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1.0 Identify your personal skills-set and knowledge contribution towards the project and general employability skills you have learned or developed during this project.
Upon reflection to the residential weekend at Carmarthen, I will be discussing what I learnt, and how this was useful and a learning curve for myself and for my team members. For this assignment I will be following the Gibbs reflective cycle (Gibbs 1988). The Gibbs model consists of 6 phases (see figure 1)
I tend to refer to the Gibbs model when I am reflecting on something as it allows me to become more analytical when reflecting on actions and also being able to implement an action plan to help me improve in the future.
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 Figure 1. Gibbs reflective cycle 1988. (2019, Oxford Brookes University)

When I joined the course in 2018, I identified my learning styles by undertaking a VARK questionnaire. This helped me analyse myself and to allow myself to use my skills in the most practical way which would help me over the course of a year where I would’ve been undertaking more modules and developing myself not only academically, but also in the professional world of work. I identified as a Kinaesthetic learner, this style is for those for learn best when they’re doing something physical or practical (2019, TheSchoolRun)
On our first evening we had a finance lecture which covered all aspects of finance that we would be using and implementing into our business plan. 
We learnt about the following:
· Understanding and introduction to basic finance
· Basic book-keeping
· How to fill out a Financial Table for our business plan
· Cash flow projection 

The cash flow projection was a strong point for me, as this is something I understand to a certain extent, and when Brian was showing us step by step how to fill it out, and what is required, that was really helpful as there was a lot of things he covered that I would not have thought belonged within the projection of cash flow in a business.
This was explained well, and, we were given tasks to do within our tables. We had level 4 tutors on hand whom explained and gave in depth breakdowns of the calculations which was helpful. We were challenged with a difficult task but nonetheless, this tested our strengths and weaknesses as a group, which was good as that was just the start of forming a business plan and seeing how well we would work together as a team. 
I was able to implement my own personal skill set for this task, as a kinaesthetic learner trial and error is something I tend to do most times I am faced with a difficult task, and this is what I did when we had the financial task, where we had to work out a calculation as a team and present our findings. As this was a hands on task, I challenged my weakness which is formulas and numbers and worked with other team members, collating everyone’s findings which we then fed back. This task had practical problems and as a team we worked together using problem solving techniques to find our answer. This was a taster of what to expect, as the next day we had a lesson where we had to come up with an idea for a business plan, something we would then as a team present back to the rest of the groups in the room. This was difficult at first as we didn’t have any common ground and we could not agree on what the business plan idea should be. One team member then decided to choose the idea of putting together a care home, but the only he knew the logistics of this as wasn’t happy to present the idea, so we agreed upon something else.
We went along the lines of a dessert company but wanting to specialise in something bespoke and not common, as this would’ve been a strong selling point for our audience. We brainstormed ideas as a team, we covered all avenues and aspects that you would when coming up with a business plan.
These were:
-How much we would need to invest?
-What will we sell?
-Who will we be selling too? (Target market/audience)
-Any competitors?
-Budgeting?

Furthermore, before presenting a real business plan, I and my team were tasked with choosing a number between 1-7 and then picking out a product which was the number we chose. Our product was foot cream and we had 20 minutes to come up with a selling point in hope to get the others in the room to want to ‘buy’ our product. I feel as if this was a really good task for me and my team as it would prep us in a way and also we were able to watch other groups pitch their ideas which was interesting to see, as I would identify any techniques they use which myself and my team could use to implement when we present our actual business plan.
This is where my team members and I lacked in our team building and team working skills. We needed to nominate a spokesperson who would go out to the front and try to sell the product to everyone in the room. As a team we could not reach a decision as everyone was feeling anxious and the pressure was getting to us. Moreover, we all decided to go out to the front and decided we would all say a bit each, and it resulted in a good response as we had a lot of buyers wanting to buy the product we were tasked to sell. 
Previously, we have all worked together following the structure of Belbin’s style of team working, where we have delegated ourselves roles and it has proved that we are able to work as a team with our desired roles. I felt that this would be the correct team working style that our team leader would hope to implement when we started working on our presentation and preparing our business plan.
A team is not a bunch of people with job titles, but a congregation of individuals, each of whom has a role understood by other members (BELBIN Associates, 2019).

Referring and reflecting back to my assignment BMSK4001 Academic and Employability Skills (see appendices), I recognise upon self-evaluation that out of the ten employability skills, I believed to be proficient in three of the ten being communication and interpersonal skills, understanding diversity and differences, and team working. Having looked back and comparing and contrasting to what other skills I have acquired, I would say I believe that during my time on this course I have increased my employability skill set by developing myself, contributing to my ambition of becoming a manger. Half way along the year, I proved I had developed proficiency in all aspects of work, as my employer had recognised this, resulting in me being promoted to a senior grade. This was one step closer to my role within management.

Reflect upon the business and entrepreneurial skills you have explored whilst creating the Business Plan.

According to (Gordon, 2017) there are 7 essential skills required to succeed as an entrepreneur. Out of the 7, I recognised that ambition was my main skill as ‘’ It is easy to give up when the going gets tough, but the most successful entrepreneurs persist because of their ambitious nature.’’  And reflecting upon myself as an individual who runs an actual home business which has grown over the past few months due to me learning along the way, consisting of a lot of trial and error. I explored avenues of an entrepreneur that I did not think were possible. 

I was able to implement my digital and research skills to help me conduct research for my project, covering social media, creating a website and also reaching an audience. This helped me build my business solely with the use of social media platforms and my marketing strategies. 
Once we decided as a team that we would use my current business for our business plan asking for an investment into our business, that is when I reflected that there are so many underlying pieces of information missing and so many skills I was lacking, this was a personal challenge for myself to explore more skills in the making of the business plan.
To be successful with our business plan and to secure an investor, we as a team had to work closely together. I explored the following skills:

-Leadership and Motivation: I found myself leading the team, I took it upon myself to delegate tasks out to my team members and to motivate the others to follow our checklist and to be able to deliver our vision.
-Communication skills: I have very strong communication skills, as this area is something I have identified as one of my strengths. I made sure I was competent in delivering messages, calls, and tasks back and forth with myself and team members. I used many different forms of communication when building our business plan, such as: Emails, WhatsApp, Messenger and arranging meetings in person.
-Resilience: I realised that I am a very resilient individual, I had prepared myself with a back-up plan or other ideas as I am one to trial and error, but also I identified that I am one to learn and grown from my mistakes and move forward taking ownership over my failures. 
-Ethics: I am a firm believer that everyone, especially in the world of business that you should deal with people with respect and uphold integrity. If you do not lead ethically you will find it hard to grow as a business as well as finding it difficult to build a committed and happy team.
-Risk Tolerance: Learning to understand to take risks, and making the right decision. Upon our business idea, the major risk we took was using fresh fruit as our main product, but upon further research we realised that Brexit would play a major risk as the yellowhammer report suggests and increase up to 15-20% tariff so as a business we would be undertaking a huge risk.


In conclusion, reflecting on my findings within this project, I can say I was very happy to embark on the Carmarthen Residential Weekend as I learnt many skills, from as simple as book keeping to the depths of profit and cost analysis. I also learnt a lot about certain skills set I hold and how I used them in the scenario of working in a team and when preparing the business plan, to the point of pitching our idea. Although the business plan submitted reflects missing work and pieces, this was down to lack of communication with other team members and lack of input which let us down.
I know now in the future that I would work differently. 
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Appendices
Part One – Employability
1.0 An Exploration of Employability Skills Required at Leadership and Management Level
There is a plethora of skills that are frequently cited as being imperative for a manager or leader to develop, with this section of the report presenting an evaluation on how an individual can become a good leader. This will include a critical analysis of the ten skills of employability and focus on which of these are most pertinent for becoming an effective leader or manager. 
1.1 Becoming a Good Leader
There are a variety of different factors can be seen to have a mediating influence on how effectively an individual can become a good leader. Firstly, this can relate to the employability skills that they have developed, with this ultimately influencing how successful the leader will be for maximising performance from their followers and creating a clear strategic vision (Eagly & Johannesen-Schmidt, 2003; Miner, 2015). Although this is discussed in more depth further in the report, it is important to note that a diverse range of different employability skills needs to be acquired for a leader to be successful. Furthermore, it is also incredibly important for a leader to be more critical on themselves than a traditional employee, as the process of self-reflection can help them improve their effectiveness as a leader (Moon, 2013). This can also utilise several reflective processes or models that have been developed throughout literature, as it will provide the leader with a structured framework for improving their own competencies and skills. Furthermore, this will ensure that a diverse range of employability skills are being acquired, whilst also improving the way in which a leader uses specific skills that they may already hold (Armstrong, 2006). 
In addition to this, the leadership style that an individual adopts will also impact on whether they are a good leader or not, with this having to resonate with the organisational context that the leader operates in. There are a variety of different leadership styles that can be used, including the transformational (democratic), transactional (autocratic), laissez-faire, and paternalistic approaches (Hall, et al., 2002; Stones, et al., 2004). Each of these different styles operates uniquely to the next and allows a leader to shape their behaviours and traits in a way that meets the needs and objectives of the organisation. For example, the “transactional leadership is based more on “exchanges” between the leader and follower, in which followers are rewarded for meeting specific goals or performance criteria” (Aarons, 2006, p. 1163). Alternatively, Lowe, et al., (1996, p. 385) defined a transformational leader as “one who articulates a vision of the future that can be shared with peers and subordinates, intellectually stimulates subordinates, and pays high attention to individual differences among people”, whilst a laisse-faire style is a more relaxed approach to leadership, whereby employees are left to be autonomous and self-governing (Eagly & Johannesen-Schmidt, 2003). This represents the dynamic nature of leadership and the various approaches that can be used, with it being important for the individual to align with a style that is beneficial to their behaviours and organisational context. 
1.2 Employability Skills
Academics review a plethora of different skills that are imperative for becoming an effective employee, with this largely being categorised into ten key categories. Although these may not all be apparent with regards to effective leadership, it does present a holistic overview as to how an individual can develop themselves to become more efficient in their working responsibilities (Klau, 2006). Therefore, the ten key employability skills are: communication and interpersonal skills, problem solving skills, imitative and self-motivation, working under pressure and meeting deadlines, organisational skills, team working, ability to learn and adapt, numeracy, valuing diversity and differences, and negotiation skills (Armstrong, 2006; Gennard & Judge, 2005). The diversity of these skills are apparent, with it likely being the case that a leader only needs to focus on the development of skills that are most pertinent to their working responsibilities (Locke & Latham, 1994). For example, a manager or leader that primarily operates in a customer-facing role for a gym may not need to develop their numeracy skills to the same competencies as a bank manager. This presents the notion that these employability skills must be applied to the individual context of a manager and the industry they work within (Vera & Crossan, 2004). However, five of these skills are identified as being critical irrelevant of the industry, including: communication and interpersonal skills, working under pressure and to deadlines, team working, ability to learn and adapt, and valuing diversity and difference. 
Firstly, communication and interpersonal skills are vital skills that are utilised by nearly all modern leaders, and especially resonates with the transformational style of leadership. This is because a leader can have a greater influential effect on their followers if they have established an effective relationship (Paarlberg & Lavigna, 2010). Being able to influence followers can provide a number of benefits to the leader, such as helping them mitigate resistance to change. In addition to this, being able to communicate effectively can support the leader with the implementation of top-level strategies and achieving the corporate vision (Bhatnagar, 2007). 
Secondly, managers must be able to effectively work under pressure as their roles will inherently come with more responsibility than a lower-level employee. This means that the leader must be able to manage this pressure and additional responsibility to ensure that they can still perform effectively (Lawler, 2008). If a leader cannot operate under pressure than they will likely fail to complete their working responsibilities effectively and deliver on the strategic vision of the organisation. Furthermore, it can lead to other personal issues for the manager, which could cause negative implications on both work and personal life (Armstrong, 2006). 
Thirdly, team working is a vital skill for all employees, with this being amplified for leaders and managers. This will also align with the communication skills that a leader will have, as that will be an integral part of working effectively within a team. It is clear that a leader or manage will have responsibility for developing the performance of their followers, and this can only truly be achieved if the leader is a team member (Locke & Latham, 1994). Furthermore, middle managers will also have to work effectively with individuals on the same level of management as them, which further emphasises the need for a manager to be a strong team player (Musson & Helmreich, 2004). 
Fourthly, the ability to learn and adapt is particularly important for leaders and managers because it will allow the leader to react to changes within either the internal or external environment (Armstrong, 2006). Although this is important for all leaders, it is even more so within industries that are highly susceptible to change. Furthermore, this also allows the leader to reflect on their own skills and experiences to become a more effective leader, such as identifying weaknesses that need to be developed. This is particularly important and helps to distinguish normal employees from ones that can become effective leaders (Miner, 2015). 
Finally, valuing diversity and difference is one of the most contemporary skills that managers and leaders must develop, with this aligning with emerging expectations from the modern business environment (Olsen & Martins, 2012). This is because organisations are becoming increasingly pressured to operate in sustainable and ethical methods, with the leadership team being responsible for delivering on this. Therefore, if the leader or manager has the internal ambition or care for promoting diversity and equality throughout the workforce than they will already align with this strategic objective for many large organisations. (Auh & Menguc, 2005; Basset-Jones, 2005)
2.0 An Evaluation of my Own Employability Skills, and Potential Areas for Improvement
The second section of this report presents an evaluation on the employability skills that I have currently acquired, and how these can be further developed to improve my ability to operate as a manager. This includes an evaluation against the ten key employability skills, whilst an action plan created to highlight how leadership skills can be further improved. 
2.1 Current Leadership Skills
Out of the ten employability skills that have been evaluated, I believe that I am proficient in three of these, including communication and interpersonal skills, understanding diversity and differences, and team working. This has helped me become more effective within the professional business environment, although it also highlights that there are areas for improvement. However, it is clear that these are still positive skills to leverage when entering the workforce and will form the core of an effective employee. Therefore, within the original matrix of ten employability skills, I also believe that I have developed a proficiency in organisational skills and being self-motivated. These five skills are critically evaluated to understand how they have been developed, and how they contribute to my ambition of becoming an effective leader. 
I believe that I have developed effective communication and interpersonal skills during my time in education, as it has exposed me to a variety of situations that have required me to communicate with diverse individuals (Armstrong, 2006). This includes both from a peer and professional perspective, as I have been able to make social networks, whilst also having to present various works to professors and the wider class. All of these experiences have built my confidence for communicating more effectively, which I firmly believe will be the cornerstone for my development as an effective leader (Klau, 2006). 
Moreover, I recognise the importance for diversity management and equality as part of my general behaviour and have not focused on specifically developing this. This is likely due to the generation that I come from, which is generally inclined to being aligned with modern principles on diversity and equality (Saini, 2007). Therefore, I think this position me effectively within the contemporary business environment with regards to leadership and ethical strategic objectives, with it being important that this can be communicated within any future job application processes (Cannella, et al., 2008). However, I will need to consider how to transfer this behaviour onto my followers, which is the true purpose of a leader. 
During my time in education I have also been able to develop my skills as an effective team worker, which has been mainly developed through various team and group projects. This has helped me to recognise the significant for both identifying the role of members within a team, and the importance for encouraging all members to contribute equally. Moreover, if effective roles can be established then it is often easier to get the full potential from a group member, which will improve the overall quality of the groups output (Miner, 2015). Therefore, this must be managed closely, with all team members having the responsibility to contribute. 
From the perspective of the additional employability skills, I have developed organisational skills during my time in education, which has helped me to effectively manage deadlines and ensure work is completed in time. I believe that this will be vital for managing the various activities that will be involved with finding a job and becoming a leader, as the working environment is often much more fluid and dynamic than the student environment. Furthermore, I also aim to keep developing my organisational skills whilst I search for a job, which will help to identify the most appropriate job for my skills. In addition to this, I have also developed a core behavioural trait for being highly motivated, which means that I am very ambition with regards to career prospects (Steel & Konig, 2006). I aim to leverage this ambition both before and during employment, as it will help me to find an appropriate job as I am keen on taking on additional challenges, so I can develop my technical skills and competencies. This represents the significance of self-motivation and how I believe it will be a key skill for developing my potential as a leader. 
2.2 Action Plan for Improvement
A GAP analysis and action plan has been developed to improve key employability skills that would help myself develop into a more effective and successful leader. This has built on the analysis of the ten employability skills and which ones I currently possess. The GAP analysis and action is presented within Appendix One. 

Part Two – Academic Skills
3.0 An Individual Reflective Summary to Analyse Skills Requirement for my Learning Journey 
There is a plethora of skills that are frequently cited as being imperative for a manager or leader to develop, with this section of the report presenting an evaluation on how an individual can become a good leader through developing academic skills. This will include a critical analysis of various academic skills and focus on which of these are most pertinent for becoming an effective employee, or potential leader. 
3.1 Becoming a Good Academic
It can be heavily debated as to what constitutes a good academic, as academic writing can be completed in various ways. However, one of the most important factors for an individual is to be determined and committed to their journey for improving themselves as an academic (Cooper, et al., 2009). It is clear that an individual cannot become an effective academic by basic learning and must be dedicated to learning complex skills to ensure they can collate, synthesise, and analyse data effectively (Athanasou, et al., 2012). Therefore, this is highlighted as a pertinent skill for an academic to become successful, whilst it should also be combined with the ability to recognise the significance of research. Many academics can become too focused on analysing information that is already widely available, whereas a good academic will be able to contribute information to fill gaps in the literature. This helps to expand the wider knowledge that individuals have on a specific research phenomenon, thus improving their overall standing as an effective academic (Clark, 2006). 
3.2 Key Skills 
There are a variety of key skills that should be developed by an individual to become a more effective academic. Three of the most critical include the ability to use digital technologies, research and analysing, and communication information more effectively. Firstly, the use of digital technologies is becoming increasingly important within the modern learning environment, as organisations are starting to use these technologies more widely (Pilkington, 2016). This means that an academic should be able to use digital technologies to both learn new skills and present information, which could involve the use of expert software packages, wikis, or blogs. Each of these technologies presents a new opportunity for an academic to expand their learning and knowledge capabilities, thus justifying the significance for being able to understand how the technologies work (Tapscott & Barry, 2009). 
Moreover, the ability to research and analyse information is perhaps one of the most important academic skills and can also have many impacts on an individual’s potential in a professional environment (Facer, 2011). This is because it will help an individual become more critical with how they collect and interpret information, thus removing subjectivity from the analysis and allowing more logical thinking. Furthermore, this is a key skill that is required for achieving a higher grade throughout an academic environment, whilst it is also perhaps one of the most challenging to develop (Murray, 2011). 
Finally, it is also important for an academic to communicate their material effectively, with it being clear that there are a variety of ways in which this can be achieved. This will also build on the competencies of an academic in the other two areas, as the ability to research and analyse effectively is meaningless if the information cannot be communicated (Dunleavy, 2003; Clark, 2006). Therefore, a successful academic will be able to communicate in a variety of different methods, which gives them the potential to present information in accordance with the academic context.
4.0 An Evaluation of my Own Academic Skills, and Potential Areas for Improvement
The fourth section of this report presents an evaluation on the academic skills that I have currently acquired, and how these can be further developed to improve my ability to become an efficient professional. This includes an evaluation against the key academic skills in the previous section, whilst an action plan is created to highlight how my academic skills can be further improved. 
4.1 Current Academic Skills
The previous section of this report presented an evaluation of three key academic skills that are vital for the creation of a successful and effective academic. I believe that I have acquired knowledge in all three of these skills, whilst there is one more that I am aiming to develop. Firstly, I have been heavily exposed to digital technologies throughout my life and time at university, which has helped me to leverage this effectively in my learning. However, this has only really focused on technologies that are widely used, such as social media, as I have not pushed the boundaries for using alternative digital technologies. Therefore, I believe an opportunity exists to further improve my academic skills by using more diverse digital technologies on my learning journey. 
Furthermore, during my studies I have had the opportunity to research and analyse data through various methods, which has helped to develop my capabilities for thinking critically. This is because I recognise the importance for being able to analyse data from a variety of perspectives and compare the findings of various authors to ensure that my writing is valid and concise. However, this is also very challenging to achieve, especially for removing subjectivity from the analysis. Therefore, I still think I need further development in these areas, as this will help me become more critical and improve my expertise at statistical analysis.
Finally, I am relatively competent at communicating and presenting information, but believe I should also aim to improve my writing style. I understand that there is a plethora of ways in which information can be communicated and I aim to further develop this, so I understand more diverse methods. However, my main focus is too improving my writing capabilities, as I believe this has a key influence on how effectively information is communicated. 
4.2 Action Plan for Improvement
A GAP analysis and action plan has been developed to improve key academic skills that would help myself develop into a more effective employee and potential future leader. This has built on the analysis of the key academic skills and whsich ones I currently possess. The GAP analysis and action is presented within Appendix Two.
5.0 Gibbs’ Model of Reflection
Graham Gibbs (1988) discussed the use of structured reporting to facilitate the reflection involved in Kolb's "experiential learning cycle". Gibbs 'proposals are often cited as Gibbs' Reflective Cycle or Gibbs Reflection Model (1988) and summarized in the following six distinct phases (see figure 1)
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Figure 1. Gibbs’ Model of Reflection (1988)

I started to use this model in every aspect of my personal and professional life since all our daily action can be classified and analysed according to the model developed by Gibbs. For instance, from my personal point of view, I can describe a specific event (Where was I?..Why was I there?...What happened?), express my feelings (What was I thinking at that moment?...How did it make me feel?) and so on. From all these actions, I became more analytical and now I am been able not only to reflect on my actions, but also to learn from my past experience (particularly mistakes) and develop action plans that allow me to act in a different manner if the same or similar situation recurred. Also, I consider my enhanced criticisms as a learning opportunity that in turn made me more assertive and able to deal with other people and interact better with my interlocutors. More specifically, unlike in the past, I can find in the other people’s criticism the serene recognition that there may be something true. Therefore, now when I receive criticism, I do not become anymore anxious or defensive. I started to admit the truth, accept errors and deficiencies without excessively excusing. Therefore, I can state that this model constituted an active stimulus to listen to all people in a not excessive critical way and allowed me to obtain information that I can use to improve my skills.
More specifically, according to the model developed by Gibbs (1988), I started to engages reflection in the analysis of myself and my actions, accepting the standpoint of self-responsibility, curiosity, openness and my will to challenge normative ways of responding to situations, adopting the exposure and the understanding of the contradictions between what I would like in practice and reality, exploiting the energy of the conflict given by my personal examination of the contradiction that is needed to make decisions. Consequently, I need to focus on my ability to deal with regulatory attitudes, beliefs and actions through the recognition of new ways of visualising and responding to practice by linking insights and the real world of practice, the appreciation of experience over time, the feasibility of desirable practice as a daily reality. This induces the reflection to become a construction of the personal and collective knowledge of the practice that passes through the development of the critical incident, which becomes relevant with respect to theories and models of knowledge construction through the use of precise analysis techniques. By critical incident, I intended a problematic and critical experiential event, rather than a typical one, whose analysis can become a useful tool for identifying significant personal experiences

6.0 Conclusion 
To summarise, this report has presented a critical analysis of key employability and academic skills that must be developed to improve myself as an employee and potential future leader. The first section of this report focused on employability skills that must be developed, which have been identified through ten key employability skills. Although all can be applicable for an effective leader, it is apparent that some can be more pertinent than others. Therefore, five key skills have been noted as being the most critical for an effective leader in developing, which will help to maximise my capabilities and skills as a leader. This includes skills such as interpersonal communication, team working, and acting under pressure to meet deadlines. These are clearly pertinent for a manager as they help improve their influence over followers to ensure that organisational objectives are achieved.
Furthermore, a similar analysis has been presented from the perspective of academic skills, with this exploring key skills such as digital technologies, researching and analysing, and the communication of information. Although there are several additional key academic skills that should also be developed by an individual, these three are identified as the most important within the modern environment. Furthermore, an action plan and gap analysis have been created to identify how I can improve these skills, whilst also developing my writing style. Improving these skills not only develops my capabilities as an academic, but will link into my effectiveness as an employee and potential future leader. 
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7.0 Appendix 
7.1 Appendix One – Action Plan for Employability
	Objective
	Current Position
	Deficiency
	Action

	To be able to influence followers.
	Influence if relationship already exists.
	Being able to influence individuals who do not know me well.
	Further understand human behaviour and how to improve my influence on individuals. 

	To become more organised. 
	Effective at long-term organisation.
	Unable to plan for the short-term and act flexibly. 
	Develop a system that helps me become more flexible for emerging responsibilities. 

	To make teamworking more efficient. 
	Effective at working within a team.
	Unable to improve performance of other team members.
	To be able to identify the key strengths of team members through appropriate models, e.g. Belbin.

	To build confidence
	Confident when talking with people I know.
	Not confident in front of large groups of unknown people.
	Present to a large audience. 


Table 1 - GAP Analysis
	Objective
	Tasks
	Success Criteria
	Time Frame
	Resources

	To be able to influence followers.
	Speak with an expert influencer.
Attend seminars on how to influence effectively.
Practice skills. 
	Being able to influence more effectively in team environments.
Influencing individuals, I do not know.
	12 months.
	Experts at influencing. 

	To become more organised. 
	Develop a system for tracking actions and goals. 
Watch videos for ‘lean’ organisation for idea generation. 

	Being able to complete 90% of short-term or emerging tasks.
Tracking all current actions/responsibilities over short, medium, and long-term.  
	3 months
	N/A

	To make teamworking more efficient. 
	Actively pursue team working environments. 
Volunteer for leading roles in a team.
	Be able to take a leading role within team work.
Allocate roles to each team member through identification of strengths.
	6 months
	Team working environments.

	To build confidence
	To pursue an opportunity to present.
Develop a presentation.
Deliver presentation. 
	Complete a presentation in front of a large audience (minimum 15 people). 
	4 months.
	Presentation material and university lecturer.


Table 2 - Action Plan
7.2 Appendix Two – Action Plan for Academic Skills 
	Objective
	Current Position
	Deficiency
	Action

	To utilise digital tools more effectively.
	Understand basic tools, such as the internet, and Microsoft Office packages.
	Understanding more complex digital technologies, such as shared drives or expert software.
	Develop technical competencies in at least two digital tools that will aid learning. 

	Improve researching and analysis techniques.
	Can research data through basic processes, and analysis through simple statistical methods.
	Being able to synthesise literature and conduct expert analysis.
	Improve analytical skills with SPSS Statistics, and attend seminars on how to research literature more effectively. 

	Communication information more effectively.
	Being able to generate ideas. 
	Failing to communicate ideas through the most appropriate channels.
	Develop understanding on how communication should be presented and through which mediums. 

	Develop writing style. 
	Write English to a high standard. 
	Being able to select appropriate grammar for presenting information in the right context. 
	Research different writing styles and attend session for improving my writing. 


Table 3 - GAP Analysis


	Objective
	Tasks
	Success Criteria
	Time Frame
	Materials

	To utilise digital tools more effectively.
	Research digital tools that can support learning.
Select two tools to further research and learn how to use. 
	Learning how to use two new software packages.
Teaching a peer how to use digital tools more effectively. 
	6 weeks
	Online materials and access to software. 

	Improve researching and analysis techniques.
	Engaging with university researchers to improve researching skills.
Using online materials and university resources to develop knowledge with SPSS.
	Completing a search strategy and analysis using SPSS Statistics.
	12 weeks
	Online materials and advice from university researchers.  

	Communication information more effectively.
	Engaging with university tutors to identify how to communicate effectively. 
Research different writing materials online. 
	Producing two pieces of work through different mediums that communication different purposes.
	6 months
	Online materials and advice from expert writers. 

	Develop writing style. 
	Use online materials to identify how to improve writing style. 
Write at least 1000 words a week using different styles.
	Improving grades in assignments. 
Being able to write in more than one style. 
	12 months
	Online materials and advice from expert writers. 


Table 4 - Action Plan
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