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This assignment will focus on leadership and management employability skills. I will talk about what my strengths and weaknesses are. I will be completing a gap analysis, Wirth, R.A. (2004) to help me to understand what skills I already possess, and what skills I am lacking in to get where I want to be. The gap analysis will help me to identify areas of improvement. From this I will then move on to produce an action plan to show key leadership and management employability skills that need improvement. I will then move onto Academic skills. Using the reflection model of Kolb and Fry (1975) to identify potential areas for improvement. I will complete a Gap analysis to discover what my weaknesses are which will evidence what actions I need to close those gaps. I will also complete an action plan so that I can plan the improvement. 

[bookmark: _Toc36243472][bookmark: _Toc456901517]Part 1 Employability 

1.0 [bookmark: _Toc498692289][bookmark: _Toc36243473]Exploring Leadership Employability Skills.
There are many skills that employers look for in a leader. Communication and interpersonal skills are vital. Managers should be able to explain and write clearly and concisely. They should be able to build relationships with all kinds of people, listening and relating to them. Leaders should also be able to act upon key instructions and information received. Communication involves a lot of listening so a steady flow of communication should be established between themselves and their team members. This can be established through an open-door policy or regular meetings with team members. I feel that a good leader will make themselves ‘available’ to discuss any concerns and issues with team members. 
The Osgood-Schramm Communication Model (1955) is a circular model which shows that messages can go in two directions. It enables us to see how we communicate through speech and writing. This model shows how important it is for the leader to be clear, including all the relevant information in their message so that there is no confusion when the receiver receives the message.  Schramm (1955) argues with communication models like the Shannon and Weaver (1948) model by saying ‘’In fact it is misleading to think of the communication process as starting somewhere and ending somewhere. It is endless. We are really switchboard centres handling and re-routing the great endless current of information’’. The Osgood-Schramm Communication Model (1955) shows how users can get feedback so they can communicate more clearly as you go through the cycle. It also shows how complex communication is and how we can misinterpret the information we receive. The only issue I can see with this model is that it doesn’t recognise that some communication can be unequal which means it does not work for mass communication.  
Problem-solving is also a skill that employers want in a leader. A leader should be able to understand problems, breaking them down and identifying key issues. They should be able to identify implications and solutions and apply their knowledge to solve problems. Problem solving comes naturally to some people but not all and so training on how to overcome this would be beneficial if you are in a manager role. They should define the problem to identify the issues. They should then compare alternatives, calculating costs, resources and time necessary for each option. Managers should then choose the best strategy after carefully considering all options and stick to this choice. Lastly, they should implement their solution, making an action plan and sharing it with colleagues. 

Adobe (2018) conducted a study to find out how critical problem-solving skills are to future jobs. They concluded that people need to develop these skills to protect their futures. Their results also showed that 90 percent of respondents believed that people who excel in problem solving are likely to be in higher paid jobs in the future. The survey also showed that 85 percent said that these problem-solving skills are in high demand by todays employers for managers, leaders and higher-paying careers. The World Economic Forum (WEF) (2016) surveyed 350 executives across 9 industries in 15 of the world’s biggest economies as part of their Global Challenge Insight Report (2016). This survey showed that the number one skill that employers need in their employees in the future is the ability to problem solve. It also shows that 36 percent of all jobs across all industries all required complex problem-solving abilities as a core skill by 2020. This shows how important this skill is for all employees not just leaders.   

‘’Problems are nothing but wake-up calls for creativity.’’
Gschwandtner, G. (2007)

Leaders should be able to use their own initiative and be self-motivated. They should have a strong personal drive and not only doing what is told but also finding new ways to do more. I think leadership is a means of motivating others. I feel people work better knowing they are a valued part of the team and it’s a manager’s job to show them that they count. Small tokens of appreciation but can go a long way. Involving the team in important issues so that they can see that you value their opinion is beneficial and they would better understand the organisation. 
Working under pressure and to deadlines is an important employability skill for leaders. They should be able to handle stress that can come with deadlines and must make sure that they are able to meet these deadlines. Maxfield, D. and Hale, J. (2018) describes how our temperament in crucial moments has a tremendous impact on your team’s performance. It is vital for Managers to make sure that when they under stress they remain calm, collected, direct and approachable to get the best out of the team. Maxfield, D. and Hale, J. (2018) conducted an online survey with more than 1300 people. It showed that many managers and leaders fail when under pressure. This article indicated how important, as a manager it is to not let stress overcome you as this is what the team will remember even if it is a small percentage of the time.     
A leader should have good organisational skills and be methodical and able to plan and meet deadlines and targets. Leaders should be good at time-management, prioritising and monitoring progress of work. Excellent leaders should know what is most important and how they will achieve that end goal. Managers should be able to develop systems that work for everyone within the team. If everyone understands how things are done, then the process works better and more effectively. There are a several apps and specific software that can be used for organisation. Having a detailed calendar that is shared with colleagues helps them to understand what you do day-to-day and shows them their whereabouts. It also keeps the manager organised as they can amend it at any time. Pickard-Whitehead, G. (2018) explains how important a tidy working environment is so that you are not going to be distracted by objects cluttering up a workspace. 
Team working is a vital employability skill in a leader. A leader should be able to work well with others to accomplish tasks or goals. They should be able to delegate work within the team and motivate team members well. A leader is essential to a team’s success.  They should be able to take full responsibility for the team’s results and assign tasks to other team members with the best expertise and skills for the job. Leaders empower teams through trust. Leaders are important within a team as leaderless teams often compete to gain authority which cuts out the power struggles and tough calls is teams can’t come to a consensus. I feel a team leader should also listen to their team and value their opinions rather than dictating to them. In the past I had a manager that would not listen to us. He could not do our jobs and did not really understand how much work was needed to complete certain tasks. This meant that the work was not completed to the best of our ability. This hurt the business as we were producing below average work on his command. It made the team resent him and the feel undervalued. I would always listen to the people around me as they are the experts in what they do. I would build, inspire and empower my team!  
‘’Trust is knowing that when a team member does push you, they’re doing it because they care about the team.’’
P, Lenciono. (2002)
Leaders should also be able to learn and adapt. They should be very enthusiastic, identifying mistakes and learning from them. A leader should have a flexible way of thinking. They should be able to shift and experiment as situations change. If they have a flexible approach it should allow them to use different thinking strategies and mental frameworks. This is needed in leadership as change is constant and inevitable so leaders must be able to adapt to succeed. According to Centre for Creative Leadership (2020) research they confirmed that it is imperative for a leader to adapt. Their research showed that the most frequently cited success factors in managers in North America was the ability to develop or adapt. On the other hand, their evidence showed that the inability to develop or adapt was also the most frequently cited reasons for career derailment among managers in North America. This tell me that inflexible leaders limit the adaptability of others and employee’s enthusiasm, morale, cooperation and creativity are compromised. This shows how imperative this employability skill is in leadership. 
Leaders are required to use mathematics and data to support evidence collated so numeracy skills are important. Leaders should be able to handle numbers by gathering and compiling statistical data in various formats, analysing, interpreting and presenting this data in a clear way. This can lead to wrong information being passed onto the teams. This is something that can be learnt so relevant training would be required so that the leader is able to complete their job to its fullest. 
Leaders should also value diversity and difference. Being considerate and respectful of different needs or different individuals and understanding these needs is important to the role of a leader. A study by Catalyst (2019) found that one out of three managers in the EU is a woman. About half of all employees in the EU are women yet represent just 17% of senior executives. The below chart shows you what percentage of the United Kingdom is made up of Woman managers. This evidence shows that gender diversity is a pressing issue in the UK and around the world. Women are much less likely than men to be in leadership roles. This evidence shows how valuing diversity is not practised well and that we still have a long way to go to bridge the gap. 


Negotiation skills are vital. They should be aware of other people’s feelings and take these on board. Leaders should express their own requirements in a clear, unemotional way to achieve a win-win outcome. Without these skills a leader would not be able to make sensible decisions and build positive relationships. A leader could complete an emotional intelligence assessment to see where they currently are so that they can then develop several skills they may be lacking in. There are a few skills that a leader should possess which is vital to negotiation. Self-awareness, self-regulation, social awareness and relationship management. 
[bookmark: _Toc2883533]
[bookmark: _Toc36243474]1.1 My Employability Skills

I feel I have good problem-solving skills. I can identify key issues and apply my knowledge and the knowledge of others to overcome any issues that may arise. I am a very organised person. I have 3 children, so organisation is key. I can prioritise workloads to make sure work that is urgent is completed before work that can be done later or by another member of the team. I enjoy being part of a team. I currently work with a team of people that all pull together for the same goal. I listen to people’s opinions and value their input. I am an enthusiastic learner. Although I am not very confident, I will always give 100%. I always find a way to learn from mistakes made. I have a strong numeracy background working in a busy accounts department previously. I can show evidence through data that supports work. 
 








1.2 My Gap Analysis to identify ‘gaps’ in my knowledge/skills

	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 would like to become a more confident leader.
	I am confident to speak out in a group that I am comfortable and familiar with. 

I feel I am good at communicating well with my team.

Use tools provided to me 
Strengths, Weaknesses, Opportunities, Threats (SWOT)

	Self-confidence. 

Talking in front of people that I am not familiar with.

Knowing that I can add real value by the work I do. 
	I can build on this by understanding myself better, realising my strengths and becoming aware of all the things I have already achieved. 

Planning what I am going to say and practicing before having conversations.

Be kinder to myself.


	Work better under pressure and to deadlines.
	I am very organised and critical and feel this would help when working to deadlines. 
	I don’t handle stress very well and find it difficult delegating work. 
	Planning and prioritising workloads by using the Eisenhower Model Mulder, P. (2017). 

Delegating work that a colleague could complete. Use pressure as an opportunity to grow.

Use mindfulness techniques to stay calm.

	I would like to work on my communication and interpersonal skills.
	I am an approachable and friendly person which would help when leading a team.
	The ability to explain what is required clearly through written and spoken means. Having difficult face-to-face conversations. 
	Learn how to choose the most accurate and appropriate words, making it simple and to the point. 

Learn to write well by completing a writing course. 

Listen to the team and ask for feedback.




I have used the Gap analysis by Wirth, R.A. (2004) to help me to understand where I am, and what I need to do in order to get where I want to be. It has also helped me to identify areas of Improvement.
I have completed a Mindtools (2020) Leadership Skills questionnaire (appendix 2) to identify my own leadership skills. The questionnaire results show that I need to work on my self-confidence as I scored the lowest in this question. I feel that my confidence holds me back in many things and the other skills that I lack, working better under pressure and communication are both over-arched by my confidence. If I believed in myself, I would not get as stressed when under pressure or working to deadlines. If I was a confident person, I feel I would communicate better with people rather than avoiding certain conversations. I have also used SWOT analysis Owen, C. (2019) so that I can use some of my strengths to achieve the objectives set out in my PDP.

I also asked 5 of my work colleagues what skills they thought I was lacking in leadership. They all said self-confidence and communication. 3 colleagues said that I would rather email them than have a conversation with them and that sometimes it would be easier to have that conversation with them face-to-face. They also said this could sometimes feel like I wasn’t interested in what they had to say. 

[bookmark: _Toc36243475]1.3 Action Plan for Improvement

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

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

	To become a more confident leader. 
	Understand myself better, realising my strengths and becoming aware of all the things I have already achieved. 

Planning what I am going to say and practicing before having difficult conversations.

Getting outside my comfort zone, making mistakes along the way but recovering from them.

Be kinder to myself.
	I will ask my peers to score my confidence at the start and then ask again at multiple points through the journey to become more confident. 

Take a self-confidence questionnaire at the beginning and another at the end to assess if I have grown in confidence.

Achieving my CertHe Skills for the workplace qualification and also feeling confident enough to go on to complete the full degree.

Revert to my Action Plan.
	I would like to become more confident by the end of the Skills for the workplace, CertHe but also building each year of my studies. 

	I will need my husband’s and parents support and help with the children while I am attending classes and studying.

I will also need the help of my peers for support and guidance along the way.

Online resources.



	Work better under pressure and to deadlines.
	Planning and prioritising workloads by using the Eisenhower Model Mulder, P. (2017). (Appendix 1)

Delegating work that a colleague could complete. Use pressure as an opportunity to grow.

Use mindfulness techniques to stay calm.
	Reflect with the team.

Look at results throughout the process. 

On completion of each assignment during my Skills for the Workplace CertHE Course as these have to completed to deadlines.

Revert to my Action Plan.
 
	I would like to have achieved this on completion of my Skills for the workplace CertHE course. 
	I will need my husband’s and parents support and help with the children while I am attending classes and studying.

I will also need the help of my peers for support and guidance along the way.

Online mindfulness videos.



	Better 
communication and interpersonal skills
	Learn how to choose the most accurate and appropriate words, making it simple and to the point. 

Learn to write well by completing a writing course. 

Listen to the team and ask for feedback.
	Ask for feedback from the team to see if they think I have improved in this area. 

Complete another questionnaire to see if my score has improved.  

Review along the process and revert to my Action Plan.
	I would like to have achieved this on completion of my Skills for the workplace CertHE course.
	I will need my husband’s and parents support and help with the children.

I will also need the help of my peers for support and guidance along the way.

Online writing course.




I have made sure I have specific, detailed and focused objectives in my action plan. Measurement is important so that I can gauge if I have achieved the objectives set. I can get this evidence by reverting to my action plan. I need to make sure I have achievable objectives. My objectives are realistic but stretch me. I have made the objectives measurable and have deadlines that will give me focus. I can measure if I am on track to achieve my goals by reverting to this action plan at intervals throughout the year and if not on track look at ways to change this.

[bookmark: _Toc498692297][bookmark: _Toc36243476]Part 2: Academic Skills 
[bookmark: _Hlk498694375][bookmark: _Toc36243477]2.0 Reflection of Academic Skills required for University Level Study 
[bookmark: _Toc456901523]
I conclude that learners should be able to communicate and present information professionally using the correct software. They are required to use correct grammar and layout throughout their writing. Learners should also possess the ability to analyse facts, arguments and opinions. Another academic skill needed is the use of digital technologies to support their learning. Some options are the use of CRAAP Tests and using the Universities online library. Information gathering techniques are vital. This includes statistics, research methods and data handling. Learners must be able to research and analyse literature but also be able to present their findings. They should be able to use Harvard referencing correctly. Lastly, learners should be organised. Time management is vital, and learners should pull support from family, friends and peers. Overcoming barriers is important to learners. They could use the ERA Cycle (Jasper, 2013) to reflect on situations to enable them to overcome those barriers. The cycle has three stages, experience, reflection and action. We always start with an experience that we may have been through before or something that is completely new. The experience can be positive or negative. They will naturally start to reflect on what’s happened after having this experience. From here we can think through the experience, examine the feelings felt and decide on the next steps. This then leads onto the last part of the cycle, action. What they will do as a result of an experience will be different for everyone. It can depend of their own feelings and experiences leading up to it and this action will normally result in another experience. The cycle is always moving and continuing. 
‘There are no constraints on the human mind, no walls around the human spirit, no barriers to our progress except those we ourselves erect.’
Ronald Reagan 

[bookmark: _Toc36243478]2.1 Evaluation of my own Academic Skills 

I have examined what academic skills I currently possess. I can gather information using research methods. I can handle data and statistics and am confident using graphs to evidence information clearly. This was evidenced in my last assignment. I can also use digital technologies to support my learning. Some examples of this is the CRAAP test used in my last assignment and using the online library for information.  

[bookmark: _Toc36243479]2.2 Gap Analysis to identify ‘gaps’ in knowledge/skills

	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?

	Improve on communicating and presenting information





	I can present information clearly using PowerPoint with the correct structure and grammar.
	The ability to analyse facts, opinions and arguments.
	Complete an online course like this one here https://www.bbc.co.uk/
bitesize/guides/zyydjxs/revision/4

Watch online videos and practise.
 
Use a Fact and Opinion chart so that you can split the objective facts and subjective opinions.



	
Using time more effectively.





	I can identify where I need to manage my time better.

Prioritise workloads.
	The ability to say no to colleagues. I always take on too much work. 
	Complete my calendar at work so that colleagues can see what work I have on each day. 

Asking them to delegate work to another teammate with more time to complete.

	Improve my researching skills
	I am effective when searching online websites for research.
	The ability to use the online library for books and journals for research.
	Access the Universities Online Library Training video and guide. 

Practise searching specific topics so that I am more familiar with the system. 

Ask my peers for guidance.



Tools that can be used are learning logs or Drucker, P. (1955) Doran, G,T. (1991) SMART Objectives.
S. Specific M. Measurable A. Achievable R. Realistic T. Time 

I have made sure I have specific, detailed and focused objectives in my action plan. Measurement is important so that I can gauge if I have achieved the objectives set. I can get this evidence by reverting to my action plan. I have achievable objectives. I’ve made sure that objectives set are not unachievable as this will result in no motivation or enthusiasm and will make it unattainable. I made sure my objectives are realistic. I have set a date or time that the objective should be complete or accomplished. I need this so that I can make the objectives measurable and the deadline will give me focus. I can measure if I am on track to achieve my goals by reverting to this Action Plan at intervals throughout and if not on track look at ways to change this.

[bookmark: _Toc36243480]2.3 Action Plan for Improvement

	Objectives
	Tasks
	Success Criteria
	Time Frame
	Resources

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

	Improve on communicating and presenting information


	Complete an online course’s like this one here https://www.bbc.co.uk/
bitesize/guides/zyydjxs/revision/4
Watch online videos and practise.
 
Use a Fact and Opinion chart so that you can split statements into objective facts and subjective opinions.

Guidance from my lecturer and peers and building a good network. 

	Successful completion will be measured by the completion of the course and how well I do in my assignments.
 
It will also be measured by how my skills and tools have transfer into my workplace.

Review progress at multiple stages along the course, reverting to my Action Plan.




	This should be an ongoing process as I complete assignments along the duration of the CertHE Course. 

I would like to complete the training before we move onto our next assignment.
	I will need my husband and parents support and help with the children while I am studying.

I will also need the help of my lecturer, course peers and network for support and guidance.

Online websites for relevant information. 

	Using my time more effectively.
	Keep my calendar updated so that colleagues can see what work/meetings I have on each day and I can see what tasks are set out each day. 

Build up the confidence to say no if I don’t have capacity. 

Complete work effectively and efficiently, setting daily targets by using tools like Mulder, P. (2017). The Eisenhower Matrix.


	Assess how my diary planning has gone after 6 months. 

Complete an online time management questionnaire like this one at the start and then after 6 months to see if any improvement. https://www.mindtools.com
/pages/article/newHTE_88.htm

By reverting to my Action Plan.
	I would like to improve my time management over the next 4 months on completion of the CertHE course.
	Outlook calendar.

Diary. 

Online websites for questionnaires.

The Eisenhower Matrix.

	Improve my researching skills
	Access the Universities Online Library Training video and guide. 

Practise searching specific topics so that I am more familiar with the system. 

Ask my peers for guidance.

Planning and staying organised.

Building a network for support.


	Successful completion will be measured by the completion of the course and how well I do in my assignments.

Revert to my Action Plan.
	I need to complete the tasks by my next assignment. 
	UWTSD Online Library.

SWOT analysis tool.

I will need my husband and parents support and help with the children while I am studying.

I will also need the help of my lecturer, course peers and networks for support and guidance.




[bookmark: _Toc36243481]Conclusion

[bookmark: _GoBack]In my assignment I have focused on leadership and management employability skills and academic skills. I have demonstrated ways to identify what employability skills are required for leadership roles within the workplace and what skills I possess or lack. I have also demonstrated a range of tools like SMART analysis and SWOT analysis. I have demonstrated my weakness and what I can do to close the gaps. I have completed action plans for employability and academic skills. This has given me focus to plan for improvement and given me the ability to look back and reflect. 
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