
[image: image1.png]



Management Report on 

Employability Skills
[BMSK4001 ]
[image: image2.png]



Mohammed Ripon Miah – Student ID – 1709524

3rd March 2018 
Executive Summary

The purpose of this report is to analyse the benefit of employability skills between the employer and employee. The employers look for employees who have the skill set to do the job and add value to the company to increase the companies profits. 

In this report, the author has compared these skills that can be transferable, these skills can be used to improve the personal development and to improve the author’s career development.

In conclusion, the authors best strengths and weakness will be further examined through further training to enhance the authors employability skills that can be used for career progression.
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UPDATE TABLE FREQUENTLY – CHECK IT HAS BEEN UPDATED PRIOR TO SUBMISSION
 1. Terms of Reference
This Management Report on Employability Skills was requested by the Academic and Employability skills lecturer Marie Pitson  on 30th January 2018 to be submitted on 3pm 2nd March 2018. 

The report discuss few of the employability skills that employer seek in an employee, and compare against author’s own skills, improve effectiveness, which eventually in advancing a career.
 2. Procedure

“Management communication is the central skill in the global workplace of the twenty-first century. An understanding of language and its inherent powers, combined with the skill to speak, write, listen, and form interpersonal relationships, will determine whether you will succeed as a manager.”
 3. Introduction

In today’s 21st Century a degree is not enough to get employment in the chosen career path. Employability skills is required to further develop the employee skills. It is crucial that learners has key skills and functional skills in order for them to be employable. The employee is investing in the employee so they demand the best skills from the candidate to take the company to the next level.
The soft skills that the learners learn are somewhat transferable, individual can develop them over time and advance this too next career progression.

Numerous skills such as interpersonal communication, working under pressure, networking, negotiation, team working, problem solving, self-motivated and time management skills are important to the employer. This enable the candidate to come on top of other employee in the application stage.

Employability skills are very important in all industries, both to the graduate looking for an employment opportunity and to the employers looking to recruit talented people. This paper is on recent research provides employment skills. Some of the main results gathered together instead from the last ten years, mainly it is focusing on the literature in UK commission on the comprehensive program of work contributes this paper. The best way to develop skills of the workers in public employment and skills funded without publicity system.
What we mean by employability skills?
It can be defined in different ways, depending on the company in which it is applied. Employment skills is a person’s transferable skills required by an individual. It is described like a good technical understanding of knowledge on the subject. Sometimes the definition is only focusing on its ability to secure employment than to go a step further to maintain employment ability to progress in the workplace.

For example, they have set a 'holistic' definition, is a person who has the full range of employment when determining a person’s employability. The model gives us three components and they are demand factors, personal circumstance and individual factors.
 4. Findings

In this report the author will explore few essential skills with own ability and further compare against it in details.

4.1  Interpersonal Communication
Interpersonal communication is an important factor when working in a workplace, the author will have the ability to communicate with the employer at all levels. As part of the communication process you have to able to communicate well and have good listen skills. The employee will need to be able to communicate with customers and clients to benefit the company. With this negotiation skills is required which will be explain later in this report.

The communication needs to be a person to person process to make a successful communicate, this way the author knows that the message has come across to the other person and making sure that the receiver understand what is said to them.

4.2 Negotiation
This is an important role when comes to communicating with the person or closing a deal. In this situation you need good negotiation skills to make the process smooth and to secure the deal. The negotiator needs to be clear when making the deal and doesn’t off put the receiver which may cancel the deal. 

The author needs to be fully prepared for the outcome and decision makings as this is decided then and then and how much pressure and deals can be used to secure the deal. The author will have the ability to ask with confidence of what is required. The negotiator can use varies techniques to gain the trust of the receiver. This is a very important skill an employer look for and a skill that can be improved on.
4.3 Networking
Networking is very important in business and when making yourself being employed. The negotiations is increased by networking and meeting with those in his professional circle. As a professional its important individuals have a social presence and attend networking events to further develop their skills and communication. 

This is a skill that can be improve on and will not be replaced, as an individual it is important how come across when speaking in a networking event. Must be caution when demonstrating the skills or the ability to communicate as the receiver can get bored or not be interesting in what is being said. Networking can be used getting noticed and getting the point a crossed whether in a debate or in a in formal discussion.
4.4 Time Management

This is a very important skill that is required when in employment, the employee needs to be sure that a task is completed in deadline. It comes down to the individual how the time is managed and plan to complete a task. This is a skill that can be used to benefit the company and making sure that tasks are completed on time. 

Being an effective organiser and planning your tasks can improve your productivity and making sure you are on top of the work load. This comes in to effect when additional work pressure is added. The authors needs to make sure that everything is in workable and manageable. Employees are very keen to employ those who strive under pressure and has the ability to meet deadlines in tight schedules.
 5. Conclusion

In today’s society, each of these skills are required when seeking employment and is part of the employability skill structure to attain these skills in order to be employable 

Each of these skills mentioned above plays a part of each of your skills and are transferable skills to the job you apply for or for further progression. In example, communication, you must be able to work on a team and work effectively. The team must be able to understand how you communicate your points and is actioned of what being said. This is then you know that your point has been communicated well. 

If there is certain lack of skills when speaking, you can improve this over time and use the skills to further develop your career. The skills you gain can help you in team leadership and delegating tasks as well as being a team player within your team.

As well of this, IT is important. Having this skill enables you to perform tasks effectively and can have the upper edge when coming to be employed.

Each of these skills have room for further development, i;e negotiations, this can be improved by attending networking events and speaking to people.  The author will ability to add value to a person is something the receiver will be interested in.
 6. Recommendations

The individual can improve their skills in form of doing a swot analysis of themselves, making sure what their key skills are and their weakness are. 

To improve the skills is required to do these analysis and carry out more research where they can improve themselves. In regards having the skills to the employers requirement, this can be achieved by adapting the acquired skills sets and making sure that you are well suited to the job role. The skills can again be gained by carrying out further training in a job settlement or doing a course that can help you gain employment. There are many courses online that can be self-taught to further develop your skills. Each employers skills requirement will be different, each employers are looking for something unique in the individual that is applying. This ensures that the applicant stands out and can progress in the next interview stage.
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