Seren Murphy
 Academic and Employability Skills (BMSK4001)
[bookmark: _GoBack]This assignment will look at two different skill sets, academic skills and employability skills. I will list and explain a selection of each set of skills, and then elaborate on what level I am at each skill, where I want to be, and how I will bridge the gap between them. I will use a combination of gap analysis and personal development plans to help me to make concise steps in how I will move forward and improve. 
Report on Academic Skills
I have learnt during my research for this assignment, that academic skills are a group of core skills that when combined, give the writer a convincing and intellectual voice. They are important as they enable the student to learn more effectively and efficiently. To have strong academic skills are also extremely important when transferred to the workplace. To list but a few, there are note taking, research, Harvard referencing, academic writing, academic argument, critical reading, writing in first person, writing in third person and CRAAP testing. During my report I will examine and explain Harvard referencing, note taking, research and academic writing.
Harvard referencing
Harvard referencing is a skill in which to give the author or original writer credit for information or literature that they have written or sourced.  It is used in a way in which to support the students own original statements or opinions by recognising the sources of information.
A reference list is used at the end of a body of text to allow the reader to find the original source of information. To refer to a reference list is to not plagiarise somebody else’s work. Plagiarism is to copy or steal somebody else’s work and is complete academic dishonesty. The writer deserves to have their work acknowledged, and plagiarism is a student taking it and showing it as their own work. 
Colin Neville (2010) states that assignments are supported by the back up of information gained when referencing. Referencing acknowledges the source and origins of ideas and helps to enable the writer to use this evidence presented to support and strengthen the assignment and find their own writing voice.
Referencing correctly, is a way in which to have a student’s own ideas and opinions backed up by a credible source, whilst giving them the acknowledgement for their own work. It is an extremely important skill to have and do well, as without it the student’s thoughts and opinions do not matter. In text citations summarise the resources information that you have read. The author, year of publishing, book title, edition of book (if more than one edition), place and publisher must them be listed at the end of the students work, so the reader can then find that source of information if they so wish.
Note taking
Note taking is a way of recording information given by another source to look back on later. This helps with learning and understanding of a subject. By taking notes and putting the information given to you in your own words, this helps the student in remembering the information in their own way.
Kathleen McMillan (2012) Advices that note taking is a way in which to change a lecturer`s or books words and transfer them into your own way of thinking, which enables you to better understand the information given.
When taking notes, the students must select specific information from the vast information given by the lecturer, that will help the students understanding and meaning of the material. It means the student is participating and enrolled in the lecture and will give them the key points to look back later and expand on in their own words. Note taking also gives the student the summarised points on what they must research.
Note taking does not have to be just written words, it can be diagrams, tables, doodles, images, anything that will aid the student to remember what they have learnt. 
Research
The purpose of research is to examine and explore a topic or subject in a detailed way to support or argue a certain idea or point of view, whilst always being academically honest. Academic honesty is to always give the source in which you have obtained information, recognition for their work. There are many different types of research. Qualitative, quantitative, digital, primary and secondary. Primary research is data collected by the student. This is also called field research. Secondary research is data collected by other people. This is also called desk research. Qualitative research looks at the quality of the research for example authors credentials. Quantitative research is the quantity of the research, for example how much and from how many different resources. Digital research is research obtained from computers, for example google scholar and online libraries.
All sources must then be tested using the C.R.A.A.P. method. Is the source current? How long ago was the information written? Is it still realistic to believe this source?  Is it reliable? Is it accurate? Do they have the authority to be making such statement? A doctor talking about human anatomy has the authority and is a reliable source. A doctor talking about kitchen fittings is not. And is it fit for purpose?
All these questions must be answered to enable the student to detect whether their sources are correct for their work or not. The student must always be critical, and challenge every source 
Shaun Pather and Dan Remenyi (2019) Explains that it takes many different attributes to become skilled at academic research. To accept, appreciate and acknowledge previous authors work whilst having the strength to be curious, resilient and have the mental stamina to commit to a long and tedious pursuit with a worthy outcome.
Meaning that to do it correctly, research is a long and sometimes painstaking journey, but a necessity in academia. 


Academic writing.
Academic writing is the skill of being able to convey through writing your academic argument and findings. It enables a student to stand apart from the rest and use their own voice to deliver their work in a critical and intellectual way. 
Bob Smale and Julie Fowlie (2009) advise that strong academic writing skills play a big part in overall grading and that a student should find his or her own writing style, and voice, to enable their ideas and education to show through their writing.
Having your own academic voice, is your own personal style of writing that sets you apart from the rest. It makes the writer original and is the way in which they communicate an argument or idea. Supported by research and referencing, it is a valuable tool in academia.

Gap Analysis Table 
Now that academic skills have been explained, I can now use gap analysis. Gap analysis is the gap from the level I am at now at the previously mentioned academic skills, and where I want to be. I will also explain in my personal development plan how I will get from where I am to where I want to be by bridging the gap in my gap analysis.
Scoring 1-10 (1 meaning complete lack of confidence and understanding- to 10 meaning experienced and easily accomplishable)
	Skill
	Now
	Where I want to be

	Harvard Referencing
	2
	5

	Note taking
	3
	7

	Research
	2
	5

	Academic Writing
	3
	7



So as shown in my gap analysis table, I do not feel confident at any of these skills, scoring them all at the low end of the scale. I will follow on with my personal development plan and will explain how I plan to improve and take the next step. 

Personal Development Plan

	
	What?
	How?
	Resources?
	Success?
	Date/Time

	Harvard Referencing
	Ability to easily and correctly reference my resources using the Harvard ref system 
	To memorise the order in which my referencing should be written
	Handout from class explaining expected layout. 
MyBib when working online
	To be able to reference easily without having to use a layout 
	Next assignment- 28/05/20

	Note taking
	Ability to be able to pull the key points in class and take notes accordingly
	Start using tables and diagrams to aid in my note taking- instead of just writing everything down
	I will use a variety of different note taking and see which helps me the most during my next assignment
	To be able to take concise and descriptive notes quickly during class, using other ways such as diagrams and pictures
	Next assignment- 28/05/20

	Research
	To learn what precise language I must use to enable me to find specific subjects
	Try and use specific language comparable to my subject, instead of searching a much broader term.
	I will continue to use digital research, but may expand to other sources instead of just the online university library
	To easily find resources around the subject I want without having to sift through a lot of info that is nothing to do with what I am trying to source
	Next assignment- 28/05/20

	Academic writing
	To be able to write confidentially to an academically high standard
	To take the feedback from this assignment and adjust my writing style accordingly 
	Research and read more about different writing styles 
	To have my own writing style and voice and understand the difference between reports and reflections easily
	Next assignment- 28/05/20



As my personal development plan illustrates, I now have a solid plan in place to be able to work on my skills and improve them
Reflection on Employability Skills
I will be reflecting on my current employability skills using Graham Gibbs Model of Reflection (1988). I have chosen this style of reflection as a framework as I like the way it is set out, with specific questions to be answered and a clear structure.
Description
During this assignment I have learnt that there are many employability skills, a lot of them strongly connected and supported by academic skills. Time management, Interpersonal skills, Presentation skills, Teamwork, Listening, leading others, communicating effectively, Negotiating and conflict management, Networking, Problem solving, and creativity are but to name a few. I use all these skills at my current job as senior dental nurse in a private dental practice. However, I am going to elaborate on just 4 of these skills.
Feelings
Starting with time management. Time management is a vital part of employability. To manage time is to effectively manage your day in a consistent and calm manor, tackling both planned and unplanned problems and learning to prioritise then efficiently and effectively. 
I have learnt to use the time management box, putting problems and jobs for the day into categories:
	
	URGENT
	NOT URGENT

	IMPORTANT
	Now/You
	Planned

	NOT IMPORTANT
	Delegated
	Delete



Making time and managing it, is to plan and prioritise. By using this table, it enables me to keep my day flowing and to be able to have the time to deal with emergency situations that arise that need my immediate attention. Urgent tasks require attention immediately. Important tasks are to do with outcomes and require attention as soon as possible.
Bill Thomas (2012) explains that workplaces need to adhere to strict time management guidelines to enable prioritisation of work in an environment that is increasingly giving employees more to do but, in less time, to do it in.
For example, in my job as a senior dental nurse, I have been struggling to find time to order the stock and materials needed for dental treatment. I thought about what I could move around in my day, whilst still being present constantly for my chairside duties with patients in the surgery. I decided it was urgent but not as important as my other duties, so I delegated this job to another nurse who doesn’t have as much responsibility and isn’t needed as much in surgery as myself. This has freed up 2 hours at the beginning of my week for me to get on with other more important jobs and she is happy to have the extra responsibility.
Secondly, I will elaborate on interpersonal skills. Interpersonal skills are the skills in which we use to manage other humans. They are a mixture of effective listening, communication, trust, negotiations and transactional analysis. 
Dennis S Reina and Michelle L Reina (2006) explain that trust is an integral part of a successful business and workforce. Employees lean on each other for honest feedback and guidance with their work, along with help to incorporate new skills into their working day. Without trust between co-workers a business will never reach its true potential
During my lectures I have learnt that humans take body language and the way in which we speak vastly over the words in which we say. Meaning that it is very important to use the correct tone of voice and body language when talking. The way in which we say things are more important that the words that we are saying. To become a successful manager, the key is to be assertive, without being perceived as aggressive. Aggressive tones will lead to a workforce that does not like or respect you, no matter how fair you are.
I use interpersonal skills every day in my job as a Dental Nurse. I deal with highly anxious patients constantly and must deal with them in a calm and reassuring manner. I do this by always making sure my voice is soft and non-threatening, and by always being eye level with them when talking to them so they don’t feel intimidated. I take my time to explain dental treatments to patients and always ensure that any questions they have before treatment are answered in a kind and non-technical way, so that they understand everything before consenting. I have learnt over the years, that usually when patients are aggressive and/or rude, it is because they are terrified. 90% of the general public have a phobia of the dentist and dental treatment, and it is a big part of my job to put them at ease. I have found that a kind word or even holding a patient’s hand, helps dramatically in them being able to tolerate treatment.
Following from this, I will now elaborate on networking. Networking is very important in employability development. It is the group of connections I have that will enable me to progress and start business opportunities. People actively network to progress in their job and future. There are many different attributes to positive business networking. It can open future business prospects, expand your knowledge and resources, and build relationships on trust and loyalty with others in neighbouring businesses and communities.
During their research, S. De Klerk (2010) found that the most important reasons for networking were alliances with other companies, being able to develop connections for partnership, accessing new businesses and to exchange ideas and business. Relationships in specific markets and marketing channels were also sought after.
I don’t use networking in my job often. However, I have built a set of suppliers over several years, that I have a great relationship with. After sourcing the best and cheapest materials from a few different suppliers. I have friendly relationships with them all, and if the need arises (something is late or on back order) I call them, and they do there best to rectify the situation as soon as they can. Having a direct person to speak to and ask for help, is very reassuring. 
Finally, Negotiations and conflict management, which are an essential part of management. To be a manager I will be dealing with many people from all walks of life, and problems and disagreements will naturally occur.  Ze Yong Ye and Hefu Liu (2019) state that there is a distinct correlation between job satisfaction and conflicts in the workplace. Highlighting the importance of quick and effective negotiation when the need arises. There are 6 stages to successful conflict management.
Preparation is the first step. I must prepare exactly what I will say and find out what the problem is. I should ask other workers and try my absolute best to find out both sides of the story.
Secondly, discussion. I must take both parties to my office and have a discussion with each in turn. This will probably be the first time both parties have listened to each other grievances. I must convey a calm manner and make sure both parties also stay calm.
Then comes clarification of goals. This must be done in an assertive manner with both parties being clear at the end of the discussion what I expect going forward.
Moving on, I must negotiate towards a win-win outcome. Both parties must feel listened too and their problems understood. This is the time to ask my employees what they would like to do to move on from this.
I must then ensure that an agreement has been made. Both parties must leave the room knowing exactly what is expected of them from here on out.
Finally, I must implement a course of action and follow through with it. May it be a further meeting in a weeks’ time to check on the progress of the situation. Above all, both parties must feel that they have been listened to and understood. Neither being reprimanded or felt that I have taken sides but both knowing that this behaviour is not tolerated or acceptable. 
During my job, I have had to negotiate between colleagues when problems have surfaced. When ever my boss goes on annual leave, he leaves me in charge of the practice. Naturally, problems arise as soon as he leaves. I recently had to manage conflict between our two receptionists. They had a heightened disagreement and stopped communicating with each other.  This resulted in the rest of the team feeling awkward and cautious around them, and of course was completely unprofessional. I asked them both the join me in the office and we discussed the problem. They forgave each other and everyone felt comfortable again. I knew that if I did not lead them into talking it out, the situation would have escalated and the whole team suffered.
Evaluation
To evaluate, this assignment has made me look at my current skill set and all the ways in which I would like to improve on. Within my current job, I have realised that much of these skills already apply. Some I am already quite reasonable at, and some I need to work on and improve. 
For example, I feel I already have a strong set of interpersonal skills. I have been a dental nurse for 14 years and know how to read people in my surgery. I understand why they feel nervous, frustrated and scared, and feel that I already can talk them round and comfort them with ease. Saying this I strongly believe that I can always improve and will be mindful in the future on how I go about things and see if one approach works better than the other.
 On the other hand, my networking skills could be worked upon. I have a good set of suppliers but could venture out more in the dental world, look at other practices and how they run, and see if I could adapt any of these findings to make my own dental practise run more efficiently. 
Analysis
I will now use gap analysis to show what level I current feel I am at the previously mentioned employability skills. 
Scoring 1-10 (1 meaning complete lack of confidence and understanding- to 10 meaning experienced and easily accomplishable)
	Skill
	Now
	Where I want to be

	Time Management
	3
	6

	Interpersonal skills
	6
	9

	Networking
	3
	6

	Negotiations and conflict
	6
	9



Conclusion
Using my gap analysis table, I can see that there is a clear gap between my current skill set and how I want to improve. To achieve my end goal of being clinical manager of my dental practice, I aim to improve on all the 4 skills that I elaborated on in my previous reflection as they would all help and support me in my job moving forward. Time management, interpersonal skills, networking and negotiations and conflict management. I feel I am stronger with interpersonal skills and negotiations but will aim to improve and expand on all. To do this I will make a conscious effort with time management, I will aim to delegate more and at the end of each day organise the tasks for the next day, how and when I will accomplish them, and if I will need any help from others in my team. With my interpersonal skills, although I know I am already trained at dealing with phobic patients, I will aim to try to read each patient more, and custom what I say to each individual. I will keep my welcoming demeaner and try to show each patient kindness but will always strive to do the best I can for each patient to make them as comfortable as I possibly can. When it comes to networking, I do not feel that this is a strong skill I have at all. Going forward, I will aim to use the personal relationships I already have, to branch out and find out how their practises are run, and use this information to see if I can improve my practice and the way it runs. Finally, negotiations and conflict. I currently feel I am fairly able in this area, but as said previously I am always looking to improve and expand. I may look to try and deal with any future conflicts with colleagues as and when they arise, before it gets to the level of our current management and boss. 

Action Plan

	
	What?
	How?
	Resources?
	Success?
	Date/Time?

	Time Management
	To structure my day more and delegate
	Look ahead each evening at the next day and prepare
	Delegate and use the time management table to organise tasks
	to have a clear order to my day with all tasks in priority order
	30/04/20

	Interpersonal Skills
	To re-evaluate how I deal with each patient 
	Customise the way I speak and reassure each individual
	Feedback from patients
	Patients to feel at ease and happy quickly 
	30/04/20

	Networking
	To build on the social contacts I already have 
	To reach out and create opportunities to socialise
	Current contacts, with a view to expanding them using them
	To have a strong social circle of dental practises, that I can evaluate and use ideas from each
	30/04/20

	Negotiation & Conflict Management
	To put myself forward as a sounding base if and when conflict arises
	To not let disagreements get so far as to need current management to step in
	Research  different strategies to use
	To stop arguments in there tracks, before it becomes necessary for higher level to intervene 
	30/04/20





Conclusion
After completing this assignment, I have realised that I need to improve on both academic skills and employability skills, especially some of the ones I had pick to explore further. I feel that I am very comfortable in my current job because I have been doing it for so long. This assignment has made me take a step back and look at myself and my skills in depth, which I haven’t done or thought to do for a long time. Going forward, I feel that although I anticipated finding the academic skills far more difficult that employability skills, I will need to put equal effort in for both to excel and to achieve my end goal of becoming a successful dental manager in the future. 
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