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Executive Summary

The purpose of this report is to discuss the skills that are required for hospitality and business. The outline of this report for key employability skill is that to show how to run a restaurant and others in that environment.
























Terms of References

Marie Pitson has requested me to do this report on 30th January 2018 and it is to be submitted on 2nd March 2018.
























Procedure

I have conducted various researches in relation to hospitality and business to find valuable information on employability skills required by hospitality and business. I have read various of books and articles and researched online this helped me discover the responsibilities required for hospitality and business. The lectures at the university has helped me understand the role of hospitality and business.





















Introduction 

In this report, I will be discussing the skills required to become a business manager of your own business. It is designed around the business industry and what it wants, ensuring that you are in the best possible position to go directly into the challenges and problems that you will encounter. First, your business can be a sole trader where only one person owns the company and have people working for that individual. You can have a partnership business where two or more people run the business. This is good if you yourself are short on finance and want to set up a business as you can all invest into the business. Finally, you can also build a franchise where other people who also want to build a business can use your name as their business and create a branch where they must pay you a fee for using your company as the store.



















Communication skills 

Hospitality and business management are always looking for staff that have good communication skills. To have good communication skills you need to possess the following traits:
1. Good listener:
Being a good listener is a good way to communicate with someone, otherwise it’s going to be hard to comprehend what you’re being asked to do.
2. Nonverbal communication:
To communicate nonverbally, you need to be relaxed so it will make other people speak openly with you. Eye contact is also important it shows the person that you are focused on them.
3. Clarity and concision:
Think about what you want to say before you say it, so you don’t confuse yourself or your audience and always speak clearly.
4. Friendliness:
It is important to be nice and polite in all your workplace communication. Speaking nicely to your co-worker by asking them simple questions like ‘how was your day?’ will engage in an open and honest conversation.
5. Confidence:
Being confident shows you believe in what you’re saying and will follow through.
6. Empathy: 
If you disagree with your co-worker it is important to understand and respect their point of view.
7. Open-Mindedness:
Understanding the other person’s point of view even if you disagree.
8. Respect: 
Simple actions like calling people be their name, eye contact and listening will make the person feel appreciated.
9. Feedback: 
Praising a person by saying thank you or you have done a good job can greatly increase motivation.
10. Picking the right medium: 
You should think about the person that you wish to speak to. Some people might be busy so by sending them an email they will appreciate your thought means of communication. 
(Doyle. A. 2017. The Balance)












Team Works 
Some jobs simply cannot be done alone and require teamwork. Having a team in a workplace completes the task at hand on time effectively.  After all, two people are better than one.
Here are 10 reason why team work would be more helpful than working individually.
1. Boosts productivity:
By working as a team, it allows you to distribute the task equally among each other. This also helps in pointing out individual’s strength and weakness with pacific aspects with the area of work.
2. Provides a support network: 
Motivation is key within a team. It allows every person to be helped in some way mentally when they are stressing out with their task. This also helps in building relationships with team-members as they help you even though they are in the process if doing their own task.
3. Encourages innovation:
Having more people to do a task is easier if your relationship with them is strong. It helps in getting the task get done faster and more ideas to come in for the task to be done to a higher standard.
4. Improves morale:
The members of the team working together helps in increase in completing the task as they all worked together as a team for it to be finalised.
5. Attracts talent:
By a company working together with their employees and building a friendship, they can keep their business and improve it for the future so that people are interested in being employed to go there for a job.
6. Establishes strong relationships:
Creating bonds between peers in your workplace is vital for the business to run constantly smoothly. Being part of a team helps in build confidence as you would be working with people you know and they would help in motivating you into making the business even more successful. Also, by creating these bonds it helps people to argue less and communicate more which saves you time when completing a task because if you were to argue less then you would agree on most perspectives and accept it and if you were to communicate more you would be able to accomplish tasks quicker as you would be more likely to share ideas with your peers.
7. Improves service:
If the employees were to be happy in working for that company and working with their team-members, then the customers would see the good in the business and would attend it more and buy more products from their seeing their positivity within their business.
8. Allows flexibility:
If someone were to be off sick, then from the development of friendships someone would cover for them and would be possessing the skills that that person had.
9. Teaches conflict resolution skills:
It allows any type of conflict to be resolved easily because the employees would know that they are working for the benefit of the business and that they all have one goal to reach at the end so by arguing it would enhance the difficulty in completing it. This is where the strong relationships come in and when they resolve their issues and work together again so that they can complete the task.
10. Advances your career:
This helps you in developing other areas of skills from your team-members. Being surrounded by other people who have different skills helps you to develop your weaknesses and improve in their line of expertise. This allows you to be more open to a variety of jobs as you would be possessing different skills which help in a plethora of areas. (Leitch. A. 2017. Career addicts)

Time Management
Time management’s focus is about using the time you were given to perform a task to the best of your ability wasting as little time as you can.
Here are 10 tips that will help your time management.
1. Set clear goals 
It is vital that you know what you want to aim for. It will allow you to separate what is more important and what is unnecessary.
2. Make a to do list
Making a to do list can help relieve stress and make the most of your time if you know what to do and when to do it.
3. Prioritise 
You need to put the more important tasks ahead of the least. By doing this you can complete tasks closer to the dead line faster.
4. Make a schedule
If you use your to do list and the list of prioritisation of tasks you can construct a schedule  of what you will be doing.
5. Stop procrastinating and just do it
You should not stall any deadline and should just get on with it as time will start to close in and the time you have left to perform the task will leave you to struggle.
6. Manage your e-mail and phone call 
Unless you are expecting an important e-mail or phone call you should keep your devices away from you so that you do not waste time and lose focus.
7. Keep a time log
You should estimate how long it will take you to perform your task so that you can keep track of how much time you need and have left.
8. Take regular breaks
By doing this it will keep your mind fresh and ready for when you come back to task. It will take away your tiredness so that your work does not lack in quality.
9. Put good systems in place
By having these systems, you can manage your e-mails and documents so that it will save you time in searching for that specific document.
10. Delegate 
Not everting can be done by just yourself so you should allow people with expertise in that area to perform that task. (Clun. J. 2018. Careerfaqs)

Problem Solving.
Problems grow out of nowhere. They leave you in a position where you need to solve that problem and find out how and why it developed. It is part of our daily lives to solve problems. From when we wake up to when we go back to sleep. Problems are needed to solved to allow you to progress onwards with the task. The main job of a team and a leader is to problem solve. An owner of a company would be solving problems daily as they would need to figure out if they are making a profit or not or whether the business is still running smoothly. The largest problem that they would need to be solving would be that of a competitor creating it. Competition is all around a business and they all compete in to becoming the better business and making the most money as well asl luring in the most customers. Karl Popper was a philosopher of science during the 20th century and he said “All life is problem solving”, suggesting that no matter what situation you are in and what time you will always have to do something to solve any problem you face. Company owners never let a problem be a distraction; rather they see it as an opportunity to cease it and use it to their advantage and try and learn from their problem. By experiencing problems, it allows you to predict any other problems that will come through and as they say you will learn from your mistakes so that you do not allow any other problems to occur. (Llopis. G. 2018. Forbes)




















Conclusion

In conclusion, all the skills that I have talked about above will be required to start a business because they allow you to hire employees and work with them to create a relationship with them. No qualifications are needed for you to construct your own business as it is your choice. However, mathematical skills would be crucial as you would need to manage your business financially so that you know whether you are making a profit or a loss. Also, by knowing a few aspects in Business Studies it will also help as by constructing balance sheets and break even charts, it will be easier to manage your business financially as you will be aware of how to predict your business’ future and what will happen if you were to create your business. So, to conclude, a variety of skills are required in to being a business manager and to run the business.























Recommendation

It is recommended that to you need to have an excellent role for hospitality and business is good communication skills. good team player is highly recommended.
It is recommended:
That the management could get the best out of their employees to provide a good customer service to be a successful business.
To be a successful business your team needs to have an excellent customer service to provide good service.
You need to have a good team that could your together.
Your team need to be well organised on keeping up to time with all the task that has been provided to them.
And one of the greatest importance is how well they can solve problems.
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