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[bookmark: _Toc456901515][bookmark: _Toc36035726]Introduction 
This is to be a report on employability skills, during which I shall explore and discuss the employability skills required for leadership and management levels of employment.  I intend to perform a self-evaluation of my employability skills and my transferable employability skills. Once this is done, I shall be able to perform a gap analysis to evaluate my own employability skills and thus identify areas that can be improved, and then plan the improvement through the creation of a personal development plan (PDP).
With this done I shall move onto academic skills, where again I shall explore and discuss my own academic skills, identify areas that need improvement, and then plan the improvement accordingly.
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[bookmark: _Toc498692289][bookmark: _Toc36035728]Explore employability skills required at leadership and management level
To begin we need to define what we are talking about. What exactly are employability skills? Employability skills are quite simply the skills that employers want from their prospective employees. These skills include but are not limited to
[bookmark: _Toc498692291]
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· Time management
· Reflection
· Networking
· Inter-personal communication
· Negotiation
· Presentation 
Time management of course means that you arrive at work on time, but at the management level it also means that you can prioritise tasks and delegate duties in a time effective and efficient manner. There are several time managements tools we can use to improve our efficiency. Covey’s Matrix (Covey, S, 1989) is a particularly useful example as it enables you to prioritize tasks by separating them into categories of urgency and importance. 
Reflection is the ability to look back at something, learn from it and take appropriate or corrective action going forward.  Borton, T (1970) and Driscoll, J, (1994) both had very similar models for reflection that are widely used today, and though they are useful, the “What? Now what? So What?” or “What Next?” models are a bit simplistic. While Gibbs, G, (1988) and his model of reflection offers a more dynamic way of reflecting on something and breaking it down to create an action plan at the end.
Networking is about building relationships. The old adage of “It’s not what you know, it’s who you know” though first coined during World war 1 in a little known publication of “The Electrical Worker” (National Brotherhood of Electrical Workers 1914), does count for an awful lot even in today’s modern workplace. If the adage is true, and most of us accept it is, then it is better to know more people, and if we are going to know more people we are going to have to meet people and build relationships with them that are mutually beneficial. This will require you to have good inter-personal communication skills,  The relationships you build have to be negotiated to be mutually beneficial otherwise the person or business getting a raw deal will refuse to participate in whatever venture you propose. By the same token, if you have good inter-personal skills and can build a rapport with the reps from whichever company you are talking to, or get on the good side of a manager or recruiter, then you are much more likely to negotiate a slightly better deal, price or salary. You could even network and talk your way into a better job or career by networking well and meeting the right people.
There are a multitude of ways you can network these days. Social Media platforms Like LinkedIn have made networking bigger than ever and easier as well, but the big 3 are…
· Face to face (Networking events, lunches, meetings)
· Online (LinkedIn Profile, social media)
· telephone (Conference calls, sales calls)
“A network is a unique group of interconnections and no two people will have identical networks” (Johannisson, B, 1986)
To put this in another context, consider that you will know at least 1000 people over the course of your life, and each of those people will know 1000 people. This puts you one person away from a million potential connections, and 2 people away from a billion. I can only surmise that the axiom is true, and that who you know is just as important as what you know. Maybe even more so.
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[bookmark: _Toc36035731]Current Employability Skills
Having worked as a manager in my previous occupation, I have a fair idea of what my strengths and weaknesses are, and a useful tool for breaking these down dynamically to perform a gap analysis and create an action plan going forward is called a “SWOT analysis”, Bruneski, P and Chen, E (2007).          SWOT - Strengths, Weaknesses, Opportunities and Threats. 
The answers in the table come from my own experience as well as that of feedback I have received from my tutor, classmates, peers and friends.
	STRENGTHS
Reflection
Time Management
Budgeting
Negotiation
Inter- Personal Communication
	WEAKNESSES
Presentations
Networking

	OPPORTUNITIES
Larger Network
Better employment prospects

	THREATS
Covid19 – Social distancing -Hurts networking.
Lack of WIFI due to current social situation
Lack of available services, Libraries etc due to Covid19


Above we have the completed SWOT analysis of my current employability skills. A SWOT analysis is a form of gap analysis, which here shows a gap in my skills and as we can see, my biggest weaknesses are networking and presentations. These will need to be addressed in the action plan / PDP (Personal Development Plan). In the threats section, we have the issue of the day, Covid19. This is of course a clear and present threat to us all, but in the context of employability threats, it has led to the closure of just about everything. Libraries, internet cafes and bookstores all closed. It is of course hard to demonstrate any employability skills when every employer has had to shut up shop. This means that just about everything will need to be done online instead of to face to face. This means that for those of us who don’t have WIFI at home, it has become extremely difficult to do anything at all, as everywhere that offers free WIFI is now closed for the duration of this pandemic. 
My weaknesses are Presentations and networking. Having attended networking “events” in the past, I must admit they amounted to very little in terms of measurable success. Folk generally just stayed by their stands and didn’t interact with each other very much. I think some were afraid to leave their stands in case someone came by to enquire about their business. Though there were always several stands that were permanently empty as the people were going to all the other stands to network and exchange details. I tried to do a bit of both at my networking events. I would split my time between walking around the other stands and talking to people, exchanging business cards, and also not stray too far from my stand so I could be on hand to answer any enquiries from the other attendees. I would always end the day with a hefty bunch of business cards from the other networkers, but whether any of this amounted to anything measurable in terms of increased business or sales, I couldn’t say.
Presentations, meanwhile, fill me with a dread akin to being naked in public. This surprises some folk as I am known to be good at interpersonal communication and at putting together a logical and coherent argument, but public speaking is a different kettle of fish to speaking in public. I have given presentations before, but in my experience, I tend to rush through them too quickly as I just want the presentation over.
So, how am I to overcome these threats and weaknesses? 
[bookmark: _Toc36035732]Action Plan for Improvement

When it comes to giving presentations, this is a relatively easy fix.  We can use SMART objectives to put together a Personal Development plan. SMART is defined by Perron, M.  (2018) in “The importance of setting SMART Goals” as, Specific, Measurable, Attainable, Realistic and Timed. The PDP will be set up with these principles in mind. 



	what are we aiming for?
	How will success be achieved?
	How long will this take/be measured?
	What does success look like?
	Available resources

	An improvement in presentation giving
	Repeated practice at home in front of a camera. Recorded.
	3-5 practice sessions a week over the next
4-6 weeks in front of a camera. Get feedback from tutor and classmates
	A 6-8 minute presentation completed successfully at the end of the next SFWP module
	Class tutor
Class rep
Online library
Class peers



The PDP has been set up with a Specific goal, which is Improving presentation giving. It is measurable in that when practiced and recorded in front of a camera, I will get feedback from my tutor as well as my peers and show improvement each time. It is attainable, we all know practice makes perfect to be a consistent truism, and it is realistic to do this, people practice before presentations and have passed this module before. It is time measured by the 4-6 weeks between modules to practice and improve. Success will be a pass on the presentation section of the module. Some of these skills, though listed here as employability skills, do sound like they could easily be academic skills as well, and we shall explore academic skills in the next section.
[bookmark: _Toc498692297][bookmark: _Toc36035733]Part 2: Academic Skills 
For this section the first question we need to ask is, what are academic skills? 
Hopkins,D et al (2018) in “The academic skills handbook”, define academic skills as: -
· Academic writing (which combines report and assignment writing)
· Reading
· Interpersonal communication 
· Critical thinking
· Public speaking
· Research-methodology
· Study skills
· Harvard referencing
Academic writing is structured writing that is backed up by evidence. It is planned and focused to answer a question, demonstrating our understanding (or lack thereof) of a given subject.
Interpersonal Communication is not as simple as it sounds oddly enough. It is a term applied to any interaction , both verbal and non-verbal, between 2 people. 
Mehrabian, A (1981) suggests that when people speak to one another, the communication is broken up into 3 distinct categories.  
He classed the elements of messages as ……
· Spoken words 7%
· The way the words are said (Pitch, tone and timbre) 38%
· Facial expressions and body language 55% 
This means that if you send a text or a message on social media, you potentially lose up to 93% of your message. 
Harvard Referencing Pears, R. and Shields, G. (2016) published a fantastic referencing guide called “Cite them right”. The purpose of which was to better enable us to understand what referencing is, why referencing and citations are important to avoid accusations of plagiarism (a form of academic and intellectual theft) and why it is important to cite and reference correctly as there are several forms of referencing. But in the academic and university spheres, the main form of referencing used is Harvard referencing. At its core, Harvard is a form of referencing used primarily in university by students to cite sources of information.
Public speaking is as simple (and terrifying) as it sounds. It’s all well and good knowing all the answers, ,going to get very far. But a little practice and assertiveness training can fix that. I highlight presentation here as it’s an apt moment to show the link between academic and employability skills. They are entwined and closely linked. For instance, if you’re terrified of public speaking, your presentation will suffer, and if you don’t have the skills to put a presentation together, it will not matter how well you can speak in public.
[bookmark: _Toc36035734][bookmark: _Hlk498694375][bookmark: _Toc456901523]Other academic skills which were not mentioned above but are included perhaps as sub categories of the skills listed, include things like using office software and making use of the Virtual learning environment, though these are touched on in the research methodology and study skills.
Research Methodology is the method through which research is conducted. The 2 main forms of research are known as primary and secondary. With Primary research being done yourself through personal investigation and data collection, and secondary research being done by someone else. All secondary research done at an academic level should be CRAAP tested. This means that if the research is done by someone else, an author for example, the article should be Current, Reliable, Accurate, from a reputable Authority on the subject, and it should have a Purpose and be unbiased. 


Evaluate own academic skills to identify potential areas for improvement and plan the improvement accordingly.
Here again we need to perform a gap analysis, this time of my academic skills. Once more we shall do a SWOT analysis to achieve this. Once complete, we can put an action plan in place to remedy the gap in my academic skills. This will need to be done under the SMART parameters which we discussed earlier. I am basing the answers here in the table on my own experience as well as that of feedback I have received from my tutor, classmates, peers and friends. 
	Strengths
Reading
Interpersonal Communication
Critical thinking
Harvard Referencing
	Weaknesses
Public Speaking
Academic Writing

	Opportunities
Receive qualification 
Improved job prospects
Improve my academic skills

	Threats
Covid19-social distancing- Impossible to engage in public speaking currently.
Lack of WIFI availability as everywhere is closed


Judging from my SWOT results, a gap analysis shows that my strengths are critical thinking, as I am a natural sceptic and like to analyse issues objectively before forming a judgement, Interpersonal communication, as I do enjoy talking to people, engaging in debate and making connections, and reading which I do a lot of.  The gap analysis shows that academic writing is a fall down point for me. I often find myself slipping from 1st person to 3rd person and back again. I also have an annoying habit of going off on a tangent to explain something and using flowery language. I am getting better at this however, and so the weakness I will be focussing on here is public speaking. This is hardly a surprise as we established earlier that my employability weakness is presentation giving, and when you give a presentation you are engaging in public speaking, so it stands to reason that this is an area in serious need of attention. I often found in my previous employment, that my biggest issue with public speaking and giving presentations, was that I tended to rush through the material. My primary aim now is to slow myself down, relax, and give a presentation without hitting the accelerator. 
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The improvement I am attempting to make is to effectively calm myself down and not rush through my presentations at 100 miles per hour. An effective way of combatting this would be to add the element of time to practice sessions. 
	What are we aiming for?
	How will success be achieved?
	How long will this take/be measured?
	What does success look like?
	Available resources?

	To deliver a 6 minute presentation without racing through it in 2 minutes.
	Repeated practice in front of a mirror or camera with a stopwatch or timer.
	3-5 weeks of practice, done in front of a camera with a timer or stopwatch. Get feedback from tutor and peers
	A full presentation given, to a pass standard on the next SFTWP module
	Class Tutor
Class Rep
Class Peers 
Online learning environment/library
Stress balls



This PDP or action plan has also been set up with SMART goals in mind. It has a Specific goal with defined parameters, it can be Measured in feedback from both tutors and peers, it is Attainable as we know people do give presentations, it has a Realistic goal of a 6 minute presentation, and is Timed by the 3-5 weeks available to practice before the assessment.

[bookmark: _Toc36035737]Conclusion

During part 1 of this assignment I demonstrated my understanding of employability skills and what they were. I defined and explained them and cited the sources I used in the bibliography section. I have also used the SWOT tool to evaluate my own employability skills in order to do a gap analysis of my skills to find which areas would benefit most from improvement. I based the SWOT tool answers on my own experience and the feedback I have received. I was able to then use the results to put together a PDP action plan for how to overcome the weaknesses the SWOT analysis revealed. SMART objectives were considered during the PDP creation process. And the definitions of SMART and its principles were explained. The goal of the PDP was to overcome a general fear of public speaking and the method of how this was to be done was Specific as the goal was clearly defined, Measurable through feedback Attainable through practice, Realistic, Time managed, and ultimately achievable. I also demonstrated with an appropriate example how employability skills and academic skills are transferrable and linked.
In Part 2 I demonstrated my understanding of academic skills. I explained what they were, listed and detailed several of them to provide a better understanding of them, and cited my sources. I then used the SWOT tool to perform a gap analysis of my academic skills and found that the area most in need of focus was presentation giving. I always hated giving presentations and always rushed them, so this is an area in need of serious focus. My answers on the SWOT table are again based on my own experience and feedback I have received. I used the results to put together a PDP action plan to bridge the gap in my skills that the SWOT analysis has shown us. Once more the PDP was designed with SMART objectives behind it. A Specific goal was set, that was Measurable by feedback, Attainable through practice and constructive criticism and feedback, realistic, and time managed.
On reflection, it does seem that the 2 action plans I have put together are very similar. They do both appear to be dealing with the same problem in a slightly different way. In this case it is because the problems we have identified are closely linked and clearly transferrable skills. Public speaking and presentation giving do go hand in hand. The main difference between the 2 action plans is that while the first action plan tackles the issue of overcoming a serious dislike of public speaking through practice and repetition, the second deals with a more specific problem of racing through presentations quickly, which is a side effect of a fear or dislike of public speaking and so the element of time was added in order to slow me down and make a 6 minute presentation last 6 minutes as opposed to 60 seconds. With these action plans in place, I would be confident of a positive outcome.
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