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Introduction 

This assignment will outline the employability skills required for the modern workplace and how they correlate to management and leadership level. It will show the employability and leadership skills I possess and how I can improve on them. This will be achieved by the use of various leadership frameworks were appropriate.
Furthermore, I will reflect on my academic skills and experiences that I have taken on board throughout the academic year using The Gibbs Reflective Cycle (Gibbs, 1988) and any additional theories as deemed necessary. From my reflection, I will demonstrate through my gap analysis and subsequent action plan potential areas of improvement.
[bookmark: _Toc35010712][bookmark: _Toc456901517]Employability 

According to the CBI (Confederation of British Industry) Employability skills have been defined as “a set of attributes, skills, and knowledge that all labour market participants should possess to ensure they have the capability of being effective in the workplace – to the benefit of themselves, their employer and the wider economy” (CBI 2009). They list these ‘transferable skills’ as;

· Self-management
· Team working
· Business /customer awareness
· Problem-solving
· Communication and literacy
· Application of number
· Application of IT
· Positive attitude
· An entrepreneurial personality

These employability skills consist of both ‘hard’ and ‘soft’ skills. Hard skills are those that are taught and gaugeable abilities that make a person technically competent.
[bookmark: _Toc498692291]Soft skills, on the other hand, include interpersonal and communication skills, presentation skills, team working and leadership, critical thinking skills, and a commitment to personal learning and development, etc. as well as academic skills. A 2017 Skills survey carried out by the CBI showed that 55% of employers’ soft skills were preferable to degree results and work experience (CBI 2017). These soft skills are predicted to be worth £109 billion per year to the UK economy by 2020 (McDonald 2015). The importance of the UK economy cannot be overstated enough.
Employability skills

The graphic below lists the top ten employability skills that are sought by a range of UK-based companies. 
These generic employability skills are becoming more important due to the labour markets competitive nature that requires a broad spectrum of attributes that employers are looking for. Besides this, as the modem workplace evolves, proficiency in information and social skills need developing for employees to thrive in the jobs market.


[image: ]
STEM learning (2019)

Taking each attribute in isolation, what mores would need fostering for any potential manager or leader to succeed;
Using your initiative and being self-motivated – being able to maintain self-control and discipline. Setting targets and working to meet them. Self-fulfillment is your reward. 
Organisational skills – being able to manage both people and projects. Having time management discipline and insight, as to, needs to be achieved.
Working under pressure and deadlines – as with organisational skill, patience, and planning. This will alleviate stress and promote mental and physical well-being. To achieve this effective time management skills are required and the use of Stephen Covey’s time management matrix as illustrated below is a useful tool to appropriate. Having good time management is important as research as shown (Britton and Tesser 1991). Further research by George et al (2008) displays an interdependence between time management and academic success.

[image: Image result for stephen covey time management matrix]
[bookmark: _Hlk34141121]Stephen Covey, (1989) 7 Habits of Highly Effective People 

Ability to learn and adapt – having a natural propensity to adapt to changing circumstances and to constantly learn and develop.
Communications and interpersonal skills – being able succinctly to explain all from organisation targets to set tasks. The more detailed the better. This should be conferred at all levels via all means. Interpersonal skills should be utilised effectively by being approachable and having social and emotional intelligence to create effective lasting relationships.
[bookmark: OLE_LINK1]Teamwork – as with organisational skill, a leader would need to imbue positivity for a successful team to flourish. Be responsive to the team’s needs. The ability to set clear goals and persist in achieving them. Doing so would require delegating responsibility to able team members but not necessarily authority (Charles B. Handy 1976)
Negotiating skills – Emotional intelligence is a prerequisite here. As is resilience, patience, perspective, and passion. And having the nuance to understand the situation at hand and having the foresight to see the larger picture despite organisational, cultural and pollical differences
Valuing diversity and difference – intolerance, patience, and understanding. Empathy towards others and flexibility to adapt your environment to accommodate the needs of others.
Problem-solving skills – Forward thinking! According to a Harvard Business Publishing report, Leading Now: Critical Capabilities for a Complex World, “Leaders must always be prepared to adjust their strategies to capture emerging opportunities or tackle unexpected challenges” (Axon L et al 2015).
Numeracy and IT skills – Understanding the numbers, the data and using it effectively to the benefit of yourself, your team and organisation. The ability to understand and adapt to any new IT development now and in the future
Examples of people both past and present in public life that exemplify some of the attributes required for employability as discussed above are;
· [bookmark: _Hlk34142147]Communication and interpersonal skills – actors, Matthew David McConaughey and TV presenter David Michael Letterman all of who have degrees in Communications (Communication Studies 2012).
· [bookmark: _Hlk34142325]Problem-solving skills – Albert Einstein, James Dyson and business leader Richard Branson who wrote in a blog “launching a business is essentially an adventure in problem-solving” (Richard Branson 2013).

· Working under pressure and to deadlines:  a psychological trait akin sportspeople e.g. Rory Mcllory and the late Kobe Bryant (Amy Morin 2020)

· [bookmark: _Hlk34142495]Negotiating skill – Nelson Mandela, Theodore Roosevelt and Henry Kissinger (Jeff Cochran 2018) 

[bookmark: _Toc35010713]Leadership Skills

Leadership Theories and Frameworks

According to a definition by Indeed the online recruitment agency “leadership skills are skills you use when organising other people to reach a shared goal. Whether you’re in a management position or leading a project, leadership skills require you to motivate others to complete a series of tasks, often according to a schedule. Leadership is not just one skill but rather a combination of several different skills working together” Indeed (2020). 
Management and leadership styles are not cast in stone and are a matter of personal choice. Research has been carried by various luminaries and for the purpose of this assignment four will be discussed. A more detailed but not exclusive list produced by the Chartered Management Institute (CMI 2015) and (Mindtools 2020) can be found in Appendix A.
Trait Theory – This identifies specific personality traits that distinguish leaders and non-leaders. It’s based on the understanding that it’s in your ‘DNA’. The father of Trait theory Ralph M. Stogdill surmised that certain traits lead to certain skills as a leader as per the table below;

	[bookmark: _Hlk34865868]TRAIT
	SKILLS

	· Adaptable to situations
· Alert to the social environment
· Ambitious and achievement orientated
· Assertive
· Collaborating
· Decisive
· Reliable
· Commanding
· Energetic (high activity level)
· Assiduous
· Self-confident
· Tolerant of stress
· Willing to assume responsibility
	· Intelligent
· Conceptually skilled
· Creative
· Diplomatic and tactful
· Fluent in speaking
· Knowledgeable about group
· task
· Administrative
· Convincing
· Socially adept




However, others contend that it’s a simplistic approach and other factors are at play that in turn led to the formation of behavioural theory that states a leaders behaviour is the distinguishing factor that can be taught whereas the situational theory states that a leader emerges to fit the situation, adaptability is the key component.
Kirkpatrick and Locke (1991) combine both theories and suggest the key traits for a leader;

· Drive
· Leadership motivation
· Honesty and integrity
· Self-confidence
· Cognitive ability
· Knowledge of the organisation

Lewin’s Leadership Styles Framework – In the 1930s, Kurt Lewin the father of Social Psychology identified three types of leaders, namely; 
Laissez-faire – this type exemplifies the hand-off approach to leadership. Guidance and resources are their forte. 
Autocratic – this is the opposite of laissez-faire. This type of leader exerts total control with no leeway given to the decision-making process.
Democratic – this leadership style is a compromise of the above two. A leader will make the final decision after consulting and deliberating the opinion of others.
As the graphic below shows the ideal any leader should aspire to is the middle ground. 

[image: ]
Theory X and Theory Y – Douglas McGregor at the MIT Sloan School of Management characterised traits of motivation and management in the 1960s. His belief led to the identification of two opposing sets of management and leadership styles that he termed Theory X and Theory Y.

[image: ]
Theory X and Theory Y. Adopted from Google image
Theory X advocates people’s dislike of work demand a level of control and direction to attain results. Motivation in the form of rewards and penalties are utilised thereby perpetuating an autocratic and or paternalistic leadership style.
Theory Y, however, highlights satisfaction through work and motivated by way of recognition and appreciation.
Adair’s Action-centred Leadership – This model describes leadership as three interdigitated circles of responsibility and concern and the link between them.
As per the graphic below, the areas of concern the task, the individual and the team. All are comparable and balance between them would be the perfect panacea. As such a leader would vary the distribution of each element to suit the situation in hand. 
[image: Action-centered Leadership Model (Adair, 1968) ]
[bookmark: _Hlk34143356]Adair International Ltd, (2017)

[bookmark: _Toc498692290][bookmark: _Toc35010714]What makes a good leader?

[bookmark: _Hlk34143386]The Balance Small Business defines leadership as “the art of motivating a group of people to act toward achieving a common goal” (Ward, S. 2020).
As elucidated previously, there are a plethora of management and leadership styles, theories and traits, but what are the extra ingredients that transcend the ordinary to the sublime in the realms of leadership.
There are many qualities and skills required for leadership and many have been put forth. Examples of which are, Guidham (2011), Smith (2007) and Stenberg (2007), all contain the basic ingredients or traits needed metaphorically speaking as listed below;

	
· Accountability
· Commitment
· Communication
· Confidence
· Creativity
· Delegating
· Diplomacy
· Emotional intelligence
· Empathy
· Empowerment
· Feedback
· Flexibility
· Humility
· Initiative
· Influence

	
· Integrity
· Motivation
· Open-minded
· Perspective
· Passion
· Patience
· Positivity
· Purpose
· Problem solver
· Resilience
· Responsibility
· Trustworthiness
· Transparency
· Trust
· Vision




[bookmark: _Hlk34143523][bookmark: _Hlk34143491]These traits are, however, not equally distributed between both men and women. A gender gap materialises depending on the trait. According to a Pew Research Centre report, women are more likely than men to say 64% against 47% compassion is an important trait, with innovation, 61% against 51% and ambition; 57% against 48% to quote a few (Kim Parker et al (2015).

[image: Women Seen as More Compassionate, Men More Decisive][image: Younger Women Say Ambition Is Key to Leadership]
[bookmark: _Toc35010715]What makes a great leader?

The above table can be broken down further to encompass the essentials of leadership as per the graphic below. These ‘essential’ skills are those reserved for the upper echelon of leadership; the great leader.

[image: ]
[bookmark: _Hlk34143677][bookmark: _Hlk34679251]Czinkota, A. (2018) 
[bookmark: _Hlk34143802][bookmark: _Hlk34143873]There are many examples throughout history and modern times be it in science, politics, business or the military to name but a few were examples of great leadership exists. A fine example of this is Nelson Mandela. He epitomises many traits of a great leader. A man who went from a humble clerk to the leader of the armed wing of the African National Congress that led to 27 years of imprisonment to eventually in May 1994 becoming the president of South Africa and along the way in 1993 winning the Noble Prize for Peace (Biography Channel 2010), (Biography.com 2020). 
Nelson Mandela has offered lessons of his own in leadership as the illustration below shows.
[bookmark: _Hlk34143997][image: ]
Roshanzamir, A. (2019)
These lessons exhibit many traits of leadership that made him great. Lewin’s leadership framework of Democratic leader applies as does that of a transformational leader (as per the graphic below)

[image: Components of transformational leadership. Notes: Data from Dionne et al. 22 ]

[bookmark: _Hlk34678837][bookmark: _Hlk34144344]Veloo, H. (2016)

Transformational leadership motivates others to extraordinary accomplishments through sheer charisma, inspiration, attention to detail and emotional intelligence. He had the resourcefulness to “engage with followers and create a connection that raises the level of motivation and morality in both the leader and the follower” (Northouse, 2013, p186).
One could argue that there was a desire, a need for democratic freedom, land reforms and the distribution of wealth amongst his followers. This motivation can be attributed to Maslow’s theory (1943) of the Hierarchy of needs.
The emotional intelligence needed to achieve this requires “self-awareness, confidence, self-regulation, conscientiousness, motivation, empathy, and social skills” (Goleman, 1995) as well a situational awareness as typified by Hersey and Blanchard’s (1977) theory.
His ability to see the bigger picture and get others to support the greater good rather than their own petty agender (Kuhnert, 1994)
In negotiations he understood that multiple stakeholders were involved and that there was a need to be inclusive through effective communication, encouraging participation and being openly supportive and sensitive to disagreements; a “social architect” (Northouse, 2013, p197).

[bookmark: _Toc35010716]Employability and leadership skills Gap Analysis

Having answered some questionnaires (Appendix B) about my employability and leadership skills I have been able to ascertain my deficiencies and I have outlined these in the Gap analysis below.

	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?

	
I want to learn how to better manage large team members who are more challenging to my style of leadership






	
Team building skills for small groups

	
Experience with working in large groups
Conflict resolution skills
	
Work with larger groups

	
Gain skills to better support team conversations, as well as listening to senior managers and subordinates equally well





	
Basic listening skills

	
Counselling skills
	
Participate in leadership workshops and courses 

	
Improve my presentational skills at group level and engage with the listeners





	
Basic presentation skills
	
A larger group in the workplace to utilise
	
Participate in workshops and courses in public speaking

	
Gain an awareness of other cultural groups and diversity

	
Basic multicultural diversity understanding

	
A greater understanding of different cultures and languages to overcome differences (Knight. D et al, 1999)
	
Mingle with other culturally diverse groups
Take part community projects
Do charity work within ethnic groups







[bookmark: _Toc35010717]Employability and leadership skills 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?
	Who or what do you need to help you?

	
Ability to work more effectively in teams by understanding the strength and weaknesses of team members
	
More teamwork exercises.
Self-assessment in groups.

Understanding the theory of teamwork i.e. Belbin (1981) team role model. Specifically, the knowledge and skills I bring to the group and task at hand

Use a Johari window to help better understand my relationship with others, Joseph Luft and Harry Ingham (1955)

Learn to compromise as a tool for conflict resolution (Bartos, O, and Wehr, P 2002), (Jeong, H 2008)

	
Improved team spirit and rapport, therefore, less confrontation.

When I feel I have command of the situation through collaboration and teamwork and therefore increased motivation and results (Schyns. B et al, 2009) 
	
30th Sept 2020
	
Fellow student, family, and co-workers

	
Understanding, clarity of thought for better communication and articulating my thoughts succinctly 
	
Learn the 7 Cs of communications (Education Executive 2017)

Using direct communication; The Helical Model of Communication (Businesstopia, 2018)

	
When communication at all levels has improved and that the team is actively pulling in the same direction.
	
30th Sept 2020
	
Counselling workshops,
Feedback. Tools to communicate i.e. WhatsApp.

	
To speak clearly without hesitation to large groups and audiences
	
Public speaking workshops, making speeches, practice with peers and feedback
	
When presenting comes naturally and when I’m accepted as an equal by my peers 

	
30th Sept 2020
	
Attend business seminars, watch videos of peers at speaking events, being a toastmaster, practice time.

	
To understand other cultures' diversity and gain different language skills, new ways of thinking. New knowledge, and different experiences.
	
Take relevant courses, diversify network of friends, family and work colleagues. 

Understand the extent of qualities I may or may not possess according to Sheridan’s (2005) – the 7Cs
	
When I have greater respect and understanding of other cultures and diversity without any bias or prejudice. 
	
Lifelong learning.
	
Cultural events i.e. religious festivals, weddings, and charitable/community events



[bookmark: _Toc498692297][bookmark: _Toc35010718]Academic Skills 

[bookmark: _Toc456901523]According to Cardiff Metropolitan University academic skills are “aspects of behaviour learned by students while studying that are required to operate successfully at the level of higher education; practicing 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” (Cardiff Metropolitan University 2020). 
These include:
· critical reading and thinking – how to get the most out of your reading and develop synthesising skills

· essay writing – guidance on structuring and developing your academic writing

· Use of digital technologies to support learning - CRAAP Test, searching effectively and using the Online Library

· researching and analysing literature and presenting findings using researching books, journals, and websites 

· Information gathering techniques - basic research methods, data handling, statistics, and graphs

· analysing and evaluating information 

· Harvard Referencing and inline Citations
· essay writing for exams – how to write convincing essays under exam conditions

· motivation and goal setting – how to get started and stay motivated

· note taking – taking effective notes in lectures and when you’re studying

· note taking for revision and exams – how to take, condense and use notes for revision

· presentation skills – discover how to give effective presentations

· reflective writing – using reflection to improve your performance and assess your feedback

· revision and exams tips – giving you ideas and tips on how to get the most out of your revision and make it count in the exam

· managing your time – how to manage your time effectively

· time management for revision and exams – how to use your time productively during revision and exams

· developing your writing – learn how to confidently use the key features of academic writing

· working in teams – learn how to work effectively and efficiently with peers.

Adapted from Cardiff University (2020) and Ault, J (2019)

There have been numerous researches generated to link employability skills to that of academic skills. These include Mayer, E. (Chair). (1992), Enright, M. K. & Gitomer, D. (1989), Miles, J.J., Cairns, S. & Huston, M. (2002), Grehan, P. M., Flanagan, R. & Malgady, R. G. (2011)
[bookmark: _Hlk34145401]Further research by Blaxell and More (Blaxell, R, & Moore, C 2012) have shown a symbiotic relationship between employability and academic skills, reproduced in table Appendix C.
Indeed, academic institutions as educators understand the need to develop and nurture these skills by offering workshops to their student base to prepare them for the future an example of which can be found in Appendix D
[bookmark: _Toc35010719]
Current Academic Skills

To understand where I am in my learning cycle, I need to take a step back and reflect upon my personal and professional development putting together theory and practice.
To do this there are many models of reflection available, they include;

· Gibbs reflective cycle (1988)
· Kolb reflective cycle (1984)
· Driscoll model (1994)
· Schön model (1991)
· Rolfe et al’s Framework for Reflexive Learning (2001)
· Atkins & Murphy model (1993)
· Brookfield model (2005)
· Johns’ Model for Structured Reflection (2006)
· Mezirow model of transformative learning (1981)

Each has its advantages and disadvantage. However, for simplicity, my model of choice is the all-embracing model of the Gibbs Reflective Cycle as set out below. This endeavour requires a four-stage approach involving a reflection, a Gap analysis of my deficiencies, a SWOT (Strengths, Weaknesses, Opportunities, and Threats) analysis culminating in an Action plan of possible solutions and objectives.

[image: ]

Gibbs’ reflective cycle (1988)
[bookmark: _Toc35010720]Description

Until July 2018 I was a self-employed business proprietor. I maintained my business for nineteen successful years. However, the difficulty in recruiting suitable staff and the ongoing drama of rising costs meant the future looked bleak and I felt it would be prudent to alleviate myself of the business and seek greener pastures. This would necessitate a career change. After a short employment stint at the local airport, I took on a part-time bookkeeping job at a local wholesaler. I studied bookkeeping many years ago and did work on an ad hoc basis for some ‘pocket money’.
[bookmark: _Toc35010721]Feelings

Today’s environment dictates that an employee should be proficient in basic skills. Although I have some skills I’m lacking in others. Modern Bookkeeping is predominately software-based. Whereas, my understanding of Bookkeeping is paper-based. With the benefit of hindsight, I realise my Bookkeeping skills require a dire update. Both specifically concerning my employment and generally with regards to my qualification level.
[bookmark: _Toc35010722]Evaluation

This puts me at a disadvantage at work as my inability to use the accounting software is hindering me as does the lack of pertinent qualifications applicable to the modern world.  However, I feel this represents an opportunity for me to upskill myself.
[bookmark: _Toc35010723]Analysis

As my employment is part-time in nature, I have the time to educate to remedy this situation. My finances dictate that I can absorb a salary sacrifice as I embark on the education route. After analysing the availability of courses, I have decided to attain a degree level qualification. To fulfil my desire for a graduate-level qualification and correct a long-standing error of misjudgement of finishing my A level studies after one year and not attending University.
Secondly, to increase my proficiency in Bookkeeping software I intend to partake in an online course and attain certification from a respected educational institution. The degree course will no doubt entail presentation and speaking skills, that I lack. This skill gap will require my attention. I feel my unease in public speaking is borne out by McCroskey (1970) Communication Apprehension theory that contends that anxiety is the root cause therefore, there is room for improvement on my part.


[bookmark: _Toc35010724]Academic Skills - Gap Analysis

	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?

	
Acquire formal certification in the use of Sage 50 Cloud software package






	
I have a basic understanding of Sage 50 Cloud software obtained through work experience
	
Time is my enemy. With family, work and current education commitments make it difficult to remedy this predicament 
	
Look for a window of opportunity to study

	
Achieve a suitable workplace orientated degree level qualification





	
Do not have any degree-level qualifications. What qualification that I have are outdated
	
Procrastination!


	
Stop procrastinating and develop an action plan to a degree level qualification

	
Have the ability to speak and present confidently to a large group of people
	
Confident at presenting and speaking to small groups of fellow workers
	
Apprehensive and anxiety prevent me from moving to the next level
	
Overcome these inabilities and improve my employability skill



Having deduced where my ‘gaps’ the next course of action I feel is to execute a SWOT analysis leading to an Action plan. Finally, I will set my short to medium- and long-term objectives.  





[bookmark: _Toc35010725]SWOT Analysis






[bookmark: _Toc35010726]Personal Development Plan

	What do I want to learn?
	What do I have to do?
	What support and resources will I need?
	How will I measure success?
	Target Date for Review

	I would like to master complete use of Sage Cloud 50 Accounting package



	Sign up to Sage 50 Cloud Self-study Workbooks through Sage Online University
	I require free time
a laptop 
access to the internet
A full working copy of Sage software
Finance; course costs £525.00 (see Appendix E)

	Buy passing all four stages and then a final exam.
Receiving Certification in the proficiency of Sage 50 Cloud 
	1st Oct 2020 and 30th Nov 2020

	I would like to complete a B.A. Hon. Degree in Leadership and Management



	Apply for the degree course and start and complete level 5. 

Complete all six 
modules to progress to level 6. 

Again, complete all 6 modules  
	Will require finance from Student Finance Wales

Access to and the use of the University

Access to online resources

Study apparel etc

Time and commitment
 
	Passing all six modules at level 5 and progressing to level 6

Passing all six modules at Level 6

Gaining a B.A. Hons Degree 
	8th Dec 2021 and 8th Dec 2022

	Improve my presentational and speaking capabilities further throughout my time at University



	Have the ability to converse in small groups

Investigate ways to begin presentations i.e.
Startling fact

Pay a compliment

Use an illustration

Use a visual aid
(Whetton and Cameron (1996)

	Confidence

Feedback and peer review

Opportunities to partake in presenting at seminars and lectures

Speaking events
	When I feel my anxiety and apprehension has receded

The feedback is positive

When I’m able to portray my thoughts with clarity to my intended audience

	8th Dec 2021 and 8th Dec 2022





[bookmark: _Toc35010727]Personal Objectives

	Short Term Goals (next 12 months)

	
Complete Sage 50 Cloud Accounting within my target window as this will be the window of opportunity I seek. This window appears between the end of level 4 and the start of level 5. Put what I’ve learned to good use at my current workplace.


	Medium-Term Goals (2-3 years)

	
Start my degree level qualification and pass all modules and obtain the degree itself.
Along the way, I want and need to improve my presentational and speaking capabilities. Put what I’ve learned to good use at my current workplace.


	Long Term Goals (3-5 years)

	
Use the qualifications gained to improve my career path. Both in terms of employment prospects and earning potential. 




[bookmark: _Toc35010728]Final reflections

This assignment aims to show what are employability and leadership skills and why they are necessary for this day and age. Secondly, to demonstrate what academic skills are and why they are necessary both for the modern workplace and academia. These skills, when combined, provide a useful skillset that I may appropriate as I determine my academic and career path. 
By applying what I have learned, I can analyse my own ‘gaps’ and the furtherance of myself. The primary focus is to improve my academic abilities. Gaining these qualifications will enhance my employability and my earning potential.  
I intend to continually monitor my progress throughout my education development and as a means of appraisal, my monitorial system of choice will be the Rubrics assessment method in the form of a matrix or grid, that I will use to grade my progress.

[bookmark: _Hlk34676949]
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Additional Analysis

The Blake-Mouton Managerial Grid

The Blake-Mouton Managerial Grid was published in 1964, and it highlights the most
appropriate style to use, based on your concern for your people and your concern for
production/tasks. With a people-oriented style, you focus on organizing, supporting, and developing your team members. This participatory style encourages good teamwork and creative collaboration.

With task-oriented leadership, you focus on getting the job done. You define the work
and the roles required, put structures in place, and plan, organize, and monitor work.
According to this model, the best style to use is one that has both a high concern for
people and a high concern for the task – it argues that you should aim for both, rather
than trying to offset one against the other. Clearly, this is an important idea!

Path-Goal Theory

You may also have to think about what your team members want and need. This is
where Path-Goal Theory – published in 1971 – is useful. For example, highly-capable people, who are assigned to a complex task, will need a different leadership approach from people with low ability, who are assigned to an ambiguous task. (The former will want a participative approach, while the latter need to be told what to do.) With Path-Goal Theory, you can identify the best leadership approach to use, based on your people's needs, the task that they're doing, and the environment that they're working in.


Six Emotional Leadership Styles

Daniel Goleman, Richard Boyatzis, and Annie McKee detailed their Six Emotional
Leadership Styles theory in their 2002 book, "Primal Leadership." The theory highlights the strengths and weaknesses of six common styles – Visionary, Coaching, Affiliative, Democratic, Pacesetting, and Commanding. It also shows how each style can affect the emotions of your team members.

Flamholtz and Randle's Leadership Style Matrix

First published in 2007, Flamholtz and Randle's Leadership Style Matrix shows you the
best style to use, based on how capable people are of working autonomously, and how
creative or "programmable" the task is.

The matrix is divided into four quadrants – each quadrant identifies two possible styles
that will be effective for a given situation, ranging from "autocratic/benevolent
autocratic" to "consensus/laissez-faire."

Transformational Leadership

The leadership frameworks discussed so far are all useful in different situations,
however, in business, "transformational leadership" is often the most effective style to
use. (This was first published in 1978, and was then further developed in 1985.)
Transformational leaders have integrity and high emotional intelligence. They motivate
people with a shared vision of the future, and they communicate well. They're also
typically, self-aware, authentic, empathetic, and humble.

Transformational leaders inspire their team members because they expect the best from everyone, and they hold themselves accountable for their actions. They set clear goals, and they have good conflict-resolution skills. This leads to high productivity and
engagement.

However, leadership is not a "one size fits all" thing; often, you must adapt your
approach to fit the situation. This is why it's useful to develop a thorough understanding
of other leadership frameworks and styles; after all, the more approaches you're familiar
3/6 with, the more flexible you can be.

Specific Leadership Styles

As well as understanding the frameworks that you can use to be a more effective leader, and knowing what it takes to be a transformational leader, it's also useful to learn about more general styles, and the advantages and disadvantages of each one.
Let's take a look at some other styles of leadership that are interesting, but don't fit with
any of the frameworks above.

Bureaucratic Leadership

Bureaucratic leaders follow rules rigorously, and ensure that their people follow
procedures precisely. This is appropriate for work involving serious safety risks (such as working with machinery, with toxic substances, or at dangerous heights), or with large sums of money. Bureaucratic leadership is also useful for managing employees who perform routine tasks. This style is much less effective in teams and organizations that rely on flexibility, creativity, or innovation.

Charismatic Leadership

Charismatic leadership resembles transformational leadership: both types of leaders
inspire and motivate their team members. The difference lies in their intent. Transformational leaders want to transform their teams and organizations, while leaders who rely on charisma often focus on themselves and their own ambitions, and they may not want to change anything. Charismatic leaders might believe that they can do no wrong, even when others warn them about the path that they're on. This feeling of invincibility can severely damage a team or an organization, as was shown in the 2008 financial crisis.

Servant Leadership

A "servant leader" is someone, regardless of level, who leads simply by meeting the
needs of the team. The term sometimes describes a person without formal recognition
as a leader. These people often lead by example. They have high integrity and lead with generosity. Their approach can create a positive corporate culture, and it can lead to high morale among team members. Supporters of the servant leadership model suggest that it's a good way to move ahead in a world where values are increasingly important, and where servant leaders can achieve power because of their values, ideals, and ethics. However, others believe that people who practice servant leadership can find themselves "left behind" by other leaders, particularly in competitive situations. This style also takes time to apply correctly: it's ill-suited to situations where you have to
make quick decisions or meet tight deadlines.
Transactional Leadership

This style starts with the idea that team members agree to obey their leader when they
accept a job. The "transaction" usually involves the organization paying team members in return for their effort and compliance on a short-term task. The leader has a right to
"punish" team members if their work doesn't meet an appropriate standard.
Transactional leadership is present in many business leadership situations, and it does
offer some benefits. For example, it clarifies everyone's roles and responsibilities. And,
because transactional leadership judges team members on performance, people who
are ambitious or who are motivated by external rewards – including compensation –
often thrive. The downside of this style is that, on its own, it can be chilling and amoral, and it can lead to high staff turnover. It also has serious limitations for knowledge-based or creative work. As a result, team members can often do little to improve their job satisfaction.

Reproduced courtesy of Mindtools - Leadership Styles Choosing the Right Approach for the Situation 2020

Rensis Likert 

Early theories about management and leadership style focused primarily on the manner by which authority was exercised. Based on research carried out at the University of Michigan in the 1950s, Rensis Likert identified four different styles: 

· exploitative/authoritative – the leader has little trust or confidence in his subordinates, manages by issuing orders and uses fear and punishment as motivators 
· benevolent/authoritative – the leader has some trust in his workers but treats them in a condescending and paternalistic manner 
· consultative – the leader shows trust and confidence towards subordinates, seeks their opinions and ideas, but retains decision making power 
· participative – the leader trusts his subordinates completely, seeks and acts on their ideas and involves them in setting goals 

Likert’s research suggested that consultative and participative styles were more effective, but he did not consider the context in which management was being carried out. 

The Tannenbaum Schmidt Leadership Continuum 

An early contribution to the literature on leadership styles was made by Robert Tannenbaum and Warren H Schmidt back in the 1950s. They looked at the extent to which a manager exerts authority or control and the degree to which subordinates have freedom to act on their own initiative. They proposed a ‘leadership continuum’ consisting of seven stages moving from a situation where the manager makes all the decisions to a context where the manager permits team members make decisions independently within pre-designated limits. Seven styles are identified: tells, persuades, shows, consults, asks, shares and involves. 
They further suggested that a good manager will be able to judge the capabilities of the team and move between points on the continuum accordingly. Over time, as abilities develop, the manager may choose to accord a greater level of freedom while retaining overall responsibility for the work. 


The managerial grid 

Working in the 1950s and 60s, Robert R Blake and Jane S Mouton identified two drivers of managerial behaviour: concern for getting the job done and concern for the people involved. To demonstrate how an individual manager’s style is affected by their level of concern for these two factors, they used a nine by nine grid. (See Related models below). This showed five basic management styles: 

· Impoverished management – little concern for either the task or the people. This style involves little more than going through the motions, doing only enough to get by. 

· Authority-obedience – high levels of concern for task and low for people. 
This represents a controlling style, close to the traditional ‘command and control’ approach, but runs the risk of damaging human relationships.

· Country club leadership – high levels of concern for people and low for task. 
This is seen as accommodating – it may create a warm and friendly working environment but at the cost of getting the job done efficiently. 

· Team management – high levels of concern for both task and people. 
This is seen as the most effective style with the potential for high achievement. 

· Middle of the road management – moderate level of concern for task and people. 

This achieves a balance between task and performance but is likely to perpetuate the status quo rather than achieve notable success.
William B Reddin’s 3D theory 

Reddin (1970) also focused on concern for the task and concern for people, which he defined as Task Orientation (TO) and Relationship Orientation (RO). He introduced the idea that particular styles might be more appropriate in some contexts than others. Starting from four basic styles: related (high RO), integrated (high RO and TO), dedicated (low RO) and separated (low RO and TO), he added a third dimension, depending on how appropriately and therefore efficiently the style was used. (See Related Models).
	Style 
	Inappropriately used 
	Appropriately used 

	· Related 
	· Missionary 
	· Developer 

	· Integrated 
	· Compromiser 
	· Executive 

	· Dedicated 
	· Autocrat 
	· Benevolent autocrat 

	· Separated 
	· Deserter 
	· Bureaucrat 



Situational leadership 

Following on from the work of Bill Reddin, Paul Hersey and Ken Blanchard, writing in the late 1980s, further developed the idea that different situations require different types of leadership. As the name suggests, their situational leadership theory (See Related models below) states that leaders need to be ready to adjust their style to suit the context. They saw the willingness and ability of subordinates to carry out the tasks allocated to them as the key factor in selecting the most appropriate leadership style. Four leadership styles were identified, based on the level of support and direction required:

· a telling/directing style when they are both unwilling and unable 
· a selling/coaching style when there is some competence but a lack of commitment 
· a participating/supporting style where they are competent but unwilling or insecure 
· a delegating style where competence and commitment are both high 


Transactional leadership 

In the 1970s and 1980s the transactional model of leadership was dominant. This is based on an exchange between leader and follower where the interests of both parties are served. The efforts made by followers to achieve organisational aims are exchanged for specific rewards, which may be financial or non-financial. 
Whilst the idea of transactional leadership may lack the dynamism of other approaches, it may well be the case that it accurately describes practice in many workplaces. Additionally, this kind of leadership can be particularly effective in emergency or conflict situations when all parties are able to see a tangible benefit
Bernard M Bass felt that effective leaders needed to exercise two transactional elements: contingent reward and management by exception. Contingent reward refers to the agreed exchange process between leaders and followers (e.g. leaders giving a salary or a bonus, in exchange for the efforts and hard work of their followers); whilst management by exception is characterised by corrective criticism and giving feedback when things go wrong. 

Transformational leadership 

The term ‘transformational leadership’ was first used by James V Downton in 1973 and was popularised by James MacGregor Burns in his 1978 book Leadership. It remains the predominant leadership approach in the literature and has also had a significant impact on the way that modern leaders behave. Transformational leadership involves the engagement of followers and therefore transformational leaders are often charismatic. Accounts of transformational leaders differ, but most focus on how the leader can fulfil the development needs of their followers. In uncertain times, it has been suggested, employees want to feel inspired and empowered by their leaders, and therefore transformational leadership fits well with the modern age. There has been a huge amount of writing devoted to transformational leadership over the past two to three decades, so the focus here will be on the key thinkers: 

Bernard M Bass and Bruce J Avolio 

In an echo of Robert Tannenbaum and Warren H Schmidt’s work, Bass devised a leadership continuum, from transformational leadership to laissez-faire leadership, with transactional leadership in the middle. Transformational leadership, for him, involved four factors:

· Idealised influence/charisma: The leader is a strong role model whom followers seek to emulate. Leaders have strong moral and ethical principles and as a result, are well-respected. 
· Inspirational motivation: Followers are encouraged to do more than the bare minimum due to the inspirational communication and high expectations provided by the leader. 
· Intellectual stimulation: The leader encourages followers to be creative, innovative and to challenge their own beliefs and those of the organisation. 
· Individualised consideration: A supportive climate is provided with coaches and advisors assisting followers. Delegation is encouraged to support the development of employees. 

James M Kouzes and Barry S Posner
James M Kouzes and Barry S Posner describe five factors of excellent leadership that they believe anyone can learn to incorporate into their leadership approach:

· Model the way: be clear about your values and philosophy 
· Compelling vision: you need to create a vision that followers can use to guide both their day-to-day behaviour and their own dreams and visions 
· Challenge the process: willingness to challenge the status quo and innovate is seen as key 
· Enable others to act: collaborate, trust and encourage others 
· Encourage the heart: authentic reward and recognition is also seen as important 

Warren Bennis and Burt Nanus
The qualities of a transformational leader were identified by Bennis and Nanus as:

· Having a clear vision for the future 
· Being “social architects” for their organisations: communicating a direction and form for their organisations that others could follow 
· Trust created by consistency and clarity: leaders need to make their positions clear and stand by them 
· Positive self-regard: this is about having an awareness of your strengths and weaknesses – but then concentrating on what you’re good at, rather than dwelling on your weak points. 

Transformational leadership is thus seen by all these authors as being characterised by certain competencies and qualities. Common themes of these qualities include: having a vision, emotional intelligence, charisma and being consistent and clear. 


Daniel Goleman on leadership styles 

In an article for Harvard Business Review in 2000 (see Additional resources below), Goleman reported on research into the leadership styles of over 3,000 executives worldwide carried out by consulting firm Hay McBer. The findings revealed six distinct leadership styles, each emerging from varying elements of emotional intelligence:

· coercive leader – one who demands the instant compliance of others 
· authoritative leader – one who marshals others towards their vision 
· affiliative leader – one who creates emotional connections and seeks harmony 
· democratic leader – one who seeks consensus achieved through participation 
· pacesetting leader – one who expects excellence from others; encouraging self-direction 
· coaching leader – one who seeks to develop and equip others for the future 

Goleman believes that leaders need a multitude of styles to fit the context at any given time, with an ability to adapt when necessary. The modern style of ‘heroic leadership’ follows this multi-styled approach – the notion of the manager as a chameleon. However, managers need to be mindful that a constant switching of styles can confuse those they are trying to lead. 
Modern literature on management and leadership styles puts emotional intelligence at the heart of management and leadership and argues that it is more effective to engage the voluntary effort of employees rather than use coercion.. The development of ‘soft’ skills such as empathy, honesty, listening and trust-building are seen as the lynchpins for success today. 

Henry Mintzberg on managing 

In his 2009 publication Managing (see Additional resources below), Mintzberg approaches management as a practice and introduces the art-craft-science triangle as a means of identifying the many different managerial styles.

· art – this is an insightful management style grounded in intuition; focusing on visions and ideas 
· craft – this is an engaging management style based upon experience 
· science – this is a cerebral style, deliberated and analytical. 

Mintzberg raises the interesting question of whether personal styles are influenced by nature or nurture – innate character or experience and his answer is both. From his study of 29 managers across different sectors, he discovered that personal style had remarkably little impact on what the managers did. This is because, he argues, context matters. Mintzberg challenges Goleman’s notion of the manager as the chameleon, believing rather that the most effective managers are a natural ‘fit’ with their work context. Whilst he concedes that a degree of flexibility and adaptability is necessary, trying to be someone or something you aren’t, is not the most conducive way to manage.
Mintzberg also looked at how managers view their role in the context of those they are managing. He identified three different views:

· at the top – in control and in authority 
· in the centre – at the heart, with activities revolving around them 
· throughout – operating in a network; forging links far and wide 

How managers see their position has a strong bearing on the management style they are likely to adopt. Mintzberg points out that there are a myriad of combinations of management styles, and criticizes his predecessors for attempting to pigeon-hole managers into specific categories when, in truth, one size doesn’t always fit all.
Authentic leadership 

Recent corporate, financial and governmental scandals and misconduct have also led to a growing interest in the related idea of authentic leadership. This focuses on being genuine, honest and trustworthy in your leadership style. Authentic leaders must ‘live their values,’ showing that they practise what they preach, in order for their followers to see them as authentic. An important aspect of an authentic leadership style is self-knowledge, although there is also a strong emphasis on knowing others and knowing your organisational culture. This enables you to strike the right balance between being an authentic, true version of yourself and fitting in to your company or organisation. Key writers on authentic leadership include Rob Goffee and Gareth Jones, and Bill George. 

Reproduced courtesy of Charted Management Institute - Understanding Management and Leadership Styles 2015










[bookmark: _Toc35010732]Appendix B

Leadership, Employability and Time Management Questionnaires
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 Links between key Employability and Academic Skills
	Employability skills
	Academic skills

	Formal communication (multiliteracy) including:
· Writing to the needs of the audience
· Using numeracy
· Speaking in a public forum and
· Understanding the needs of internal and external customers
· using computer technology appropriately and
· staying familiar with up-to-date equipment, facilities and materials
	Formal communication at a tertiary level (multiliteracy) including:
· Academic writing
· Effectively using numeracy skills to complete assignments and other tasks
· Completing oral presentations/ reports for internal or external audiences and
· Critically reading and engaging with texts
· communicate and complete given tasks effectively and
· enhance engagement with university activities

	Interpersonal and teamwork skills, including ability and willingness to engage with diverse cultures by:
· communicating respectfully (using voice and body)
· listening actively
· empathising
· persuading effectively and
· being assertive and
· establishing and using networks
· collaborating with others to achieve team goals
· recognising and adopting roles within teams
· giving and receiving feedback
· coaching and mentoring and
· leading with integrity
	Interpersonal and teamwork skills, including ability and willingness to engage with diverse cultures by:
· communicating respectfully (using voice and body)
· listening actively
· empathising
· persuading effectively
· establishing and using networks within the university and
· establishing external community and industry networks
· collaborating with others to achieve team goals
· recognising and adopting roles within teams
· giving and receiving feedback and
· committing to a team for the period required to complete the task

	Theoretical and practical knowledge and experience of industry demonstrated by:
· recognising and enacting of company specific skills
· gaining experience and participating in work related activities
· having sound knowledge of industry specific content
· understanding business processes- inclusive of aspects such as customer service
	Theoretical and practical knowledge and experience of discipline demonstrated by applying discipline specific knowledge:
· in authentic contexts
· for authentic purposes
· in discipline related activities
· for academic assessments and
· while engaging in WIL

	Intrapersonal skills, including ability and willingness to contribute to productive outcomes by:
· identifying opportunities
· generating a range of options
· initiating innovative solutions
· translating ideas into action
· adapting to new situations
· maintaining sense of humour and positive self-esteem under pressure
· being open to new ideas and techniques
· evaluating and monitoring own performance
· taking responsibility
· managing own learning and
· aligning work and learning with personal vision and goals
	Intrapersonal skills, including ability and willingness to align university engagement with personal vision and goals by:
· identifying opportunities
· generating a range of options
· initiating innovative solutions
· translating ideas into action
· adapting to new situations
· maintaining sense of humour and positive self-esteem under pressure
· being open to new ideas and techniques
· self-assessment
· taking responsibility and
· managing own learning

	High level planning and organising skills demonstrated by:
· planning and managing workloads efficiently
· allocating time and resources effectively and
· establishing clear goals and plans of action
	High level planning and organising skills demonstrated by effective day-to-day and longer term:
· planning and management of workloads
· allocating of time and resources and
· prioritising tasks according to personal goals

	Problem solving, independent and innovative thinking skills, demonstrated by:
· engaging in logical and orderly thinking
· willingly and proactively making decisions
· identifying opportunities not immediately obvious to others
· creating innovative solutions to given problems and
· accurately analysing and synthesising information
	Problem solving, independent and innovative thinking skills, demonstrated by:
· conducting and completing research
· engaging in logical and orderly thinking
· willingly and proactively making decisions
· identifying opportunities not immediately obvious to others
· creating innovative solutions to given problems and
· accurately analysing and synthesising information



Rebecca Blaxell, R, & Moore, C (2012)
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ORIENTATION WEEK 2020 


Academic Skills Program - Semester 1 


Workshop  Venue Time 
MONDAY 17th February 


Essay writing Marie Reay Teaching Centre 5.02 1:30PM - 3:30PM 
Managing your time Marie Reay Teaching Centre 5.03 1:30PM - 2:30PM 
Reading and note-taking strategies Marie Reay Teaching Centre 2.02 3:00PM - 4:00PM 


TUESDAY 18th February 
Preparing for exams Marie Reay Teaching Centre 2.02 9:30AM - 10:30AM 
Living and studying in English Marie Reay Teaching Centre 5.05 10:00AM – 11:00AM 
Fake news and evaluating sources Marie Reay Teaching Centre 5.03 10:00AM – 10:30AM 
Using sources Marie Reay Teaching Centre 5.02 10:30AM - 12:00PM 
Science report writing Marie Reay Teaching Centre 2.02 11:00AM - 12:00PM 
New at ANU: international Marie Reay Teaching Centre 5.03 11:30AM - 12:30PM 
Effective presentations Marie Reay Teaching Centre 5.05 12:30PM – 1:30PM 
Researching and finding sources Marie Reay Teaching Centre 2.02 12:30PM – 1:30PM 
Essay writing Marie Reay Teaching Centre 5.02 1:00PM - 3:00PM 
Managing your time Marie Reay Teaching Centre 5.03 2:00PM - 3:00PM 
Report writing Marie Reay Teaching Centre 2.02 2:30PM - 3:30PM 


WEDNESDAY 19th February 
Reading and note-taking strategies Marie Reay Teaching Centre 2.02 9:30AM - 10:30AM 
Essay writing Marie Reay Teaching Centre 5.02 10:00AM - 12:00PM 
Managing your time Marie Reay Teaching Centre 5.03 10:00AM – 11:00AM 
Effective presentations Marie Reay Teaching Centre 5.05 11:00AM – 12:00PM 
Report writing Marie Reay Teaching Centre 2.02 11:00AM – 12:00PM 
Preparing for exams Marie Reay Teaching Centre 2.02 12:30PM – 1:30PM 
Using sources Marie Reay Teaching Centre 5.02 2:00PM - 3:30PM 
Referencing Marie Reay Teaching Centre 2.02 2:00PM - 4:00PM 
Living and studying in English Marie Reay Teaching Centre 5.05 2:30PM - 3:30PM 


THURSDAY 20th February 
Referencing Marie Reay Teaching Centre 2.02 9:30AM - 11:30AM 
Essay writing Marie Reay Teaching Centre 5.02 10:00AM - 12:00PM 
Managing your digital footprint Marie Reay Teaching Centre 5.05 10:00AM – 11:00AM 
New at ANU: international Marie Reay Teaching Centre 5.03 10:30AM - 11:30AM 
Science report writing Marie Reay Teaching Centre 2.02 12:00PM - 1:00PM 
Living and studying in English Marie Reay Teaching Centre 5.05 1:00PM - 2:00PM 
Essay writing Marie Reay Teaching Centre 5.02 2:00PM - 4:00PM 
New at ANU: domestic Marie Reay Teaching Centre 5.03 2:30PM - 3:30PM 
Reading and note-taking strategies Marie Reay Teaching Centre 2.02 3:30PM - 4:30PM 


FRIDAY 21ST February 
Using sources Marie Reay Teaching Centre 5.02 10:00AM - 11:30AM 
Managing your digital footprint Marie Reay Teaching Centre 5.05 10:00AM – 11:00AM 
Effective presentations Marie Reay Teaching Centre 5.05 11:30AM – 12:30PM 
Researching and finding sources Marie Reay Teaching Centre 2.02 12:00PM – 1:00PM 
Essay writing Marie Reay Teaching Centre 5.02 12:30PM - 2:30PM 
Referencing Marie Reay Teaching Centre 2.02 1:30PM - 3:30PM 


ANU Academic Skills  
Visit www.anu.edu.au/academicskills  



http://www.anu.edu.au/academicskil





Are you a domestic or 
international student? 


What are you 
studying? 


Want more? 


Is English your first 
language? 


 New at ANU domestic  New at ANU international 


 Living and studying in 
English 


 Effective presentations 
 Preparing for exams 
 Managing your digital footprint  


 Essay writing  Report writing  Science report  writing 


 Reading and note-taking strategies 
 Researching and finding sources 
 Using sources 
 Referencing 
 Managing your time 


Welcome to ANU!  
Academic Skills is here to help. 


Come and see us for more 
help with your studies. 


Humanities 
Engineering,  
Computer 
Science 


Science 


I feel ready! 
 


Yes please! 


Yes No 


Domestic International 


Business, 
Economics  


Craft Your Own O-Week! 
Wondering which O-Week academic skills workshops are right for you? Struggling to fit it 
all in? Use this handy flowchart to help you craft your O-Week. 
 


Visit www.anu.edu.au/academicskills 





		Flyer - OWEEK Workshops Marie Reay 2020 S1

		Chose your own OWeek chart v3

		Slide Number 1
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


Sage 50cloud Accounts Self-Study Workbooks
Everything you need to know to become an expert user of Sage 50cloud Accounts. From guidance on ge�ing
started to in-depth information on core functionality, our self-study workbooks let you work at your own pace
and become familiar with everything Sage 50 has to offer.


For an EXTRA 10% OFF use promo code TRAINING10 at checkout*


* Available to purchase on Sage University. Discount available on selected Sage eLearning and Certifications and
cannot be used in conjunction with any other promotion.


£525.00  VAT Exempt


BUNDLE: BUY ALL 4 STAGES £525  VAT EXEMPT 


WAS £700 (SAVE £175)


Stage 1: Se�ing up your Accounts (£175)


Stage 2: Entering Day to Day Transactions (£175)


Stage 3: Period End Tasks, Returns and Reconciliations (£175)


Stage 4: Product Invoices, Orders and Stock Control (£175)


View Course Details on Sage University (h�ps://sageu.csod.com/default.aspx?
p=sageu&c=uki_sage50accounts&dlink=%2fDeepLink%2fProcessRedirect.aspx%3fmodule%3dlodetails%26lo


%3d10e5dce4-25d6-4d6f-8383-4a11e6d15e74)


Each stage includes:


180-day version of Sage 50


Practice data so you can try out all of the functionality


Workbook manuals


Sage Certification test


By the end of this course you will:


Understand the installation procedure for Sage 50 Accounts So�ware


Be confident in se�ing up company information plus nominal, bank, customer and supplier accounts


Have learnt how to process period end procedures, including recurring entries, accruals and processing pre-payments


Be able to create product records and enter opening balances


Learn how to perform a stock take, run the stock period end and stock year end


Search...
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Stage 1: 
Se�ing you your accounts


Book 1: Installation and set up


Book 2: Entering opening balances


This course includes our Sage 50cloud Accounts Certification Stage 1 exam worth £49 (RRP)


Buy Stage 1 for £175 VAT Exempt


Stage 1: View Course Details (h�ps://sageu.csod.com/default.aspx?
p=sageu&c=uki_sage50accounts&dlink=%2fDeepLink%2fProcessRedirect.aspx%3fmodule%3dlodetails%26lo%3d56e6cd


13b9-4306-9dc1-e61ea17�105)


Stage 2: 
Entering day-to-day transactions


Book 1: Customer and supplier transactions


Book 2: Contra entries, nominal and bank transactions


Book 3: Search, corrections and safeguarding data


This course includes our Sage 50cloud Accounts Certification Stage 2 exam worth £49 (RRP)


Buy Stage 2 for £175 VAT Exempt


Stage 2: View Course Details (h�ps://sageu.csod.com/default.aspx?
p=sageu&c=uki_sage50accounts&dlink=%2fDeepLink%2fProcessRedirect.aspx%3fmodule%3dlodetails%26lo%3d30d94b


c75b-4dd6-b9c6-054f90026043)


Stage 3: 
Period end tasks, returns and reconciliations


Book 1: Credit control


Book 2: Reporting, bank reconciliation and month end


Book 3: VAT Returns and year end


This course includes our Sage 50cloud Accounts Certification Stage 3 exam worth £49 (RRP)


Buy Stage 3 for £175 VAT Exempt


Stage 3: View Course Details (h�ps://sageu.csod.com/default.aspx?
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Stage 4: 
Product invoices, orders and stock


Book 1: Product invoices, orders and stock


Book 2: Sales orders and foreign currency sales


Book 3: Stock take and period end


This course includes our Sage 50cloud Accounts Certification Stage 4 exam worth £49 (RRP)


Buy Stage 4 for £175 VAT Exempt


Stage 4: View Course Details (h�ps://sageu.csod.com/default.aspx?
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STRENGTHS 


 


• My experience as a business proprietor 


displays, I have some leadership and 


management skills that can be utilised and 


built upon 


• The resources of time and finance allow me 


the opportunity to learn and upskill myself 


• The ability to apply my business experience 


and knowledge acumen in a practicable 


way that will aid my education 


development 


 


WEAKNESSES 


 


• I am not as proficient in the use of Sage 50 


Cloud Accounts software package as I 


would like to be 


• I lack a suitable qualification in leadership 


and management that would be useful for 


my current employment 


• My current workplace employee headcount 


is higher than that I have ever had to deal 


with. I am used to small informal groups 


with regards to speaking and presentations, 


therefore I lack the experience necessary to 


conduct myself in an appropriate manner 


 


OPPORTUNITIES 


 


• To demonstrate to current and future 


employers that I have the ardour better 


myself and thus I trust fortuity will present 


itself in terms of career paths 


•  To acquire suitable education and 


academic that will aide the above point and 


further my career development in a 


direction where I have some semblance of 


control 


• To deal with my anxiety and apprehension 


towards presentation and speaking and 


harness it as an employability skill 


 


THREATS 


 


• The lack of up to date qualifications 


relevant to my work environment makes 


me not as productive as other employees 


• Anxiety and apprehension are obstacles 


hindering my speaking and presentational 


skills 


• I consider the above first points as a major 


drawback that frustrates my career 


development 


 






