss, analyses, evaluate and contrast the benefit for interpersonal skill, time management skill and negotiation skill. Other skills such as communication skill, team working skill also studies in this report. This report also explains a wide range of employability skills equally important both for employers and employees
Interpersonal skill and its gap also been discussed by reflective way using SOWT analysis. This report also  provides recommendation to fill up the gape of these interpersonal skill, ddecision making and leadership quality, team working and problem solving skills required for newly appointed line manager so that the reader will be beneficiary to face the challenge  organisational goal and become competent and up to date with modern time. 





















Introduction:

Employability skill is the ability that involve set of soft skills rather than technical skill, which is essential doe organizational success. Interpersonal skill, time management skill and negotiation skill are essential employability skill for a manager. Newly appointed line manager must develop these employability skills to successfully manage the people.

 Interpersonal skill is the soft skill of people to communicate and collaborate with others. Time management skills suggest to the capability to prioritize tasks by allocating right quantity of time for the right activates. Negotiation skill promote the mutual acceptable solution of two parties with different need. 

 The report has briefly discuss about the employability skill of newly appointed line manager.Importance and benefit of time management skills, time management skill and negotiation skill have discussed.Other employability skill of newly appointed line manager has discussed as well.


This report has also reflective on nature to analyse the authors interpersonal skill, time management skill and negotiation skill. This report has found the gap of skill with recommendations. This report is assist newly appointed line manager, skilled manager, employee and student to develop soft skill to achieve better leadership skill. 












 Main body of the report:

2.1:Employability skill for a newly appointed line manager:
Employability skill refers a set of achievement skills, understanding and personal attribute to make the manager more efficient and successful in workplace, which benefits themselves, employee, company and economy.
(Cottrell, S.2015)

Employability skills are essential skill and attribute, which is necessary for every job. These non-technological skills and knowledge are mandatory for any manager to run the workplace effectively. It is challenging for a new manager to get appointment in a new job. Employability skill supports the new manager to overcome the challenge and achieve target in the new workplace. By applying these transferable skills managers can solve problem in work place.

To hire a new manager, employer can evaluate their technical skill or industry related experience before hiring them. However, manage should achieve employability skill to lead the team efficiently. 


The completion between companies has been increased for the rapid development of society. Multi skill manager are core for any business to survive in the industry and achieve the productive. Based on studies, problem solving,communication skill, team work, time management, negotiation are the main traits for employability skill for a manger.











2.1.1:What is time management?

In general, time management refers to manage the time efficiently to allocate the right time for right activities. 
Time management skill refers to allocate the working hours by assigning activities in specific time slot by giving priority. Within Organization, effective manger can allocate the time based on priority to assigned the job. Success and efficiency of the organization depends on effective time management. Best use of time can impede the unnecessary work.
(Grissom, J.A. et al.2015)

Time management skill also refers time budgeting by the manager with limited resources and limited time by working smarter. Manager can achieve the routine by follow-up the activates by the team members.
(Grissom, J, A. et al.2015)

It is important for a manager to efficiently allocate the time for himself/herself and the team. Research shows that 5% of manager spend time to planning their own work and majority has the ability to manage time as a skill without formal planning.
(Torrington, D. 2014)
Why is time management important for managers?
Following are key reasons to explain the importance time management skill.
· Manage limitation of time: Since time is a limited resource. it cannot come back, it does not utilize properly. In order to accomplish all work, it is not only important to give value the importance of time but also practice the daily time management in daily routine in the organization. 
· Increase Productivity: Productivity is the outcome of time management. Manager can monitor and measure the productivity in terms of time taken to complete the task. 



· Improve decision making quality:Ability of better decision making of manager is the outcome of good time management skill. When manager jump to the conclusion from middle for taking decision due to shores of time, it leads poor decision making. So effective time management can eliminate the pressure of taking disorganised and ineffective decision. Examine and decision-making process, adequate time to careful consider each option help manager to diminish chance of making bad decision.

Benefits of time management skill:
Following benefits are achieved by time management skill:

Less stress 
A manager plans his/her day in advance by using management skill. Making high priority task constructs plan your day well in advance. It allows manager to do work with less stress. They can manage task by stipulate time.

Promote Organizational success:
Working without goal and objective would be similar for a manager to lose the way of ship in the sea. Setting and achieve organizational goal and objective in a time lime provides organizational success for a manager. 

Better reputation:
Time management skill is essential for the reputation in the work place. Management and co-worker appreciate those who manage their time with consistently and dependably. Managers achieve task by using this skill. It also increases their reputations. 




Better Communication:
Time management is not only make schedule but also eliminating the distress from the working process. It leads a better way of communication between colleagues. Avoiding unnecessary steps of work process save wasting of time. It makes work process simple and colleagues can get necessary steps easily. 
Learning Opportunity:
Manager can get spare time by properly utilizing time management skill. It helps them to acquire another knowledge and skill. 


2.1.2 Interpersonal Communication skill:
Generally interpersonal skill is the ability to communicate with other by using right mode. Interpersonal skill is considered as a top employability skill for the manager to communicate, motivate and discipline employee. 

According to studies, team work, negotiation skill, time management skill, verbal interpersonal communication skill (verbal and non-verbal),active listing skill, decision making and assertiveness, problem solving, are essential qualities to develop the interpersonal skill.
Interpersonal skills are the dominant trait to interact and communicate with individual in an organizational environment. 
Importance of interpersonal communication skill: 
Following are the key steps to explain the importance of interpersonal communication skill.
Active listening:
Active listing is a valuable mood to assist effective communication. The full attention gives to speaker by the listener in this process. Visual sign also expresses the positive or negative message from the listener for the speaker. Eye contact, noodling head and smiling are listed for active listening signal. 



Verbal and non-verbal communication: 
Verbal communication creates proper loop of exchanging information, which is essential to increase efficiency and productivity of organisation. 
Depending on the use, non-verbal communication can make or damage the relationship between manager and subordinate. Eye contact, facial expression, body language, gesture and physical contract are common form of non-verbal communication.
Maintain motivation:
Effective leader motivates the employee by using proper interpersonal skill. 
Problem solving skill:
Different organizational objective and structure demand efferent strategy of problem solving. Interpersonal skill is the key traits to solving problem in better way. 
Assertiveness to rectify issue:
Interaction with other not only improve communication but also supports the organization to think different way to solve problem. 


Benefit of interpersonal communication skill:
Following are the key steps to explain the benefit of interpersonal communication skill.

Opening job opportunity:
It is easy for the employer to assess the industry related skill of a manager but success of leading employee depends on interpersonal skill. So this essential skill open the job opportunity for applying managerial position.





Foster effective communication:
Interpersonal skills are compulsory for the instituting the relationship between manager and subordinate. It leads share of idea and information within the colleague. Moreover, mutual respect and communication are also established by applying this skill.  This process enables to promote high performance to accomplish the assignment. 

Keep open feedback circlet:
Open feedback loop is the key components of effective communication. T allow the management to review their outcome by feedback. It assists better clarity in the workplace.
Expand the opportunity:
Employee gets the opportunity by connecting with manager and co-worker. It assists to gain opportunity in the work place and your field of interest. So, this is skill is important for professional development.
Improve social awareness:
Interpersonal skill for the of manager shows the awareness for the co-worker. It supports to take right decision for the employee sensitive work-related issue. 
Make better and effective leader:
Highly developed communication skill is the key characteristics of better and effective leaders. The productivity of the employees impedes, if the manager is unable to connect properly with his/her subordinate. There is no alternation of effective interpersonal communication skill to improve the leadership skill.
2.1.3What is negotiation skill?
In general negotiation skill refers about the bargain or give-and- take between two parties. However, negotiation does not always happen by equal manner. Because one party can be influential. In organization negotiation can be happen by employer-employee, employee-employee or employee to third party. 

Importance of negotiation skill:
Following are the key steps to explain the importance of negotiation skill.




Clear and Effective Communication
Negotiator capability to communicate clearly and effectively with other parties makes the fair deal in negotiation process. Clear and effective communication promotes desire outcome of the process. 
Develop leadership skill:
Approach of negations is essential to get mutual benefit in the process. Negotiation skill help the manager to achieve leadership skill. 
Improve organizational efficiency:
A good negotiator can make a fair deal negotiation process. If organization and employees are equality benefited, its leads organizational efficiency.  
Benefits of negotiation skill:
Following are the key steps to explain the benefit of negotiation skill.
Collaboration and teamwork:
Negotiation is a two-side agreement. It is necessary for an effective negotiator to develop the skill to collaret two groups as a team. This process encourages collaboration of desirable solution. 
Problem solving skill:
Negotiation skill constructs the ability to build problem solving skill. 
Maintain good Relationship:
Effective negotiator has the interpersonal skill to maintain good relationship within the members of the process.









Building teamwork :

Negotiation is not only proceeded to manage the bargain with one side. Bargain can be arisen for both side. An efficient manger collaborates the two parties as a team to promote a cooperative and celebrative environment. It constructs a reasonable solution for the both side’s bargaining issue.  

Develop problem solving skill:
Manager need to acquire verities of solution for the problem. So the manager must have the ability to make different type of solution for a specific problem. It makes them more skilful to develop problem-solving skill. Communication skill also help to carry on this process. 

Simulatability of decision making 
 A manager with good negotiation skill has the capability to deliver authoritative action during the negotiation process. It should be practiced during the negotiation arrangement. It also leads a quick compromise to make end the process.   

MaintainRespectableAssociations
Effective negotiators isa effective interpersonal skill to have the interpersonal skills to preserve a positive working relationship with the negotiator and involver. Negotiators with tolerance and the capability to motivate others without exploiting manipulation can provideaoptimisticenvironment during a challenging negotiation.

Develop Ethics and Dependability
Ethical behaviour of negotiatorpromotes trusting environment in negotiation process. 
Negotiation process can complete with a fair by establishing reliability.








2.2 Other skill for a newly appointed line manager:
A good degree always makes a path to get a good job but employability skill makes the path smother to go ahead in the career race.  It is easy for the employee to assess the technical of industry knowledge. However, employability skill needs to develop to take lead for the employee. Interpersonal communication skill, teamwork, problem-solving and leadership are the essential skill for a newly appointed line manager, which are developed over the time as well. 
Arising large or small problem is the common phenomenon in daily work place. Manager must able to identify the problem, take necessary action by using employability skill. They should negotiate the outcome and realize the consequence of the decision


2.3 Skill analysis:
As a newly appointed manager, it is essential to analyse the employability skill for further development of these skill. SOWT analysis is a useful tool to understand strength to build confidence and weakness to development, and identify the opportunity to get progression and finding the threat to know about external challenge. SOWT analysis is applied here to analyse the skill of newly appointed line manager. 

	Description 
	Skill Analysis

	Strength 
	Team wok
Build on ideas with team member they enjoy task 
Self-management skill: Manage own work.
Technology skill: Not only know basic computer skill but also know advance software programme.

	Weakness
	Time engagement skill-
needs to develop time management skill in organizational context. 
Unable to complete most of the task in team on time 
Interpersonal communication skill:
Needs to develop.
Negotiation skill- sometime unable to check emotion in negotiation process.

	Opportunity 
	Previous work experience.

	Threat
	Experience candidate with developed employability skill  in job marker. 






2.4 Action plan:
Based on SOWT analysis, a newly appointed line manager should make action plan to improve these skills. In this report, recommendation is drowned to fulfill the skill gap by implementing action plan. 











3. Recommendation:
3.1Recommendation to develop time management skill:
To improve time management skill, following steps should follow by the newly appointed line manager.
Effective planning:
Manager needs to plan in advance by preparing list of task plan. They should allocate high priority work in the top list. Pending task needs to be done on by one. They should not start new workbefore finishing previous work. They maintain the time frame to finish the work.

Set goal and objective:
Setting goal and objective will ensure effectiveness to complete task within time limit. So the newly appointed manager should set the goal and objective before starting the task.
Set deadline:
Deadline is essential to complete the task on time. Newly appointed manager should not wait for supervisor to ask every time about the task. Using a planner is a worthy idea to set and achieve the deadline.
Allocation of responsibility:
Role and responsibility should be allocated according to skill and interest to get best out output within time limit. 
Prioritize activities:
Task needs to be prioritized based on importance and urgency. Manager should know the different between important and urgent. Important task should be done earlier. 


Spend right time for right task:
Manager should develop a habit to do right task in the right time. They should not spend whole day to complete a task, which can be done by an hour. Since, managers are human being. They should keep separate time for social activates e.g. email, social media. 
3.2 Recommendation to develop interpersonal communication skill:
Interpersonal communication skill: Develop active listening technique 
Active listing is communication tool that involves the holistic and active process for the listener. The listener should give full attention to the speaker. Eye contact, nodding the head, smiling and verbal affirmation are the sings of active listening. Since hearing is something that materialize by ear but listening is happened by whole body.
3.3 Recommendation to develop negotiation skill:
Problem analysis:
Effective manager must analyse the problem to establish the interest of both parties. A detailed problem analysed support the negotiator to take appropriate course of action. For example, it the process arise for the salary or benefit rising issue of the employee, manager should identify the issue compare to both side. It helps to finds compromise for both parties.
Preparation before meeting:
Manager should take preparation before meeting to formulate more bargain deal for both parties. 
Active listening skill:
Manager must have exercise the active listening skill in the negotiation process. Active listening involves the ability to apply verbal and non-verbal communication skill. It helps the manager to listen for other parties to make the compromise more ethically and realistically. 
Check emotion:
Manager should keep his/her emotion in check during the process of negotiation. It the negotiation issue is unsatisfying, it is important to the mange to keep emotion in control for avoiding any disapproving outcome. Adverse emotion can destroy the relation between two parties, which leads hostile outcome. 




Conclusion:
Employability skills are undoubtedlyinfluentialfor achieve success in the workplace. It is easy for the employer to assess the technical skill, but employability skills develop by practicing soft skill successfully. As a newly appointed lien manager it is hard to understand the right way to develop employability skill. Development of certain employability skill give shared outcome. Skill analysis is a beneficial way to find the gap of employability skill and make action plan for developing these skills. Recommendations have drowned to develop and improve time management, interpersonal communication skill and negotiation issue. 
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