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In section one, this report is going to discuss the employability skills that are required at leadership and management level and discuss what my current employability skills are and where improvement is needed.

In section two, it will discuss my current academic skills and what I want to achieve, and how I go about doing it.

[bookmark: _Toc32491436]Part 1 Employability 
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[bookmark: _Toc498692289][bookmark: _Toc32491437]1.0  Explore ‘Leadership Employability Skills’ in general

To be able to work and succeed at management level, a person needs quite a skillset. According to (Smith 2019), there are seven vital skills to be a manager or working at a management level. These are: -

●  Interpersonal Skills – This is a vital part of being a manager.  It is important for a manager to build a relationship with team members whilst maintaining a professional boundary.  A manager needs to earn their respect by showing them that they are team player whilst still showing their authority. Using team building exercises is a great way to bond with a team and get to know them and how they work.

● Communication and motivation – Communication is an integral part of being a manager.  A team needs to know that their manager will listen to them if they have a problem or need some advice.  It is also important for a manager to communicate with their team in an appropriate way.  It is also their job to keep the team motivated and happy – without a motivated team, a business is not going to run as efficiently as it could.
● Organisation and delegation – Being a manager is a hard job, and there will be times when they are going to be juggling a lot of tasks whilst overseeing their team’s work, so having good organisation is paramount.  Delegation where possible is also important too, but this will only be possible if they have a well-motivated team and the person that is having the task delegated to them can perform the task.  Delegation is sometimes necessary to allow the business to run at the correct efficiency.
● Forward planning and strategic thinking – As a leader, it is important that they can think of the bigger picture and are able to forward plan.  As a manager, it is not feasible to just plan tasks for the day as other things will crop up and managers and team leaders have other things to oversee, such as reviewing policies and procedures to make sure they current and making sure that they have all their training up to date and that their team has all their training up to date too.  It is important as a manager that these tasks are kept up to date as well as the day to day running of the business, so is very important to set time aside for these.
● Problem solving and decision making -  As a manager, times will occur when they have make decisions that will have an effect on the business, negative or positive, so being able to make a sound decision is a very important skill to have, as a company will not be able to flourish if bad decisions continue to be made. Nothing ever goes smoothly within a business and problems will always arise from time to time, so having a manager within a team that has good problem-solving skills is essential.  To be an efficient problem solver, a person needs to be able to think on their feet and be able to stay calm under pressure.  If a person cannot remain calm under pressure, they may make a rash decision that will affect the workplace negatively.
● Commercial awareness -  Within a business, it is important for leader or a manager to know about the company and its aims.  They need to know what the company is about and what the sector that the company is within is about.  It is important for a manager to be able to see who the business’s competitors are and to know about the different issues that may influence the business.
● Mentoring – It is very important for a manager to have mentoring skills.  They need to have a good relationship with their team.  A manager will normally have worked up to where they are now, so it is their job to instil their knowledge and training they have had to their team.  It is a manager’s job to drive their team to work to the best of their ability and build their confidence within their job.

According to  Monster Career Advice (2010), data management is another important employability skill for a manager.  It is important that a manager can research data and translate it into understandable language.  Companies nowadays collect a lot of data and it is important that somebody working in a managerial position is comfortable with working with so much data. 

It is also very important that a manager can self-evaluate. Self-evaluate their work as an individual and self-evaluate their work as part of a team.  By doing this they are evaluating what went well in a task, what didn’t go so well and what could be done next time to make it better.  By doing this, they are giving  their business the potential to excel.

These skills are all skills that are transferable and can be used within any field. According to Monster Career Advice (2010), these skills allow you to work with people and help you deal with the challenges that will occur in your career.  Although these skills may seem in-depth and difficult to obtain, they are not.  They can be developed through your working life without you even realising it.  For example, organising an event at work can be included in your communication skills.  If there was a time at work when you had to come up with ideas for something, that can be classed as developing your critical thinking skills and if you’ve ever had to do a presentation at work, you will have consolidated the knowledge about the subject onto a few slides before delivering your presentation.  This is developing your data managing skills.
[bookmark: _Toc32491438][bookmark: _Toc498692292]1.2  Evaluate own Leadership Employability skills 

[bookmark: _Toc2883533][bookmark: _Toc32491439]1.2.1 Current Employability skills

Reflecting on my current and previous jobs, I have learnt I have fair communication skills with the people I work with. I find  I enjoy talking to people about the things they enjoy and the things they have done in life. I believe I am a caring person, which is a massive benefit in the care industry, which is the line of work I do. I can do this with staff and residents alike.

I feel I get on well with people. Having a friendly, professional relationship with co-workers helps you bond as a team and you can be alike to a family, which means better results will be got if everybody is on the same page and working towards the same goals, however big or small they are.  This is also needed with the residents that come to be cared for by us. If you have a decent knowledge about them, you can provide the best person-centred care for them.  I feel getting on well with people is a good employability skill in all aspects of work.

Unfortunately, I don’t speak welsh, which could be a massive advantage in the geographical area I work in, as most of the people I care for, Welsh is their first language.  Often though, they are happy to speak to me in English.

I currently work in an acting supervisor role, so I know I can lead a team. I feel like I get on well with my team and they respect the decisions I make regarding the care that our residents receive. Being that I work in this position, I often know that I can make decisions when necessary, as I must make decisions on the spot quite regularly.  I do doubt myself sometimes, though.  This is a matter of my self-confidence.  I worry if I made the right decision, or whether I am good enough to be in a supervisory role.

Another skill I feel I have and is very important in any job role is willingness to learn.  I am eager to learn new things in whatever I am doing and put time into doing so, and in a workplace an employer likes this because a company tends to like to develop the staff they have.  An employer would much prefer to develop staff than employ new, skilled staff, especially if that person is a well-rounded performer.  So, if there are any training opportunities at work, I take them up as there are always ways I can better myself, employability wise  and academically wise.

I feel I have data management skills now.  I have recently completed a module in university where I had to research information independently and compile it into a PowerPoint presentation and perform it  to my class and tutor.

I also feel that I have mentoring skills.  Most of my experience of mentoring is out of date, but when I was at school, I did peer mentoring for younger students who had recently started the school.  I was also head girl, which meant I was the mentor for all the other prefects within school.  I do however still do a bit of mentoring.  When a new member of staff joins out team at work, they often shadow me within the workplace for one to two weeks and I show them the ropes of the job, and they have a friendly face to answer any questions they should have about what is expected of them.


[bookmark: _Toc32491440]Gap Analysis to identify ‘gaps’ in knowledge/skills

Below I have produced a Gap analysis table which shows my objectives; what I can already do that will help me achieve my objective; what I am lacking that I need to achieve my objective and the action I need to take to achieve my objective.

This will allow me to identify my strong points and my weaker points that need work on.

	Objective

	Current Position

	Deficiency

	Action


	What do I want to do?

	What can I already do?
	What am I lacking?
	How do I fix this?

	 Be able to produce a full care plan for a new resident when they start to reside in my workplace.





	I can update a care plan that has already been put in place.
	The confidence and knowledge of knowing exactly what needs to be put in.
	I can ask my mentor or manager for some support with this and I could also take some time with the new resident and gather the necessary information to put into the care plan where possible.

	Be more assertive.





	Lead a team of staff efficiently.
	I mostly lack confidence, but when I am assertive, I tend to lack tact.
	Deal with situations before they become a problem and I speak without thinking. I could also ask my mentor for some support with this.

	Communicate better with external bodies verbally.
	Can exchange emails and faxes with external bodies and do limited phone calls with them.
	Knowledge in knowing what they are going to ask me in advance so I can have the correct information to hand.
	Ask my mentor for support and persevere as in time I will get to know the sort of information they will ask and be able to have it all to hand when needed.


[bookmark: _Toc32491441]


1.2.2 Action Plan for Improvement
Below I have produced a table called an ‘Action Plan’.  This table is a good thing to look at to help me see what it is I want to achieve. It is also very easy on the eye and will quickly tell me what I need to do to achieve my goals and what resources I need.  It also allows me to put a time frame in place so I can push myself to work towards it and achieve it within a limited time frame. These time frames aren’t set in stone though, they can be adjusted accordingly if things in my personal life change.

	[bookmark: _Hlk2954238]Objectives
	Tasks
	Success Criteria
	Time Frame
	Resources

	List your Goals
	What do you need to do to achieve these goals?
	How will you identify your success? 
	When do they need to be done by?
	Who or what do you need to help you?

	Take on a supervisory role in my workplace.
	Attend an interview for the position.
	When I have the job.
	3 months.
	I need my manager to arrange the interview, and I need my husband to help me at home to allow me more time to prepare for my interview.

	To become better at dealing with telephone calls from external bodies.
	To keep persevering and gain knowledge as I go along.
Also get some mentoring from my mentor at work.
	When I feel more confident to deal with phone calls independently.
	3 months.
	I need my mentor to guide me and I need to gain and retain knowledge on knowing what questions I may be asked on the phone and be prepared for it.

	To become a better team leader.
	I need to speak to my team and ask them what they think I could do to lead them better and ask for some feedback from them.
	When I feel more confident about my leading skills and I feel that the care is being delivered to the residents to the best of our ability as well as records being kept up to date efficiently and I have a happy team.
	6 months
	I will need support from my team and my manager. My manager will be able to mentor me through what I need to do to handle different situations. 
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Part 2: Academic Skills 

[bookmark: _Toc32491443][bookmark: _Hlk498694375]2.0 Reflection on Academic Skills required for University Level Study 
[bookmark: _Toc456901523]After doing some research, I have found that there are several academic skill sets needed for university level study.  According to Oxford Royale Academy (2014), some of the skills that are needed are written English, essay writing, reading, note taking, independent learning, social skills and time management.

Being able to write in clear English in university is a necessity.  Throughout a persons’ studies throughout their years at universities, they will have several written assessments that they will need to take, whether that be reports, presentations or exams.  These will need to be written clearly in correct English, so that they can be understood by the person who is marking the assessment, and that may not be the person who teaches the person, who may ‘know what they mean’.  Within written assessments, a person will need to know how to get their point across in an academic way so developing their written skills would be a big advantage to them and a steppingstone towards achieving their degree. Also tying in with the written English comes communication.  With developing your written skills, you will also need to develop your communication skills as well, because if you’re giving a presentation, it’s all well and good your PowerPoint being well written and displayed, but you will also need to speak with it, so you will need to have developed your communication skills enough to know how you can verbally deliver the presentation in a clear way that the intended audience will understand.

Essay writing is another essential skill needed for university and this follows on from written English skills.  Essays are a big part of university study and while the basics of these skills will be there from school years, they will need to be developed significantly for university study.  During school years people are expected to write essays to go towards their final grades, but they are much shorter, and you are not expected to acknowledge the person’s work where you learnt your information from.  In university, reports/essays are much longer and need a great deal more independent research to complete them efficiently.

Another very important skill required for university level study is reading.  According to Oxford Royale Academy (2014), when going to university, a lot of in depth reading will be required of students to successfully complete their degree, so they say it would be a good idea for any student to develop their reading skills before starting a university course to give them a head start.  It is possible to develop these skills while studying their degree, but it would be advantageous to get a step ahead. If a student feels that they are a bit of a slow reader, there are plenty of online resources to help them improve their skills where they are needed.

Note taking is an essential part of university study.  A student will be subject to many lectures during their time in university.  In a lecture, a huge amount of information will be given by a lecturer during a relatively short amount of time.  It would be impossible to remember to all the information that has been given to effectively use it towards future assessments, likewise it would be impossible to write down everything that you have heard.  This is where note taking comes into play.  It is important that not just notes are taken down, but that effective notes are taken down.  Key words and phrases are needed so that the memory can be jogged to remember what was said, and/or good resources that have been given during the lecture so further reading can be done to improve knowledge on the subject.

According to Oxford Royale Academy (2014), independent learning is required for university level study.  At levels of study below university level, students a spoon-fed a bit more with their studies and told where they need to go to look for the information that is needed for essays and exam revision.  This is not the case when a student is studying at university level.  Students will be given information during lectures and they will also be given a resource list.  It is the responsibility of the student to use the resource list and the information given to them to further their knowledge in the subject, so that they are fully able to understand the subject and be able to complete necessary assessments to obtain their degree.

Social skills are another important skill to have at university.  During their time at university, students will spend a lot of time with a group of fellow students during their lectures and there will be times that group work will be necessary to perform a task.  Not only that, it is good to have a group of friends within their classes as this can lead to building a network.  There may be times that a student may have to take time off due to ill-health or for other reasons, and by having a network, it can be easier to catch up, especially if somebody within their network has taken notes for them to look at.  Also, if a group of friends study together, it may help broaden their knowledge further as there may be points that they have missed that someone else has picked up and vice versa.  Having a group of friends that you spend a lot of time can also be a benefit to somebody’s mental health as well.

Time management is integral for university study.  Many students will work, whether it be full-time or part time during their years of studying, so being able to effectively manage their time so that they are able to have a balance between their work, study and social life is very important.  It is not feasible to think that minimal amount of study is going to be adequate to complete a degree.  At the same time, it is not feasible to have no social life at all.  Everybody needs to let their hair down from time to time.  There are some simple things that can be done to help students manage their time more effectively.   Some students find it beneficial to use their calendars on their mobile phone.  This way all appointments can be stored on there, and there will be no double bookings!  Also, creating a to-do list helps some students.  With this list, a student can look on their list and see what they need to do quickly.  Then once every task has been completed, they can be crossed off. 

According to Library (2019), referencing is another important part of university study.  Some students may not be familiar with referencing when they first start university, so it is worth doing a little bit of research on this before starting a course.  It is necessary for a student to reference the work that they perform, so that they acknowledge the work of others where they have learnt their information.  Different universities use different referencing systems, so it is always worth getting a basic knowledge on the referencing system that the university where the student will be studying at uses.  Referencing can seem like a lot to digest at first, but each university will have the resources for their students so that they can learn how to do it efficiently.

Another skill needed for university level is digital skills.  The way of the world is changing and most of a student’s study will involve digital skills one way or another.  A written assessment will need to be produced digitally and submitted digitally, so getting to grips with a good word-processor would benefit any student wanting to study at university.  A lot of research will also be done digitally, so again some digital skills will be needed and then they can be developed throughout the student’s time studying at university.



[bookmark: _Toc32491444]2.1 Evaluate own Academic Skills 

For the next part of this report, I am going to be reflecting upon my own current academic abilities and skills to see what I can improve.  Driscoll (2007), developed a model that people can use to try and reflect on what has been done and what can be done to make it better (see Appendix).  I will then produce a gap analysis so that I can see clearly where I am now, where I want to be, what I need to do to get there and how long I want to take to get there.


[bookmark: _Toc32491445]2.1.1  Current Academic Skills

Out of the academic skills previously mentioned before, I feel I have a fair few of them, all of which need developing further.  For example, I feel that I have good written English skills and essay skills, but I sometimes waffle on a bit trying to get my point across.  This could affect my final mark as I my have reached my word count without getting some of the points in I need to because I have beaten around the bush in other parts.  To rectify this, I should proofread what I have typed and then I could try and find a way of cutting it down while at the same time getting everything in that I need to.
I feel I have good reading skills in general but applying them to my university studies I find difficult at times.  With some of the material I need to read to help me with my studies, I sometimes find it difficult to digest the information that I am reading.  If I don’t digest the information effectively, I may not understand what I’m writing about therefore not giving a clear picture of the subject I am writing about for my assessor to read, therefore having a detrimental consequence on my marks.  To improve this skill directly to my university studies, I could set aside some time each week to read segments of what I need to know, so that I can do a bit at a time and try and digest small bits at a time so I can get a clearer picture of what it is I am learning about.

One skill that I feel I do well in my studying is note taking.  I feel that I take notes efficiently in a way that I can understand when I look back at them later.  I jot down anything that I think will be useful to go towards my assignments or understanding towards them, and I jot down any resources that are shared so I can have a look at them in my own time.  This really does help me when it comes to writing my assignments.  

A skill that I seem to be improving over time is my independent study.  When I first started studying, it had been a few years since I had done anything like this, and I did find it difficult to branch off and develop my knowledge any further that what my tutor had taught me.  I have learnt to develop this skill over time and feel that it shows in the body of my assignments that I write. There are still ways I could develop this skill and that is to further where I source my information from.  Most of my independent learning is done through the internet.  I could really develop this skill if I was to use the university’s library and source my information from books, whether that be digital or hard copies.

A skill that I was improving in during my studies was my social skills.  I felt like part of a team within my class and was becoming more friendly with them.  Due to the current climate (coronavirus), we no longer meet physically in class and do online classes instead.  Personally, for me, I don’t find that the online classes have the same effect (socially wise).  As members of the class, we do have a whats app group that we can communicate in, which does help as we ask each other questions if we are unsure of anything, but we are all currently able to meet up either in university or outside.

I am slowly improving my time management skills.  When I first stared studying, I found it difficult to find a work/study/social life balance.  I was either not studying enough, or I wasn’t spending enough time with my children.  I now really try to do my studying when they are in bed or for only a small portion of the day when they are awake.  This was influencing how much I was having to cram in to writing an assignment days before it was due.  I could improve this skill further by making sure that I set aside a time each week that I dedicate to my study.  More than what I am doing now, but not so much that I still get a balance in life.
Referencing is my weak point with my studies.  I just can’t seem to get to grips with it.  I can do the basics, but by not doing it as effectively as I need to, does affect the mark I get in an assignment.  To rectify this, I need to sit down and read the Harvard referencing guide that the university provides on moodle. I think I would benefit by having it in a hard copy so that I could keep referring to it as and when I need it.

[bookmark: _Toc32491446]My digital skills are improving all the time through my studies.  Before the course, I thought I had adequate digital skills.  When I was at school, I studied ICT for GCSE and obtained a good grade from it.  Since then, technology has come on a long way, and I felt like I was drowning when I got into the course.  I really felt it when I was having to do independent studies and assignment writing.  By keep using the laptop for my studies has helped me further my digital skills as and when I need them.  If I feel I need to further my skills more, there are plenty of online resources that I can use to do what I need to.

Gap Analysis to identify ‘gaps’ in knowledge/skills

Below is a gap analysis I have created, so that I can see what my objective is, what I can already do, what I can’t do and what I need to do to fix it.  This makes it easy for me to know what I need to do to achieve my goals.


	Objective
	Current Position

	Deficiency

	Action


	What do I want to do?

	What can I already do?
	What am I lacking?
	How do I fix this?

	Become a registered home manager






	I already have a QCF Level 3 in health and social care.
	A QCF Level 5 in health and social care.
	Get into a managerial position at work to be in a position to complete the relevant qualification.

	Become a registered nurse.






	Study at university level.
	The correct qualifications to start a degree in nursing.
	Enrol in a course that will allow me to study a nursing degree at university.
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2.1.2  Action Plan for Improvement
	Objectives
	Tasks
	Success Criteria
	Time Frame
	Resources

	List your Goals
	What do you need to do to achieve these goals?
	How will you identify your success? 
	When do they need to be done by?
	Who or what do you need to help you?

	Complete outreach course
	Keep attending classes and completing assignments
	When I receive my qualification at the end of the course.
	October 2020
	Tutor for support and moodle for tools to complete assignments

	Learn to reference properly
	Keep practising writing different references
	When I can write them with ease
	2 months
	Cite it right book and online library to read Harvard referencing guide.

	Start a nursing course
	I need to complete the outreach course and apply for a nursing course
	When I have enrolled onto a nursing course.
	January 2021
	Tutor to guide me in the direction I want to go




[bookmark: _Toc32491448]
Conclusion

This report has shown what employability skills that and employer will be looking for to work I a managerial role.  There are many of them and they are mostly transferable skills that can be used in any field of work, so they are an incredibly useful skillset to have.

It has also shown me what I need to do to improve my knowledge and the skills that are required to continue my university studies.  I can now look at these and set myself some goals and measure how far I have come along and  in how long. 
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