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The author is a mature student at the age of 47. She is a single, working mum in the financial element of the local council (rent officer). She has worked in several organisations including Banks and Post Offices.  She has joined this course to advance her employability skills. Her hobbies include interior design and rock music. 

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

Leadership and management skills are becoming increasing important in today’s job market. With this in mind, the author will explore the employability skills required at leadership and management level. 
The author believes the skills required in leadership are: 
Confidence, charisma, being able to captivate and engage with large groups.  Dedication in what they believe in and a vision to see it through to action.  Having good interpersonal skills and being able to communicate at all levels of society. Open to new ideas. Forceful in control.  Positivity and clarity in delivering all aspects, their ideas, their team, their goals and vision.  Courage to act and believe in what they do.  Focused passion. Decisiveness and commitment. Setting an example. Delegating tasks and trusting their team to carry them out. Give hope, set goals and give rewards to the team/nation/organisation. The ability to make employees feel needed and appreciated. Utilising your staff to the most effective way. Knowing their strengths and weaknesses but also supporting them to improve, advance and grow. Empathy is needed to understand the other persons perceptions or feelings. Being able to reflect on actions and able to admit defeat. To look ahead at the big picture.
According to Goldman (2000) there are a number of different kinds of leadership styles each with their appropriate skills.  These include a dominant leader who ‘tells’ what they want you to do immediately. Another is by ‘coaching’ your employees to develop themselves. The democratic approach is another, by which the ‘team collaborate’ to achieve goals. While the transformational leader will adapt the more softer skill by improving the individual with ‘recognition and praise’. Mixing up these styles works well when circumstances need a different approach of leadership, for example war or economic crash.  
The author believes many of whom are considered to be great leaders from the past decades, have the majority of these strengths, but not all.
Winston Churchill and Hitler had the ability to unite their nations to go to war with their interpersonal skills. They were compelling speakers, engaging their whole country with the power of their voice and speeches. They were able to persuade a nation to follow their vision, which could potentially result in sacrificing their life and the life of their family. They showed decisiveness in their war strategies and would delegate officers to carry out these actions, however, the author questions if Hitler had any empathy in what he undertook in the other aspects of leadership with the inhuman treatment of the Jews.  
The author sees the majority of leadership skills in Sir Richard Branson. 
‘What leadership boils down to is people. Whatever your style, whatever your method, you need to believe in yourself, your ideas and your staff’ Domansca, A (2018) 
“Good leadership is by definition all about taking the next venture forward and finding new avenues where the business can evolve and prosper.....  To stand still today is to go backwards – and quickly!” (Branson, R page.122, 2014)
The author can see Richard Branson has the ability to reflect on his actions and makes future changes, making his company extremely successful. Branson plans and invests in the future; he always ensures his company has the best technology to better his customer’s experience and enjoyment, thus ensuring future business. A prime example is that the author has flown with Virgin and the entertainment technology is the best they have experienced in comparison to other airlines. He is able to except defeats, treats them as a learning curve and quickly moves on; for example Virgin Cola 1994, Virgin cars 2000. 
Mr Branson is approachable and a good listener. “When you take the time and effort to improve your listening skills by growing that extra pair of ears, you will be presently surprised by how much your people appreciate the new you.” “Actively creating meaningful ad hoc or semi-formal opportunities to speak with rather than at your people, and then actually listening attentively to their responses, achieves some incredibly positive outcomes”. (Branson, R page.42 2014)
The author’s research shows how investing in your work employees is a good management and leadership skill; it is what employees want.
94% of employees would stay at a company longer if it invested in their careers  and 56% of employees would take a manager suggested course  (workplace learning report, 2018)

The author understands the value of retaining skilled staff; this creates a confident and secure working environment. Keeping talented staff is good work practice for the company and it has a greater chance of success. This saves the company money as the retraining of new staff is not needed and provides stability in the work team and camaraderie. 
 “Retaining winning talent is a critical professional development goal to set for your managers. Lowering the number of employees that leave your company helps maintain processes and mitigate upheaval. Provide management training to help your leaders create supportive work environments and trajectories for growth that encourage employees to stay with the company.” Tankersley, J 2015
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1.2Evaluate own Leadership Employability skills
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1.2.1CurrentEmployability skills

The author’s employability skills are that she is an active team member and has the ability to work alone within the rent officer unit. She has enthusiasm in her present role to progress to be a valued member of her organisation. As a rent officer, she has managed to achieve a rapport with her tenants. This is to gain their trust so they can fully engage with her. With this engagement, the author can help the tenant with budgeting advice and/or signpost the different organisations that can help the tenant within the author’s network. This network consists of social services, charities to help with gaining future employment and courses, organisations to help and combat addiction etc.  This engagement can prevent further recovery action and added costs to both the tenant and the authority. The author has analytical skills. She uses data and reports daily to prioritise high value cases, reflect on her progress and to maximise her efficiency. These reports set the workload for the current week and are used to analyse ‘week on week’, the progress and arrear of improvement as a lone worker on her patch.  Highlighting the areas the author needs to focus on and make improvements.  The author has to act promptly to identify cases which need extra communication and perhaps court paper action. The author uses her IT skills to prepare court papers.  These papers have to outline the evidence of what has happened in the case. The data has to be accurate, clear and include the whole picture to enable the judge to make an informed decision on the case. 
New technology has come into her role where agile working is being pushed forward.  Working from home is on the agenda. The author has had to adapt to these changes which brings the challenge of learning new IT skills and new working methods. She is open to change and believes her ability to calm a situation is important. She listens, understands, communicates clearly, is firm but always polite and professional. This ability has prevented issues being formally escalated to the complaints department, benefitting both tenant and company. 
The author believes her greatest weakness holding her back in learning new employability skills, is reading. The author is an audible learner.  The author would prefer and understand with more speed, if the task was explained via a video or by someone explaining what is required / the procedure. She can stop, rewind and pause a video to absorb all the facts over and over. When being shown a task by a manager, the author can ask questions at that point to ensure she understands completely, thus carrying out her duties to the best timescale available. There is then no need to refer at a later stage.  She learns with more success by being shown examples. This is due to her dyslexic tendencies, memory issues due to the ‘brain fog’ and tiredness caused by her type 1 diabetes. This lack of reading is the main weakness and thus reflects other areas of her employability skills which need to be improved. Spelling, public speaking, greater knowledge of grammar, vocabulary, essay writing and research exercises are all areas that would improve her employability skills.
The author believes her soft spoken manner can be seen as a weakness, by her tenants and her work colleagues. This also makes it obvious the author lacks confidence in public speaking and is evident in her workplace due to the results in questionnaire (1) appendix 3 and questionnaire (2) appendix 4, where a number of colleagues state a lack of confidence in the author. 

The author has also taken a questionnaire to see what kind of leadership style she has at this early stage of the course. The results are in appendix (1). Although the results are quite equal between the coaching, facilitating and delegating styles, there is a slightly higher percentage to the ‘directing leadership’ style.  This is likened to Sir Alan Sugar who gives specific goals, demonstrates what is needed and gives detailed instructions.  The author can see this in herself, but will learn to be more mindful in the future to progress into the coaching side of leadership, through praise, coaching and feedback.  She believes this is the more modern way of leadership and would be more beneficial to employees.  This style is demonstrated by Facebook's Mark Zuckerberg. 

An online ‘Left Brain Right Brain Test’ was completed by the author Feb 2020 (Appendix 2). It contained scenarios, images and questions set to establish if the author’s brain was rational or imaginative. The results showed she is 70% rational and 30% imaginative. This was a surprise to the author as she is highly creative in her hobby of interior design.  She believes that the above is a good indication that she has leadership and management potential. 
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[bookmark: _Toc32491443][bookmark: _Hlk498694375]2.0 Reflection on Academic Skills required for University Level Study
[bookmark: _Toc456901523]
“The academic skills required for University study are described in the article below from Cardiff Met University (2020).
We define academic skills as:
'aspects of behaviour learned by students while studying at Cardiff Metropolitan University that are required to operate successfully at the level of higher education; practising these skills leads to the development of graduate attributes, such as problem solving and analytical ability, effective communication, and creativity and innovation. Academic skills are made up of core skills, such as academic writing, presentation skills and referencing, which underpin more complex skills, such as critical thinking and reflective practice' (Academic Skills Specialists, 2013).
The core skills referred to in the definition include:
Learning independently
Writing (or written communication)
Presenting (or spoken communication)
Research
Referencing

These core skills underpin more complex skills, which are often more difficult to develop; they include:
Criticality
Academic writing
Reflective writing
Managing information
Understanding assessment
Producing dissertations and longer pieces of work”

The author recognises and agrees with the list above. University skills are more open minded and require investigation work by the student. To learn independently differs from the author’s school days, where lessons were taught in depth by the teacher and the pupil needed to memorise the work. Referencing in University is required to give proof of other people’s views/ideas or to validate an opinion. This requires a vast amount of reading to be able to digest and select relevant material. Therefore more time is needed and better management of that time. The presentation of the work requires accurate grammar and Harvard referencing. Another skill needed is critical thinking. To do this the student must look at the subject matter from a distance, taking in all points of view and analyse these points by questioning them. Subsequently, the student must be able to reflect on what they have read by taking apart the information piece by piece, then be able to use it in an essay to make it interesting and enlightening. 
[bookmark: _Toc32491444]2.1 Evaluate own Academic Skills
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The author has advantages over others due to their past working roles and for different companies. They have vast experience in customer care. Due to the their many career moves, they have been able to grasp new challenges and roles quickly. This includes new systems, legal requirements and general duties in their posts. The author has worked with a diverse section of the public and gained interpersonal skills through this. They believe they are more open to change due to their extensive career path. They have challenged their self every two to three years by achieving promotions. 
They have immense patience which they believe is a rare quality. They have also experienced in their workplace a lack of professionalism in a limited display of empathy. For example, anger management issues with a challenging customer. 
The author has enthusiasm to learn new ways of working to benefit themselves and the organisation they work for. 
Their time management skills enable them to organise procedures in a more productive way. For example, being able to see that tasks could be streamlined to reach the same goal. 
The author has patience in helping others, customers and work colleagues and this shows strength as a valued member of the working team. They always offer to help. 
The author has strong interpersonal skills with her customers. She is conscientious and willing to exceed in her duties to enable a better connection to the customer, resulting in a more lucrative outcome for both them and the company.  For example, less charges to the customer, faster payments to the company.
The author’s manager has pointed out that her notes are clear and concise. This makes the managers decisions on the case easier and more efficient with their time, as they have all the facts. The author is a dependable member of the team. 
The author is not afraid or too proud to ask for help as this would benefit the workplace. They welcome feedback to better themselves as a productive member of the team. 
The author is proud that she single-handedly ran a Post Office in her early thirties, and at that time was the youngest post mistress in her town. She was respected and valued as it was a responsible role in the community. She had full control of the stock and money and was solely answerable for any discrepancies that arose. 
In the authors last role she was one of only two employees in an office of thirty five that were multi skilled; being able to do two different roles within the finance section. These would include different tasks, laws and regulations. She could switch from one to the other with ease. This made her a valued and sought after employee.
The author has always attempted to improve her educational skills. She went to evening classes in her twenties to learn sign language. She is proud that she is studying this current “Skills for the workplace” course and proves the drive she has to push herself to gain more qualifications. To be a single working mum and to balance these roles takes commitment.  
[bookmark: _Toc32491445]

2.1.1  Current Academic Skills

The author has conducted two questionnaires within her workplace to establish her current academic skills. 

Questionnaire (1) completed in the author’s workplace Feb 2020. It questioned the author’s skills of empathy, confidence, dedication interpersonal skills and decisiveness in the workplace. 
The results show in the graph (appendix 3) that the author has very good empathy and dedication. Overall, her interpersonal skills and decisiveness are good. However, her confidence is where she needs to concentrate more on improving. 

Another questionnaire (2) was completed in the author’s workplace March 2020. This questionnaire asked what the author’s strengths and weaknesses were in the workplace. The author has used these answers along with some self awareness to complete a Johari window (Appendix 4). What was unknown to her, was that she displays an ‘over thinking attitude’ but can see her willingness to learn can be interpreted as this. Being told that she communicates well with partner agencies has given the author some assurance that she does display some confidence in the workplace. However, this confidence needs to be improved in other areas, such as public speaking. The author understands that she needs to be more resilient and look at the bigger picture of the task. She recognises that this is still early days in her role and that she is still learning. This is probably why she tends to like a ‘Black or White’ answer as it is clearer to her. This was unknown to the author until she had the results of the questionnaire but she will learn from this and attempt to look at the bigger picture more.  Until the author looked at the question ‘what was known to her but not known to others’ is that she hides the confusion that her diabetes causes. She tries to hide her confusion and visual disturbances due to the fear of it affecting her chances of a permanent post. The author was pleased that there were not many weaknesses given by her work colleagues and herself doubt might be the reason for holding her back. A common thread of both questionnaires is that the author is seen as a valued member of the team.

With the results of these two questionnaires the author was able to complete the SWOT below.  
SWOT

	Strengths
	Weaknesses

	· Good team player
· Empathy
· Wide experience of customer care
· Knowledgeable in other arrears/sections of her organisation
· Keen to learn 

	· Lack of IT skills
· Not fully trained/experienced in her current role 
Reading and dyslexia issues result in a slower pace of work that other members of the team

	Opportunities
	Threats

	· Present role may be made permanent 
· New section has greater chances of career progression
· This course will open up new opportunities in other aspects of her organisation
· The experience of this new role along with this course, would increase her employability and confidence.  This would be advantageous to go for interviews at high paid competitor companies
	· Present contract is temporary until May and might not be extended
· Her Diabetes may have an impact on her role. If the position has to be advertised and interviews conducted, Diabetes may be a negative
· Other member of the section have shown interest in filling the position if it is made permanent and advertised
· Budget threats.  Staff numbers are being cut. Redeployed. Redundancies.






[bookmark: _Toc32491447]2.1.2 Action Plan for Improvement
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The reason I have joined this course is to better my leadership and management skills.  Reflecting on the results of my questionnaires (appendix 1,3 &4) along with my GAP analysis (appendix 5), I am now more informed of the skills I need to improve and grow in my academic studies.  I have completed an action plan and set myself goals (appendix 6 & 7) to improve, progress and set a time frame to achieve these . 
I am aware that I have the knowledge in my professional capacity but lack the confidence in public speaking, to deliver, engage and inspire others. 
I have a speech impediment which also affects my confidence in my own abilities. I find it difficult being the centre of attention due to my shyness. 
To help overcome these issues, I plan to look into breathing techniques to help relax my with anxiety and stress levels.  Where Green, W (2016) p 99 advises to breathe deeply, this slows down the heart rate, releases tension and causes the mussels to relax. I plan to use the 7/11 breathing technique, where Barton, K Brinley, N Platts.(2006) p 107 advises to breathe in for seven seconds and exhale the breath over eleven.  Another is to take a 15 min walk at lunchtime to get away from my desk.  I will also keep a natural relaxant such as St John’s Wartin my handbag, for times when I am going into a stressful meeting or an interview where I feel overwhelmed. 
I would take part in a confidence workshop. Spending time listening to inspirational speakers would help me pick up useful practices.  I have discovered on my staff website, that my employer has a ‘leadership hub’. It holds events where employees at any grade that have an interest in or would like to aspire into a manager or leadership role.  These hubs give the opportunity to listen and interact with motivational speakers, to offer tips and their experiences. It will also be an advantage to network with other like minded employees. These experiences would also help me in interview situations.  I also need confidence in my body language, to stand tall and be engaging in my hand movements and eye contact.  I would practice what I am about to say to a friendly audience such as a trusted family member. They could give me honest and constructive feedback. I could then progress to larger numbers. I would also tape myself to see if and when I am improving. My goal would be to talk on stage at an event, with confidence and no speech impediment detected. According to Johnson, P (2015) you should not try and be someone else when you are speaking in public, by putting on “speaker disguise” and let the audience connect with you... show your flaws. I can identify with this idea as, when I do try to disguise my personality with the use of unnecessary words and in a different tone of voice in the attempt to be more sophisticated, this is where I start to stutter and loose my train of thought. I will now be more natural and the speech might have a better flow. 
My SWOT analysis has made me aware of my threats in the workplace.  Other members of my team have made it clear that they would apply for my position, if it were re-advertised after my contract ends.  I need to be aware of this competition and make myself stand out more... this again shows where the confidence action plan is needed. 


To increase my vocabulary and memory, I plan to read more for pleasure. This would also help my dyslexia.  I will try to speed up my reading by using ‘The pointer method’ designed by Evelyn Nielsen Wood in the 1950s where your finger scrolls underneath the line. This is also advised by Cottrell, S(2008) where this is called finger-tracking. This trains the eye to move along faster. With this in mind, I believe this would also increase my productivity.  Being able to read legislation and case files accurately and with more speed, would better my chances of getting through more cases in a week.  This would also help my time management. 
I also have dyslexic tendencies. This puts a higher risk of mistakes than others on all aspects of the written work. However, the article The Positives of Dyslexia (David Morgan Education, 2013) states
“There’s so much that’s positive about being dyslexic – the creativity often expressed in the design or drama fields, sporting abilities, the ability to think quickly “on your feet”  twined with natural leadership potential and above average IQ.”    This article by a guest speaker Anita who has dyslexia herself made me want to explore more about dyslexia and leadership, that it may have its advantages.  
Richard Branson has been discussed in section one under good leadership skills, he is dyslexic. 
According to Petrova,J (2020)  dyslexics have skills such as critical thinking using analytical skills with logical reasoning. Even through the difficulties of reading Dyslexics demonstrate certain skills sometimes more than non dyslexics. They have the ability to think outside the box, being able to problem solve and can communicate well being able to explain what they want in clear but caring way, perhaps because they understand their own difficulties and challenges they face in the workplace. They have great empathy.   This is evident in my questionnaire 1 (appendix 3) where my empathy is the strongest skill noted by my work colleagues. 
Another improvement I need as displayed in my GAP appendix (5) is to be more decisive. For example, if I believe my idea is correct, I hold back to hear what others have to say for fear that my idea is inadequate or ridiculed. In most cases my ideas turn out to be most effective. I realise that my idea and thoughts are equally valid to others and the workplace. I believe that I could have spoken earlier and will next time.  If my idea is shown to be weak, I will take on board the thoughts and quickly move on to think of new ideas.  The advice proposed by McKay B et al (2009) is that you be fully prepared with all the information and with this make a list of the pros and cons. Reflect on these things and also your gut instinct.  After this it is important to keep a diary of’ good and bad decisions’ so you can learn from them, to repeat or not repeat if necessary. 
My critical thinking and writing skills do need to improve.  I can see the benefit already of our class discussions and the thought process of my tutor. I am looking forward to more of these in the future welcoming other people’s views and input. To enable me to structure the essays I will following the guild of  Cottell, S (2008).  To be clear about your reasoning and conclusions. Use evidence to support your view and evaluate it. Raise several perceptive views in the argument.    Another is by Tyler, S(2007) to prepare to build sound arguments is set in three parts. 1, Is the foundations which includes your data and assumptions. 2, inferences (educated guesses from the data) .3,  The Conclusion. 
Since the start of this course I can see my skills are already improving.  I have increased my IT skills to be able to complete the questionnaire table charts (appendix 1 and in questionnaires 1 &2 ) .  I am learning through experimenting, learning from my mistakes as well as my achievements.  I am also asking help from others and I am looking into a study course that is run by my employer to gather more skills. 
My vocabulary and understanding of manager’s skills has also improved and I feel more comfortable in meetings due to this knowledge. I am able to actively listen and contribute more.  This course is opening up new avenues in my employability and giving me the confidence to look at a higher grade and career advancement.  There is a long way to go but it is a productive start to my University journey.




APPENDICES

Appendix (1)

Leadership style questionnaire 



The sample included 24 questions to determining the style of leadership by the author. It was conducted 10.03.20. 

· Directing style:  Dictate tasks. Frequent checks of quality and work.  
· Coaching style:  Motivation and praise. Feedback.
· Facilitating:  People–centred. Holding staff meetings for more involvement in the tasks and goals. 
· Delegating:  Employees have more free reign to work and make decisions on how to do the task. 


Appendix 2 
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Left Brain Right Brain Test  

Appendix (3)
Colleague questionnaire (1)

 (
Skills Audit Questionnaire – Jan 2020
)

This Skills Audit was conducted during the month of January 2020 at Blaen-Y-Maes District Housing Office – Rents Team. The personnel consisted of colleagues and peers (up to senior management level). The sample size was 10.
Mitigating factors regarding the results were: -
The author has only been part of the team since August 2019. Most members of the data sample are in the author’s daily team, however, two managers may only see the author for a small period of time, and may not be witness to her full capabilities.


Colleague questionnaire (1) 
Hello everyone, could you please spare some time to complete this questionnaire on these skills. Please put a tick in the box where you feel most describes me in the workplace. 
	Skills
	V.Poor
	Poor
	Average
	Good
	V.Good

	Empathy
	 
	 
	 
	
	

	Confidence
	 
	
	
	
	

	Dedication
	 
	 
	 
	
	

	Interpersonal Skills
	 
	 
	
	
	

	Decisiveness
	 
	
	
	
	





Appendix (4) 
Colleague questionnaire. (2)
Morgan, P (2017)
                                        The Johari Window (1955) 
 (
Unknown to Self
) (
Known to Self
)

	
Lacking confidence. 
Not afraid to ask questions. 
Team player. 
Self doubt.
Kind and caring of her tenants. 
Keen to learn and help. 
Good engagement with tenants. 
Attentive and inquisitive. 
Makes lots of notes to insure she understands the tasks. 
Honest. 

	
 (
Known to Others
)
Over thinking.
Integrates extremely well in the team.
Communicates well with partner agencies and stake holders. 
Wanting things ‘too black and white’ in some tasks. 
Adapts very well. 



	
When the author’s diabetes makes her feel ill at work, this brings on confusion and visual disturbances. She hides this from her work colleagues and managers in the fear this would affect her chances of not being kept on in her role. 
	

My potential growth in the workplace.
Making my working contract permanent. 
 (
Unknown to Others
)Ability to pass this ‘skills for the workplace’ course. 



Hi guys, I am studying a course outside of work called ‘skills for the workplace’.  I would be grateful if you could spare just a few minutes in completing the questionnaire regarding myself. My strengths and weaknesses in the workplace, within the team and as a person.  It can be just one word answers and anonymous. Thank you so much for your time. Caroline 
· Strengths:
· Weaknesses:
Gap Analysis to identify ‘gaps’ in knowledge/skills
Appendix (5) 
	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 speak confidently to a large group of people.


	Good at one to one discussions. 
	Confidence and experience of talking to larger groups. 
	Start to practice to smaller groups and increase numbers. 

	
Improve her spelling. 





	The author gets by with basic knowledge but has to check certain words. 
	The ability to spell complex and rare words due to Dyslexic tendencies. 
	To allocate time to read more to increase her memory in spelling. Daily crosswords and puzzles. Scrabble games.  Reading of a daily paper. 

	Increase her employability opportunities.  
	The author has many skills and experience yet job threats are constant. Her present employment is temporary. 
	Qualifications that make the author stand out in the workplace. 
	By taking on more academic courses to improve employability.

	Be more IT competent. 
	Basis IT operations in my day to day work. Work specific programmes. Word. Email. 
	More advanced IT skills. Creating Excel spreadsheets. Using PowerPoint. Exporting information 
	IT courses.  Asking work colleagues for help. Watching  YouTube examples. Experimenting. 

	Wanting to go for more challenging and at a higher grade interviews. 
	Sticking to safer interviews at the authors grade or slightly higher. 
	Confidence in own abilities. Lacking relevant qualification.  
	The author has enrolled on ‘Skills for the workplace’ academic course with the intent of gaining further qualifications. 


1.2.2 Action Plan for Improvement
Appendix (6)

	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?

	To be more decisive.
	Confidence in own abilities. Stop over analysing. 
	To be able to speak up first in a meeting with my views. To cease self doubt. 
	End of May 2020(contract end date) 
	Self help books on anxiety, confidence and decisiveness.

	To increase my productivity. 
	Gain more experience in my work tasks to enable me to process more quickly.  Continuing exposure to work duties. 
	Increasing my day to day workload, taking on more tasks and being able to offer my help with others work.  Few occurrences of asking colleagues for assistance.  Doing more cases in a quicker time frame. 
	By the end of my contract in May 2020. 
	Early morning starts when the office is quiet will increase my productivity. No distractions. As experience grows, productivity will naturally increase. 

	Manage stress
	To meditate. Eat well. Breathing exercises. Sleep well. 
	To be able to cope well with larger case loads in a smaller time frame. 
	April 2020. Rent review. Where more  investigation, research is needed in case to be able to provide the best help to the tenant. 
	Self help books on stress management. 
A herbal supplement such as passion flower and St John’s Wart. Yoga classes. 

	More confident in interviews
	Improve my body language. Engage in eye contact. Give off confidence. 
	By being successful at getting the job. 
	End of my contract in May. New interviews will soon follow. 
	Body confidence improvement books.  Recordings of herself in role play interviews.  




Appendix(7)
	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?

	To be able to get a secure well paid employment.
	To broaden my academic skills.  
	By advancement within my present organisation.  
	By the end of May as the author’s secondment ends. 
	More academic qualifications will help me secure a well paid job. Support from fellow learners and course tutor. 

	To increase my IT skills
	Learn new IT skills.  To have extra training. Practice and explore new systems. 
	By being confident/fluent without need to refer to others.  Use of more systems. 
	By secondment end, May. 
	Attending an IT course.  Shadowing another member of the team in order to observe extended use of IT programmes. 

	Improve public speaking. 
	Practice with friends and family in a supportive environment. 
	By being able to make a speech or public announcement an unfriendly ordinance. 
	In four months. 
	Support from colleagues and family. 

	Improve spelling. 
	Time, resources (books) and practice. 
	Spell check outlining a lower amount of errors.  Less need to refer to dictionaries. 
	As soon as possible. 
	Books, crosswords, newspapers, word games. 
TV with subtitles. 

	Improve critical thinking and essays. 
	More reading of study skills books. 
	To get a high pass mark in this first module showing that I am gaining more experience of critical thinking and writing. 
	By submission of this module. 
	Study skills books. Feedback from tutor. Class discussions to broaden my critical thinking. 
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