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Executive Summary
In order to prepare this report is present and describes the benefit of employability skills to employee and to employer in addition find the answer why are they so important. The report will include definition and selection of emlpyability skills and will be based on specific examples that have been studied and discussed during the Academic an Employability Skills course at University of Wales Trinity Saint David in Cardiff, such as time management, negotiation and interpersonal communication skills. In addition, it will provide information about wider employability skills that are required by employers such as IT skills or great customer service skills. 
On the one hand discussion will be carried out on the basis of comparison between the benefits of employability skills that employee will be achieve and those that will be bring to the employer.
On the other hand, will be presented here positive and negative aspect of selected ideas. In conclusion the report will include considerations why the employability skills are currently so important include supporting academic references using Harvard method.
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 Terms of Reference
A report submitted in fulfilment of the requirements for Course Certificate of Higher Education in University of Wales Trinity Saint David. Purpose of Report is find the answer what benefits brings Employability skills to Researcher as an employee and to employers.
Submission deadline is at 2pm 20th July 2018.




























Procedure 
2.1 Steven Coveys’ Matrix
2.2 Stephen Covey’s 7 Habits


























Findings


What are the employability skills?
In a simple sense the employability skills are all those skills which makes the people to be employee. Of course, there are clearly specified for specific occupations and selected positions, but it also obvious that applying for a job must be based on education in this direction. However, there is a group of skills whose ownership will make people more valued employees and will become more wanted candidates by employers.
 Employability skills are “A set of skills, knowledge and personal attributes that make an indywidual more likely to secure and be successful in their chosen occupation(s) to the benefit of themselves, the workforce, the community and the economy” (Heacademy 2018)[footnoteRef:1] [1:  Heacademy(2018),Employability Skills,[online],Available at:www.heacademy.ac.uk/employability skills.http(Accessed 20 January 2018) ] 

Fallowing this idea, it is important to specified certian features that are almost always expected from future employees. Awareness of existences or absence them and the need to develop them will contribute to becoming a wanted talent on the labour market. The rapid development of the modern market is saturated with competition both between companies and employees. The employers are looking for people who is ready to deal with different tasks in different situation with positive and passionate attitude. For the company well educated and professionals employees rise a business, well represented an adding value to the company. (Morgan, 2017)[footnoteRef:2] [2:  Morgan,P.(2017),Time Managment IN: The Business Student’s Guide to Study and Employability ,Sage  Publication Ltd, London,pp.59-67] 

This report will be based on Time Management, Negotiation, Interpersonal Communication Skills, IT skills, Team Work and Team leader, Problem Solving, Positive Thinking and Self-motivated.
1. Time Management
Nowadays time is precious for everyone and the one day have only 24 hours. Everyone has some obligation and interest, both professional and private life. Managing time effectively will benefit at work, professional career, family, other relativities and any different part of life. With the right approach employee will be work efficiently and productively without stress.
 There are a few activities which schuld be invold   to concentrate on right time management, such us planning, prioritising, avoiding time wasting, and procrastination and take care of yourself. 
It very important to plan ahead the workday with clear idea about what needs to get done. Spending a little time every night to summarize the day and make a list for the next day, then stick with that plan will helps organize all the task and this will bring more productive work and safe extra time in private time.
Punctuality it is very important at Subway Restaurant. The store must be open always at the right time, so the employees must come to work on time. This avoids unnecessary problems in the organization of work. It also an expression of mutual respect. In Subway, each task is strictly defined for each staff member at certain times. Well organized time allows to run business smoothly and offers the customers a high-quality service.
Prioritizing the things (Appendix1)[footnoteRef:3] which need to be done at first as the important and urgent, then important but not urgent, next urgent but not important and finally not urgent and not important will help the priariority put at first and avoid failure and disappointment. This applies equally to professional and private life. [3:  Appendix 1] 

Based on the example of working in the Subway, Steven Covey’s Matrix (Appendix 1)[footnoteRef:4]works great there. Customer service is a priority but there more very important things which should always be done, such as baking bread (usually whole process takes around two hours) or checking the temperature of serviced food. In crisis situations the person who is on duty must quickly decide what is the most important and urgent at the moment and which things could be done latter. All the staff are trained for this. In addition, the company performs unannounced evaluation every month to ensure that everyone at work fallow the rules also at critical moments. It protects the guest from poisoning, offers them great service and good quality food. On the other hand, the company generates good financial returns and protects against unnecessary losses. However, it should not be forgotten that making mistakes is human and it is not always possible to predict or plan everything. [4:  Appendix 1] 

Procrastination (Appendix 3)[footnoteRef:5] helps managing time with all distractions when you are in the middle of important task. The ability to say no at the right time both to others and yourself is very valuable and brings great results. Nowadays everyone using smartphones and they are extremely useful at work and private life but also the most distracting. Observing themselves how and where people spending the time will help to increase productive minutes in every day. [5:  Appendix 2] 

At Subway Restaurant everyone has a ban on using private phones during the shift. Only emergency calls from the family are allowed. The owners and store managers regularly check the cameras. In the quiet moments the staff doing extra cleaning or finish work early. However, it is not easy to control because staff and managers use the WhatsApp to communicate each other also during the work. For the business waste time mean the same as waste money. In private life people are not aware how much some of their habits are a simple waste of time keep them away from personal and professional career (Appendix 2)[footnoteRef:6] [6:  Appendix 2] 

 And finally keeping the body and mind in good fit, finding the time for regular exercises and relax, avoiding overwork moreover having a regular and sufficient amount of sleep will prevent unnecessary mistakes resulting from lack of concentration and exhaustion. (Polevoi 2018)[footnoteRef:7] [7:  Polevoi, L.(2018)’8 tips for Effective Time managment ,Intuit QuickBooks Resource Center,[online],Available at: http ://quickbooks.intuit.com(Accessed:13th February 2018)] 

Mistakes made under the influence of fatigue are always expensive for the company. Burn bread or cookies, mistakes at the till, wrong order is like money thrown straight into the bin.



2. Interpersonal Skills
Interpersonal skills are used to communicate between people individually and in groups. Strong interpersonal skills increase the chance of professional and private successes. They are mainly based on mutual communication whose important aspect is listening to asking questions and reading from body language (SkillsYouNeed 2017)[footnoteRef:8] [8:  SkillsYouNeed(2018),Interpersonal skills,[online],Available at: http://quickbooks.intuit.com(Accessed:13th February 2018)] 

“People with good interpersonal skills tend to be able to work well in a team or group, and with other people more generally. They are able to communicate effectively with others, whether family, friends, colleagues, customers or clients. Interpersonal skills are therefore vital in all areas of life at work, in education and socially” SkillYouNeed (2018).[footnoteRef:9] [9:  SkillsYouNeed (2018), Interpersonal skills, [online], Available at: http://quickbooks.intuit.com(Accessed:13th February 2018)] 

The definition Interpersonal skills includes skills such as communication and listening, negotiation, team work, problem solving and decision making. They are used every day per every people in all the areas on their life. (SkillsYouNeed 2018)[footnoteRef:10] [10:  SkillsYouNeed (2018), Interpersonal skills, [online],Available at: http://quickbooks.intuit.com(Accessed:13th February 2018)
] 

The good communication and listening skills avoid unpredictable ratings, hasty judgement and misinterpretation. Several people see things different and have individual version of scene. Develop the soft skills is very effective way to get around the mistakes. 
At Subway Restaurant good communication is particularly useful during the lunch time, when is very busy and loud. The staff giving a lot of question to the customer about type of bread, extra cheese or toasting. They need to operate very good English, double check the order with the customer and well communicate each other that all service goes quickly and efficiently. The positive attitude and smiling makes the guest feel warm welcome.
Knowledge of the rules of verbal communication’s and body language increases the chances to make a good first impression during the interview and avoid disrespectful attitude. The candidate will get the job and the company will find the best talented. Employee will make more attractive deal with the client. Employer will make the more effective way to encourage staff member to work and effort.



3. Negotiation
Negotiation it is a two-side process whose goal is to reach mutual agreement on a specific topic.
“Negotiation is a method by which people settle differences. It is a process by which compromise, or agreement is reached while avoiding argument and dispute. In any disagreement, individuals understandably aim achieve the best possible outcome for their position(...), the principles of fairness, seeking mutual benefit and maintaining a relationship are the keys to a successful outcome” SkillsYouNeed (2018)[footnoteRef:11] [11:  SkillsYouNeed (2018), Interpersonal skills, [online], Available at: http://quickbooks.intuit.com(Accessed:13th February 2018) ] 

Learning how to negotiate will provide many benefits in the modern professional and private world. Achievement the win-win agreement is extremely beneficial and satisfying for both employees and employers. The subject of negotiation may be, for example, the wage increases or budget cuts, working conditions or also conflict inside the company. Closing these conversations with success brings a lot of satisfaction and solves conflicts.
In Subway a big attention is paid to avoiding conflicts with both guests and between employees, so the managers and team leaders must have negotiating skills. 


4. Wider Employability Skills
Development of professional skills is a well-thought-out investment for the future. The need for continuous development is essential in modern times. Many different courses and other development opportunities are available on the market. Extending these skills increases the chance of finding a satisfying job. In the era of rapid technology development, there is a constant need to improve skills such us IT skills, Networking, Team work, Creativity, Problem solving and Critical Thinking skills, Client Management, Adapting Ability and Technology[footnoteRef:12](Morgan,2017) [12:  Morgan, P. (2017), Personal Development and Learning, IN: The business student’s guide to study and employability, Sage Publication Ltd,p.44] 

At Subway Restaurant the Manager need the IT skills for online order, rotas, wages, emails, stock, banking etc. Must be a good team leader, who can be solving problem, critical thinking, be keen with store equipment and has a great customer service. Otherwise he /she cannot cope with fulfilling his duties, especially that work is hard and demanding.
It is diffucult to keep that update all the time for the adult people, who had more barriers than the young people, such as family and full-time job, multitasking, tiredness, lack of motivation or other aspect of life. Nevertheless, this the only way to keep professional career development on the high level and stay in job the top.







Conclusion
The researcher has been working in the Subway Restaurant for two years, starting from lowest position in a short time she developed and received a position as a store manager. Awareness of some of weaknesses and strengths contributed her to the resignation after three months in favor of the possibility of obtaining higher education. Both experiences as a manager and a student developed new skills for researcher, such as problem solving or report writing, but some of them, such as English and IT skills and Time Managment requires further development to academic level.
The analyst has got many years of experience working at the hospitality and she understood this kind of business. Unfortunately, her poor English communication, IT skills and Time Managment stuck her personal and professional career. Develop and improve those skill will increase her chance to get a better job. The reasecher as a single mum is well organize already but after the course at the University she realized how much time she was waste.
The investigator is a good team leader and well problem-solving person. She is professional, and she likes her job. With her new skills which she must develop she will be most wanted talent at the job market. In the future she could also run with the success her own firm.
The future employer will be able to employ a person well educated with extensive experience, will save the money on additional training. The business will be well represented moreover it will be raise enterprise.
The Researcher confidence and self-awareness will raise self-esteem. As a result, it will help find a better job and improve the quality of her life.














Recommendations

5.1 Improve Time Management by planning out a worker’s week in advance which would include things such as time the researcher spends on learning and researching. The researcher can also plan a work timetable and home duties such as cooking, cleaning, shopping etc.

5.2 Develop IT Skills by them for help from friends and family to show them the basics, watching YouTube and tutorials, or going to classes, there are even phone lines they could call to help them go through simple first steps. There are also lost of online tutorial websites that could be helpful to develop skills.

[bookmark: _GoBack]5.3 Improve English skills by reading books, writing more essays, going to lessons. Sometimes even watching TV helps to improve grammar of speech as well as pronunciations. On the other hand talking to people will help with day to day conversations also the things a person might hear could help them in future academic assignments.


















Appendices
1.Steven Covey’s 7 Habits paradigm[image: http://stevecolwell.com/7habits.gif] 
THE SEVEN HABITS PARADIGM
2.Steven Covey’s Matrix
[image: Stephen Covey Urgent/Important Matrix]
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Introduction 
I deeply convinced that The Wales University Saint David Trinity Skills for The Work Place is a great choice and perfect match for me. However, between the beginning and successful ending is a long and difficult road for me. I believe that University is not only a gateway for the perfect job and the Certificate of Higher Education may be an insufficient pass to the business world.
Here is the argument I am going to make about my experience with studying the modules, preparing a group presentation, writing a report and essay using Harvard refeerences moreover doing deep research. I am going to justify this with thougths abut manage the time, working as a team and self-awareness.
I will conclude how I struggle on this area, what blocked me and how has this module helped me to develop my academic and employability skills. 






















Main body 
While working on the preparation of the group presentation, I build up the experience of working in a group. In my opinion it was not my best performance and I came across difficulties.
 On the one hand I was stressed and tired, because I did not sleep enough the night before and I was surprised by this exam. One of colegoues become very bossy and the other one kept talking instead of doing the task. They stop listening and I was irritated, frustrated and I had to stop this situation. It was hard for me as I use to have problem to get the group attention with calm moreover polite attitude. I raised a voice a bit and get the serious face. It was worked but atmosphere had change a bit and finally we weren’t prepared well. I think that we could make clearer chart and discuss the action plan more closely.
On the other hand, I learned that I’m a quite good speaker and I can control my nerves. I was giving regular eye contact in presentation (Morgan 2017)[footnoteRef:13] and I have clearly expressed mine theories. Also, it was enjoyable to watch how my classmates form another group have gone through this. I found a few mistakes and saw some possibilities to improve my presentation skills. Finally, I got a positive feedback from my group, other colleges and the teacher. [13:  Morgan,P.,(2017),Employability skills,Prezentation,IN:The business student’s guide to study and employability,Sage Publication ,London,pp.180-218] 

Different kind of involvement was for me to write a report, essay and do research, paraphrasing, quoting by Harvard reference system. I made a lot of mistakes just from the beginning and realized them a bit late. I was not aware what kind of job is ahead and was not prepare for that. Never wrote a report or essay before, especially by English on academic stable. All my poor level skills, such as IT, typing, writing and using World, submitting, learning from the modules, made my work difficult, complicate, hard and a bit disappointment.
At first, I have not had access to my modules for too long. Then I agreed to work extra instead of assertively refuse, because I supposed to concentrate more on studying. Short time reduced the amount of practice. Wrong planned holiday had to be cancelled at the last minute when I realized that there is not enough time to complete the task. It brought me and my family a lot of stress and high financial costs. I should to do earlier as I did not finish all my written works on time. I studied some of the modules in the middle of writing individual assessments, what makes my work slow down. I had to use a translator many times to express my ideas in English.I failed my first report because I still was struggle with correct references. I was not aware that I would have the chance to improve it or rewrite since I got an email from the University. Unfortunately, there was no longer possibility to do it. Finally, I discovered that last report and essay are not two different pieces of work and I must have submitted this as the one assessment divided on two parts. I did not finish my essay and I could only send a draft report on time. It brought me a lot of disappointment and dissatisfaction on myself. I actually doubled myself.
From the other hand I learned plenty of things during a really short time. I am a more aware of my weaknesses and how to change them into the strengths(Morgan,2017)[footnoteRef:14].I gained knowledge about reading an academic article ,likewise paraphrasing, quoting by use Harvard Reference System.[footnoteRef:15]I learned the methods of better time organization which will be useful in the future both at university and at the private live.I understood what the mean to study as an adult with all the consequences. [14: 
 Morgan,P.,(2017),Personal Development and Learning,IN: The business student’s guide to study and employability,Sage Publication Ltd,London]  [15:  Citing&Referencing:Harvard Style-University of Otago,(2012),Harvard Style,[Online],Available:https://www.otago.ac.nz>,(Julay 2012)] 

I planned my writing carefully with guidance from the teachers and I achive knowledge how to put together all ideas with sense, bright argumentation and analysis.

Conclusion
The foregoing discussion has attempted how did my academic journey go and what I struggled with along the way. There are many skills that I need to raise to a higher level. I definitely need to develop essay writing, library and IT skills. I also must work on academic level English and working at the group. Studies are my priority and I need to organize time for all these additional tasks moreover for relax and a good fit during the break.
My study serves as a window to an understanding of the process my personal and professional development.
 In summary, the arguments given above prove that my adventure with the university it is not easy and still requires a lot of extra work.





















Recommendation
1.Visiting public library every week as a minimum of 4 hours, to reading academic articles and Help back up my research with references from books.
2.Writting one essay a week on the various topics and get a feedback from the teacher after university break.
3.Attending to summer English and IT course at the job centre. 
4.Watching You Tube and keep practice IT skills with my son.
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