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My goal is to become a business manager in a hostel providing supported living. I will be analysing employability skills that I already have and skills that would be needed for me to be employed in this role. During this report I will be looking at different skills required, how they are useful and what could happen if they are not acquired. I will analyse what these necessary skills mean and look at why these skills would be favourable to employers. I will research different methods and tools that may help to strengthen the skills needed.
Below is a SWOT analysis that enables me to look at my strengths, weaknesses, opportunities and threats. Using this tool will help me to identify what I need to work on to reach my goal in becoming a business manager.
[bookmark: _Toc522786955]SWOT analysis
	Strengths 
· I have good communication skills 
· I have experience in deputising in a hostel within the organisation.
· I have over 10 years’ experience within social care.
· I have good multitasking skills 
· Studying the Certificate in higher education for skills in the workplace has increased my confidence and made me more knowledgeable about gaining employment and progressing within the workplace.
· I know the company well and know management and other individuals throughout the company.
· I am fully trained on all in house systems and know the policies and procedures for the company.
· Have already carried out training with the company.

	Opportunity
· Hostel Manager (Business Manager) position available with Look Ahead Care and Support.
· Management training available for deputies.

	Weaknesses 	
· I haven’t worked a business manager before. 
· I need to improve on my decision-making skills 
· I need to improve on my multi-taking skills 
· I need to work on time my time management 




	Threats  
· Competition with a more experienced candidate 
· Distance from home to workplace 
· Manger at other project within the company wishes to transfer to the project in question. They will therefore have priority.






[bookmark: _Toc522786956]Communication Skills
One of the skills that I have identified in my SWOT analysis was communication. This skill is important as I will be working with vulnerable adults as well as in partnership with external agencies. Ensuring that communication is clear, and all information is accounted for is vital as there could be legal implications if any information is incorrectly recorded. 
[bookmark: _Hlk521656102]Communication can be defined as the exchanging of information from one individual to another. Griffiths, B.A. and Dunham, E.B. (2015) stated that communication would at least one individual and a receiver which could be multiple persons. The sender would be defined as the encoder and the receiver will be the decoder. Once a message has been created by the sender there has to be a mode in which this message is sent which could be non-verbal, written, electronic or oral this is defined as the ‘Transmission Medium’. For example, a business manager having a meeting with an employee that is raising a grievance would use non-verbal communication to show that they are listening and empathetic towards the employee’s situation, such as leaning towards the individual to show interest, slight nodding of the head to show that they are actively listening and comfortable eye contact to show engagement. Although no words have been expressed by the business manager the message has been sent to the employee that they are being understood and listened to. 
Pipas, M.D (2013) discussed how communication, performance management and organisational behaviour are all interlinked and theorised that communication is one of the key aspects within an organisation, Lack of communication can cause breakdowns in the workplace. I feel that I have good communication skills but there can always be improvement especially when starting a new role. An example of my good communication is when having handover at work. This is when we hand over about all the residents that we work with. I ensure that I take detailed notes of any situations that happens for instance an incident where police are involved. I will ensure that I have added times and dates, a description of what has happened, contact numbers and names, crime reference number and what the outcome was. This ensures that full information is provided and if I was not in the office my colleagues would know what happened. There are many methods and guidance’s that can be followed to improve my communication one of which could be the ‘SOLER’ method Griffiths, B.A. and Dunham, E.B. (2015 pg. 52). This method can be applied to show active listening. 
· Square: (Square in the face) face the individual. Not facing someone may they are not being listened to. A way in which this can be applied is with appropriate placing of seating. Ensuring that seats are placed facing each other at both sides of the table. 
· Open: This relates to posture and ensuring that arms and legs are not crossed. Having an open posture can communicate that there is interest and the individual be more encouraged to speak and feel more comfortable. An example of an open posture is hands apart on knees or on the side of the chair. Crossing arms and legs which would be defined as a closed posture may communicate disinterest or discomfort. 
· Lean forward to show engagement in this instance slight nods and verbal reassurances can be used such as “ok”. Leaning backwards could communicate disinterest.
· Eye contact: maintaining normal eye contact taking in account of social and cultural preferences. This shows interest and engagement
· Relax: being relaxed and comfortable, silence where needed and unforced conversation. This can also relate to being in an informal setting such as a coffee shop.
[bookmark: _Toc522786957]Multitasking Skills
Another skill identified in my SWOT analysis was multitasking which could be described as the ability to deal with two or more tasks at the same time Salvucci, D. D., & Taatgen, N. A. (2011). Multitasking would be important as a business manager because there will be multiple tasks to carry out from day to day for example I could be sending an urgent email, but an important phone call comes through and both tasks would be carried out at the same time. 
Salvucci, D. D., & Taatgen, N. A. (2011) discussed ‘the multitasking mind’ and theorised that the way in which our mind multitasks is due to ‘threaded cognition’ Cognitive threads which can be defined as single thoughts that interlace through thought processes thus creating multitasking behaviour. The ‘The Multitasking Mind’ broke down multitasking into three processes one being ‘concurrent multitasking’ which means carrying out multiple tasks at the same time for example being in a meeting and taking notes at the same time  , ‘sequential multitasking’ which is the stopping an starting different tasks for example photocopying a piece of paper but stopping to answer the door and resuming with the photocopy afterwards and ‘multitask skill acquisition’ which is learning new tasks and putting them into practice such as being trained on a companies in house computer system and continuously doing work on or looking at the system to enhance skills. 
Multi-tasking appears to be vital in relation to business management as there will be different sets of individuals to oversee and work with employees, customers, stakeholders and other external agencies. Multi-tasking skills could help with the workload and enable work to be done efficiently. Not being able to multitask may lead to deadlines not being met, lack of communication and inefficiency in the workplace. Otto, S.C, Wahl, K.R, Lefort, C.C and Frei, W.H.P (2012), explored the effect that multitasking had within the workplace. Whilst it was agreed that multitasking improves productivity it was found that it created stress which impacted on employees’ performances.
Goodman, N (2013) outlined some techniques for multitasking within the workplace. She spoke about carrying out related tasks at the same time, often if tasks are related it is easier for the brain to process these at the same time. whereas if there are different tasks the brain will work slowly to process what needs to be done. For example, in a business manager setting creating a rota for staff could be done with allocating supervisions. This is related because when allocating dates for supervisions the rota will often need to be referred to first to check which dates staff are at work.  Secondly having a to do list at hand could help, as each task is completed it could be marked off and it also serves as a guideline regarding what needs to be done. Lastly Goodman states that reviewing information is beneficial as it helps to retain the information provided, for example if there is a management meeting it helps if the information is reviewed a few times maybe on the way back from the meeting or when it is quiet at work to ensure that all action points or important information is fully understood.
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Decision making was another skill outlined in my SWOT analysis as one of my weaknesses. Decision making can be defined as the ability to decide considering information provided and taking in account all possible outcomes. Decision making would be vital regarding business management as employees and other individuals throughout the organisation will look at management to make informed decisions regarding the running of the business. I currently find it hard to make important decisions at work as I often worry about the impact that it will have on the business. Having my manager there to refer to has made it easier in the decision-making process but if I become a business manager I will have to make those decisions on my own.
Mustafa, N and Kingston, P (2014) produced an article discussing how decision making plays out within organisations and theories behind this. They summed up that decisions vary form different managers and organisations and can be influenced by personal or culture beliefs which could provide unpredictable decisions being made. It was suggested that more processes and guidelines should be created to make a more credible process. This article shows that although decision making is a skill, it is worth ensuring that all decisions are made from a correct point of view for example if a business manager is deciding on recruitment selection there should be no biases and should be decided on the individual’s abilities and demonstration within the interview. 
Kokemuller, N. (2018) wrote an article highlighting how important multitasking can be within the workplace, and that it is one of the skills that employers look out for. Kokemuller looked at making good decisions within the workplace which contributes to the successful running of the company. This may enable individuals to be recognised and perhaps be promoted. It was also discussed that making good decisions could lessen the workload providing the opportunity to work on other aspects of the business. In comparison, bad decisions could lead to distrust from other colleagues and staff members and ultimately lead to dismissal. This article suggested that decision making is vital especially within management. 
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Time management was the Last skill identified in my SWOT analysis as one of my weaknesses. Time management can be defined as the ability to manage tasks within a timeframe and successfully complete tasks on time. I struggle to prioritise workloads as I often believe that every piece of work is important, so managing the time that I work on tasks will be beneficial to me as a business manager. 
 Time management will be one of the skills necessary to manage a business. A vital part of time management is prioritising workload which enables an individual to look at tasks that need to be completed during the day and prioritise those tasks in order of urgency. Eisenhower created a method to enable others to sort through what is urgent and non-urgent, in a business setting this can be applied when trying to prioritise workloads using deadlines and important paperwork as factors. 
Below I have emulated the Eisenhower Method to see how I could use this method in my workplace. My four tasks are: 
1. Incident report to be approved and sent out to commissioners 
2. Staff called in sick and shift to be covered for tonight. 
3. Need to call a resident about a complaint 
4. Monthly report to be completed and sent to head office by tomorrow morning. 

	IMPORTANT
	URGENT
	NOT URGENT

	
	‘Incident report to be approved, followed up and sent to commissioners’
This is seen as very urgent as any incidents have to be followed up.



	
‘Monthly report to be completed and sent to head office by tomorrow morning’, as the deadline is tomorrow morning and extensions can be given there is no high priority.

‘Need to call a resident about a complaint’ although this is important but not urgent as this has a timescale of seven days.

	NOT IMPORTANT
	‘Shift to be covered for tonight’, this is urgent as cover is always needed. But this is not important as it can be delegated to another member of staff to call for cover.

	



This method really helps to put tasks in perspective and I would usiing this when trying to prioritise my tasks at work.
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Conclusion
The main skills that I have determined that I would need to be a business manager are Communication skills, multi-taking skills, decision making skills and time management skills. I have concluded that whilst I possess the necessary skills they can always be improved using the methods and guidelines discussed above such as the SOLER method for communication and the Eisenhower method for time management. All the skills needed can be applied in different ways and depends of the situation, knowledge and experiences that I have gained.
I believe that as an employer these skills would be very desirable and demonstrating this whilst in an interview would put me at a higher advantage. I will take the knowledge learned to implement in my ways of working, which could ultimately contribute to me reaching my goal as a business manager. 
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