
Skills for the Workplace
Module Assignment Submission 

Student Name:	Sylwia Wujcikowska
Student Number:	2005248
Module No:	BMSK4001
Module Title:	Academic and Employability Skills


Statement of Confirmation of Authenticity
By the act of making this submission, the student declares that this is the work of the student named above. The work has not, in whole or in part, been knowingly presented elsewhere for assessment, or where assessment has been built on a previous assessment, this has been identified. Where materials have been used from other sources it has been properly acknowledged. If this statement is untrue, the student acknowledges that an assessment offence has been committed.
Attention is drawn to the plagiarism and unfair practice policies of both the University and of ILM.











[bookmark: _Toc2954639][bookmark: _Toc456901515]Introduction:
	The following essay is written by a middle-aged Polish woman who has spent several years as a single mother raising her two sons in a foreign country, away from her family and friends. As of recently, now that the sons are adults and they have their own lives, she has begun her educational journey. She has decided to fully dedicate her focus on her journey and has left work  to fully invest her time in her studies, until she has finished her degree and can start looking towards her career choice as a teaching assistant. 
[bookmark: _Toc2954640]Employability:
Employability is a set of achievements these beings the skills that an individual may carry, their overall understand and personal attributes. Individuals that carry a variety of skills and have a good understanding of what it is they have to offer, are more likely to gain employment and be successful in their chosen occupations, which will help benefit themselves, the workplace that they are working within and the community that they live within. Yorke, M. (2004).
[bookmark: _Toc2954641][bookmark: _Toc498692289]Explore the employability skills required at leadership and management level:
Employability is a skill possessed by most of us, whereas the skills required at a leadership and management level are much higher which only few possess. In order for this to happen the individual that is providing the information from a leadership and management level must understand that for a team to perform to the best of their ability they must feel good about themselves. The capacity to be understood is seen to be one of the most important elements for any leader who is able to listen to their peers and show that they understand by engaging in conversation. 
Great leaders have the desire to be successful, if they make a mistake within their work practice they must correct the situation and not leave as this will then show they are not providing good leadership skills. A leader will have a vision that they would like to happen that other individuals will not. Although being a leader takes a lot of responsibility and requires a lot of work in order to get the job done, if the individual does not have a goal they will not show that they are a strong leader.
A very strong characteristic that strong leaders carry is that they are seen to be truly inspiring individuals. They will always ensure that all participants that they are working with give their best and deliver what they promise by giving their full percent whilst working together as a team. This is why it is said that if a team is losing it is meant that there could be an issue with their leader. 
What is meant by "employability skills"? 
According to Business Dictionary employability means ‘’employability skills a group of essential abilities that involve the development of a knowledge base, expertise level and mindset that is increasingly necessary for success in the modern workplace’’.
This means that a person should possess certain skills such as: good communication skills, the ability to work well as part of a team while showing initiative and enterprise, good ability of problem solving when any issues arise, as well being organised in any form of workplace, and lastly by having the desire to learn while being open to gaining new knowledge. A person who possesses these features is able to become a good leader within the work place.

What is a "leader" ?
A simple definition of a leader is: a person who is capable of motivating a group  of people to ensure that they work together towards the same objective. Within a work place this can mean a couple of things, such as directing people or groups to complete certain tasks in order to meet goals and objectives set by the company.
Servant Leader
According to the Centre for Servant Leadership it is seen to be "a philosophy and set of practices that will improve the overall lives of individuals by helping to build better organisation skills for them and creating overall a caring world’’. This particular skill applies to me within my workplace as our manager’s goal is to always try and ensure that we work to the best of our ability and build better organisation skills so that we as a team are able to get as much done as possible in a caring environment.
What are the qualities of a good leader?
There are multiple really important features that a good leader should have, some of these qualities are honesty, accountability, empathy, being able influence individuals as well providing a and positive mind set. “Management is about persuading people to do things they do not want to do, while leadership is about inspiring people to do things they never thought they could.”
How would you describe a good leader ?
A good leader is an honest person that does the right thing and is always able to focus on the objective by always making sure that everyone stays on track in order to reach their potential goal. A good leader is always passionate in what they do and is able to show the level of respect required on a professional level, by ensuring their participants receive all of the required information to get the task in hand completed. 
There is one thing that has to be kept in mind when being a leader, this is by understanding that being a good leader doesn't necessarily mean being able to be a good manager.
	A leader possesses good leadership skills which show others the way to the goal while motivating them to work, whereas being a manager means having extra skills such as:
Integrity ,this means being able to back up your words with actions and showing that you have a plan in place, this can be used throughout my workplace as if something was to go wrong and I was to get assaulted I would have the CCTV of my workplace to back up my words of what had happened.
Team building this means it is the managers role to pick the right people for the job at hand regardless of  what their gender/ethnicity is, this would apply to anyone working within my workplace as any individual should be allowed to work there if they fit the right criteria.
Decision making - being able to make the right call when nobody else wants too, meaning opting to agree to doing something within my workplace when no one else wants too.
By having a positive mindset, ensures that nothing but a positive outcome will become of the situation. Staying focused within my workplace to ensure I get the best outcome possible.
Good listening and communication skills, this is important as during a workplace if did not listen and communicate well within your group the overall outcome of the situation would not be very positive.
Managers and Leadership:
A Manager will very often lay down the structure by giving out responsibilities to their team or an individual, where as a leader will provide direction by developing the organisational vision and communicating with employees who they feel have potential and want to achieve to the best of their ability. This is often looked at throughout my workplace as there will also be the manager who lays out the structure of what needs to be done and by when but, there also is an assistant manager who plays out the role of the leader by communicating and help everyone out in order for us all to achieve.
Management will often include focussing on persistent plan,  being organised, making sure the correct number of staff are available and directing and controlling to ensure all deadlines are met, whereas leaders focus mainly on listening, building relationships, teamwork, inspiring and motivating individuals to get involved which is something that will always be seen on a day to day basis throughout a workplace.
A leader will get their authority from those that follow and look up to them whereas a manager will get theirs by virtue of their position in the organisation. Lastly a manager will often follow the organisation policies and procedures whereas a leader will always follow their gut instinct as they feel that it is for their and everyone else’s best intentions. This is often seen throughout my workplace as if one ends up being wrong it can lead to a distribute and cause a scene as each individual is trying to do what they thinking is best for the business.
What skills are required to have proper Time Management?
Having long term goals - knowing what you're working towards makes it clearer what steps you have to take in order to reach that goal and eventually  get there, this can relate to my workplace as I would like to finish this course and be able to get the help and support I need to get  onto my chosen carer choice.
Setting clear goals - breaking down tasks into smaller parts makes it much easier to manage time efficiently, this can be done throughout my workplace by splitting up the tasks in hand to make it easier on myself and not by rushing to get everything done at once.
Taking the time to evaluate your progress - looking back on your work to make sure what has been done to the best of your ability, this can be done during my workplace by checking over all completed tasks were done to the best of my ability.
Prioritising - knowing which tasks are more important to complete first and getting them done within a set timeframe, this is important during my workplace as the food will needed to be served within a quick enough rate to make sure all orders are completed within a set time frame.
Staying concentrated at the task at hand and being well organised - knowing what has to be done within my workplace and when and what I’ll need to do in order to complete the task.
Scheduling - being aware of my time frames during work and when each task has to be done, leaving myself enough time to look back over my work and avoiding procrastination and leaving things until last minute.
Reducing interruptions - finding a quiet place where you are able to gather your thoughts and work efficiently, this can be done whilst in workplace on a break.
Avoid perfectionism - creating more realistic goals for myself when taking on each task, if time is managed correctly I should be left with enough time in the end to go over the things that I have done.
Overall it is agreed that not all individuals are fit to be a leader and not everyone has the leadership skills required. A good example of a great leader is Martin Luther King Jr. (1929 - 1968).King is famously known for this quote "I have a dream."
Throughout King’s lifetime he was an activist and pastor who promoted and organised nonviolent protests, King’s dream was to ensure that peace and equality was brought upon to all individuals, as King was mainly known for playing a pivotal role in advancing civil rights in America, by doing this King had won a Nobel Peace Prize for his efforts by spending his time fighting racial inequality as he wanted to make the world a  safe and nonviolent place. 
Martin Luther King was seen to a good leader as he used a variety of styles to establish and lead a movement, that was fundamental to the success of ending legal segregation in the United States. He was also very successful throughout a variety of different ways these being:
Martin Luther King was a servant leader. He was a coach and mentor, His "I have a dream" speech brought awareness and humanity to the national consciousness about Civil Rights, which he is now very famous for throughout society today. King’s speech was very powerful and is still reverberating today –as he won hearts and minds of the overall public who viewed and looked up to him. He was able to lead African Americans in a non-violent way to the advancement of civil rights. Martin Luther King’s was a powerful individual and was able to successfully use his power to influence people that believed and looked up to him.
[bookmark: _Toc2954642][bookmark: _Toc498692292]Martin Luther King was a Baptist minister and social rights activist in the United States. He was a leader of the American civil rights movement. He was a great leader, because, he had a clear vision, had integrity and honesty in wanting to ensure the best for all individuals. King used powerful oratory, an engaging personality and unwavering commitment to positive change in the lives of millions of people.
[bookmark: _Toc2954643]Evaluate own employability skills to identify potential areas for improvement and plan improvement accordingly:
Although there are a variety of employability skills that I feel that I am good at, there is always room for improvement. With that being said the first skill that I feel that I could improve is:
Confidence, this is described as an individual believing in themselves, it is based on the ability to meet life’s day to day challenges to be able to succeed, the way the individual acts conveys in that particular belief. By being confident it requires the individual to have a realistic sense on one’s capabilities and feeling secure in that particular knowledge. I feel that this particular skill is an important employability skill that I could improve on as with English not being my first language it does lower my confidence as more complicated terms I find harder to understand so there is always room for me to improve on this particular skill, whether that be by taking language classes or seeking help by a professional at university to help better this skill.
Team work, is known as the ability to work with others whether this being in groups or teams both informal and formal. This is not a skill required for all individuals but is used throughout most organisations, but by having the ability to function well within a group is a vital skill throughout most jobs. Personally I feel that I am particularly good at this skill but, if I was more confident throughout my work place I feel that I could work better within team work based discussions or activities as I will have the confidence needed to express to my team how I feel and what I feel we could do better to improve.
	Another particular skill I feel that I am good at is listening but is also a very important employability skill to have. This particular skill is used by focusing on how we as individuals take in and then interpret both verbal and nonverbal messages of others. This is also used within writing. As English is not my first language, although I feel that I am relatively good at it I still feel that there is room for improvement this particular skill could be improved by taking up language classes or even by booking a mentor at the library to help with my listening skills and any words that I was unsure on I could query with my mentor or teacher.
Self -evaluating is an important employability skill to have, it is seen to be how individuals explore and evaluate their own professional work. Self-evaluation is a procedure to systematically observe, analyse and value their own professional actions, it results in being able to improve it to get the best possible outcome, this can take place on an individual or an organisational level .Personally I feel that this is a skill that I could also improve on as stated above with English not being my first language it would benefit me greatly if there was someone available that I could ask to check over my work and help me improve the overall presentation of it by evaluating it.

SWOT Analyses:

	Strengths:
1. I am a Stubborn individual in pursuit of wanting to achieve my goals.
1. Willingness in wanting to acquire new knowledge.
1. Increasing my own qualifications to get the best possible outcome.
1. I am an honest individual with a great deal of passion. 
1. Organised – enjoy keeping on top of things, and making sure assignments and tasks are not left until last minute.
1. Positivity – I also feel that it is important to stay positive in order to succeed the best possible outcome.
	Weaknesses:
1. Self-insecurities.
1. Public Speaking as I am a quiet individual so speaking in front of a large crowd is something I worry about.
1. English Language (Speaking) as English is not my first language I am not confident in speaking it fluently as I only know the basic terms and sentences.
1. English Writing as English is not my first language I have difficulty putting sentences together in a way that makes sense for my reader as I only know the basic terms.
1. I have trouble with processing a large amount of new information all at once, so may need things explained to me more than once so that I am able to fully understand what has been said.


	Opportunities:
1. The ability to obtain new knowledge throughout my degree.
1. Hopefully being able to use this newly gained qualification throughout future opportunities.
1. Having the full support of my family and friends as well as the support of the University.
1. Having specific skills such as being bilingual and having reading /writing fluency in (Polish).
1. Being able to help other individuals that may be in a similar situation as myself.
1. Qualifying in a new job as a teaching assistant after passing this degree and the further support needed in order to obtain my dream job.

	Threats:
1. The worry of someone more qualified getting a better job opportunity.
1. The inability to find a fitting job or the worry of losing a job.
1. The lack of appropriate jobs being available within my area that suits what I am looking for.
1. The worry of my working ability decreasing due to stress.
1. People not showing me amount of respect that I deserve due to my lack of qualifications/knowledge.
1. Doubting myself and feeling as though I could have done better even though I did try my hardest.


Johari’s Window
The Johari's Window Model was created in 1955 by Joseph Luften and Harry Ingham. Their Model looks into how an individual may display a form of behaviour that is seen as disturbing by their environment, Window’s Model suggests it is good to give them feedback on it. Sometimes it may be very difficult to confront an individual about their behaviour as you feel that they may not want to hear it or are worried about how they may react. This is because people may not be aware of their own behaviour or, they are aware of their behaviour but do not find it easy to admit it. Feedback is a good way doing this. The Johari's Window Model can help people to better understand their communication with others. Personally I feel that I can relate to the Windows Model as I am the type of individual that if I was doing something on a day to day basis that was seen as disturbing by the environment I would want someone to tell me and confront me about it so I can look into a way of how I can improve this for myself and better myself.
Looking at me:
	KNOW TO SELF
	UKNOW TO SELF
	

	ARENA
	BLIND
	KNOW TO OTHERS

	· Logical
· Accepting
· Adaptable
	· Knowledgeable
· Observant
· Energetic
	

	FASADE
	UKNOWN
	UKNOWN TO OTHERS

	· Loving,
· Confident
· Reflective
	· Religious
· Spontaneous
· Dignified
	







Gibb’s Reflection Model (1988)
Gibbs' reflective cycle encourages individuals to think systematically about the phases of an experience or activity. He uses a variety of different headings to help you complete this, the first being; Description – So describing exactly what happened.
Starting this year off was a big step in my life, I was very excited while trying to be positive but I couldn't help to be full of fears. I wasn't sure what to expect, "What will the lectures look like?" "Will my English be good enough?"
Next, Feelings – So what were you thinking and feeling at the time. I couldn't help but to feel uneasy and nervous.
Evaluation – Helping the individual to evaluate what was good and bad about the situation. After having the work plan laid out and explained to me it made me fell more at ease.
Analysis - What sense are you able make of the overall situation. I realised that I don't have to be worried or nervous, I just need to find a way to enjoy my educational journey.
Conclusion – What else could have been done to stop this from happening, all I had to do was realise that everything will be okay and that there was no need to worry in the first place.
Lastly, Action Plan – if the issue was to arise again what would you do to prevent it. I have to work hard, always making sure to attend lectures and pay attention/listen carefully. 

The 7 Habits of Highly Effective People:
Stephen Covey created a book  in 1989 titled ‘The 7 Habits of Highly Effective People’. The book’s main aim is to discuss in depth the 7 Habits of Highly Effective People. The First Habit being: Be Proactive – This meaning, how we as humans are distinguished from animals, and how we are able to examine our own character, decide how to view ourselves and our situations, and by taking control of our own effectiveness. The Second Habit: Begin with the end in mind. According to Convey we are able to use our imagination in order to create and develop of the type of person we would like to be and use our conscience to decide and guide us through it. The Third Habit: Put first things first. By making ourselves aware of who we are as individuals and shaping our own lives into a way that we want it to be. The Fourth Habit: Think Win/Win, this meaning in order for us to have relationships with individuals we must commit to win – win situations that are beneficial for both parties. The Fifth Habit: Seek first to understand, then to be understood. This meaning by suggesting solutions and interacting with an individual in an effective way, but by also being able to understand their problem and empathising with by listening. The Sixth Habit: Synergize, this meaning, This meaning, by valuing and understanding the individual from another person’s perspective, this allows us to create synergy. The Seventh Habit: Sharpen the saw. This meaning, using our time wisely to physically, mentally and socially renew ourselves, this will allow us as individuals to synergistically increase our ability to practice each habit.
Questionnaire:
Right v Left Brain quiz
[image: C:\Users\Sylwia\Downloads\received_202563291028594.jpeg]




There are seven types of interpersonal skills that are needed to succeed in an organisational environment these being:
According to ‘Skills You Need’ there is a high demand in the job industry of interpersonal skills that an individual will need to know in order to succeed in an organisational environment this being;
Verbal communication– refers to the use of sounds and language to portray a message. Verbal communication is used to express ideas and desires and is a vital process of learning and teaching. 
Non-verbal communication– is used without any form or oral or written words being used, this particular skill relies on nonverbal cues for example physical movement, signs or signals. 
Listening skills– The particular skill involves the ability to accurately receive and interpret messages. Listening is an effective use of communication, as without the ability to listen effectively messages can then easily become misunderstood, which can then leads to communication break downs or false information being heard.
Negotiation– This particular skill involves two or more people or parties where the aim is to reach an overall beneficial outcome of one of more issues. 
Problem-solving– is a process used for an individual to overcome a specific problem. The process will beginning at a starting point and will continue until a conclusion is reached.
Decision-making– this is the process of identifying and choosing alternatives based on ones values preferences.
Assertiveness– is the ability for an individual to stand up for themselves and articulate your needs in a calm and positive way without showing any signs of aggressiveness."People skills" can mean a number of different things, this is all depending on whether the skills more frequently needed within the discipline are primarily for working on an individual basics.
Not all individuals know what they want when planning out their future, personally I feel that it is important to form of vision of the type of life I would like to lead for myself and my family, the type of job that I would like to undertake, the type of person I would like to be and then map out the correct steps needed in order to progress and get to where I would like to be. My main focus is to identify my skills, qualities and attitudes needed to achieve my future goals, develop skills, qualities and attitudes that will help me to find a good job and manage my personal development.
'Personal Development Planning (PDP) helps to monitor, build and reflect upon personal development’. This essay will now go onto discuss why a Personal Development Plans beneficial to myself throughout my workplace and how it is also beneficial throughout my day to day personal life. By using this particular plan it will help to give myself a better understanding of my performance and how I can improve my overall skills.
The benefits of the Personal Development Plan throughout a work place:
It provides me with a clearer focus for my academic work and what I would like to achieve in the future, It allows myself to have control over personal motivation and in deciding what it is I would like to do, improves my overall skills in self-management and overall performance. By doing this it will allow me to have more enjoyment and less stress as I will be using Reflective, strategic, analytical and creative thinking skills that allow me to strengthen my overall academic performance and ensure I get the best possible outcome.
Benefits of the Personal Development Plan throughout my professional life are:
It allows  me to have strategies for improving my own personal performance, allows a better sense of the type of life and work I want for when I finish this course, It gives me a better position in order to compete for jobs as I will have the overall experience needed, it helps to provide a positive attitude, creative thinking, and problem solving when needed throughout my workplace, it helps me make appropriate choices to meet my future goals and gain a better understanding of myself as an individual so that I know what it is that I need to do and by lastly developing a positive, forward approach on life.
This essay will now go onto discuss the seven types of interpersonal skills that are  needed in order to succeed in an organisational environment, these being:
Verbal communication, Non-verbal communication, Listening skills, Negotiation, Problem-solving, Decision-making, Assertiveness.
This essay will now discuss the Four stages needed when undergoing any type of new skill and how each one is used, these being: 
Stage 1 – Unconsciously unskilled. We don't know what we don't know. This particular stage is relevant to myself as within a workplace you learn a variety of new skills on a day to day basis, some of which you may never of known before, with that being said in order to learn new skills I would have to be taught them in order to do it myself in the future.
Stage 2 – Consciously unskilled. We know what we don't know. This particular stage is also relevant to myself as within a workplace you are usually aware of the basics even if not having had the training yet although within in time it is essential that you do.
Stage 3 – Consciously skilled. Trying the skill out, experimenting, and practicing. This particular skill is also relevant within my workplace as on a day to day basis we learn new skills for example, washing our hands correctly even for something so small that we already have general knowledge about but do not know the correct way of doing it until trying the skill out.
Stage 4 – Unconsciously skilled. This particular stage is most important throughout any form of workplace as it means that you have practiced the skill and now are successfully able to do it and help educate those around you that are unsure, but by also making it a more safer environment.
What are the steps in the program development process?
There are five steps that we as individuals carry out in order to use the program development process these being: Determining your personal needs, Considering your program options, setting myself goals in order to achieve to the best of my ability, structuring my program and writing it down, and lastly by keeping a logbook and evaluating my own progress which will help me to look for ways to improve.
Using a PDP Plan I have now marked out below all of the goals that I would like to pursue throughout my work place as well as throughout my day to day life,  and hopefully be able to overall improve and better myself by taking the correct steps needed in order to achieve these goals, as well as discussing what key strengths I have to offer.

PDP Plan:
My Goals:
Be able to complete my degree in 'Skills for a workplace' I would like to achieve this so that I am then able to gain an extra degree as well as get the help and support that I need to apply for my future career choice as a teaching assistant.
To be able to get an overall better understanding of the English Language to help me improve for future opportunities, this can be achieved by taking up English Language classes to help on my overall performance, which will then help when it comes to essay writing as I will have knowledge to be able to improve and use more complicated but effective words. 
Improve my knowledge skills by undertaking research activities online as well as reading books in order to gain new information and help me improve on my understanding of the overall topic, This can be done by going to the library and taking out books related to my subject or by ordering books online.
Improve my developing skills by researching new opportunities online and becoming more active within group discussions to get the best overall outcome, I can achieve this by speaking out more during class discussions.
By being a more open and confident individual whether this be on a day to day basis or within a working background but also by having the confidence to ask any questions needed in order to get the full outcome of the lesson. By improving this particular skill it will help me to engage overall better communication with other individuals. 
My Key Strengths:
I am a motivated individual who strives to achieve to the best of my ability, this is beneficial as within a workplace I am motivated to do well and show my full potential in order to get the best outcome.
As an individual I am very patient, this is  beneficial as it helps me to make better decisions. Patience allows me to help get my thoughts together in order to get my feelings under control so that I am able to make the right decisions. 
Intelligence is an important skill to have as it allows me to build stronger relationships and succeed well within work practice and whilst studying at university. This means that as an individual I will be able to achieve my chosen career path and be able to peruse in any particular goals that I have.
I am a fast learner which is one of the most important  skills to have as it allows me to process information quickly and make decisions accordingly.
[bookmark: _Toc2954645]Current Employability skills
The first employability skill that I feel that I am successful at is teamwork, this is an important skill to have as throughout any form of work place each individual will be asked to work within a team at some point throughout their carer, personally I feel that I am successful at this skill as I get along well with my team mates and carryout my share of the workload.
Another employability skill that I feel that I am successful at is Critical Thinking, this is an important skill to have throughout my workplace as it allows me understand, analyse and interpret information on a particular situation and then draw up an overall conclusion to achieve the best possible outcome throughout my work place. 
Another key employability skill that I have is good Personal Management Skills, this means that I am able to plan and manage multiple assignments and task due to good organisation. 
One employability skill that I feel I show off strongly in is strong work values, meaning that I am independently able to work on tasks in hand, I am an honest individual with a great amount of self-confidence and am able to show a positive attitude throughout my workplace.




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?

	I would like to become a teaching assistant to younger students.




	I am currently able to teach both younger and older students in Poland with my current teaching level.
	The extra qualifications needed in order to apply for my chosen career choice to be able to teach it in the UK.
	By finishing this degree and hopefully go onto a course related to my chosen career choice. I plan to do this by January 2021 when this course has finished.

	To improve on my English Language ability.






	I am currently able to speak basic English through sentences.
	My full capacity of being able to understand more complicated English terms.
	By taking verbal English classes throughout April 2020, as I will have the time to do this.

	To help teach other individuals that might be in the same predicament as myself.
	Speak and write basic English.
	The extra knowledge and information needed in order to improve on my English.
	By speaking to other individuals that might be in of a similar situation and help guide them so they too can achieve. I would like to achieve this by January 2021 as will have needed to help others.

	[bookmark: _Toc2954646]To improve on my English Writing ability.





	I am able to write basic English and form basic sentences.
	The extra support in order to improve my English Writing.
	By take English Writing classes throughout April 2020, as I will have the time to do this.

	To pass the Academic and Employability Skills Course.
	I currently have attended all lectures, I have made notes throughout each lecture and have been added to a group chat with the rest of my class mates.
	The ability to ask for help when needed, or to be explained something again if it was not understood the first time.
	To continue to attend all lectures throughout the year, ask for help if needed by emailing my tutor as well as asking the rest of my peers, I will continue to do this until January 2021 when my course has finished.






 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 improve on my self-confidence.
	To not be afraid to ask questions and speak my mind.
	Any questions that I was hesitant about will be answered.
	by April 2020, as I will have the Easter holiday to work on this goal.
	The support of my work peers and staff management.

	Improve on my English Language.
	Take on English Language Classes.
	By being able to confidentially pronounce and understand new words.
	By April 2020, as I will have the Easter holiday to work on this goal and get the help needed.
	The support of the individual teaching me how I can improve on the English Language.

	Saying yes to new opportunities 
	Believing in myself, that I can do it and need to just give new opportunities a try.
	By taking on board new activities and opportunities that may arise.
	Depending on if the opportunity is suitable enough, hopefully by January 2021 once I have completed this Degree.
	By believing that I can get involved in new opportunities and having the support of friends and family.

	[bookmark: _Toc2954647][bookmark: _Toc498692297]Improve on my English Writing.






	By taking up English Language Classes.
	I would like to do this so that I am able to form more complicated sentences and widen my vocabulary range.
	By April 2020, as I will have the Easter holiday to work on this goal and get the help needed.
	The support of the individual that will be teaching me techniques on how I can improve my overall English Writing.


Part 2: Academic Skills
Academic skills can be defined as "the way academic skills are made up of core skills, such as academic writing, presentation skills and referencing, which underpin more complex skills, such as critical thinking and reflective practice (Academic Skills Specialists, 2013)."
There are 5 key skills for academic success these being:
[bookmark: _Toc2954650][bookmark: _Toc456901523]Organisation, ensuring that all tasks that are completed and have a set time line of when they need to be done by. Time Management, ensuring that I use my time effectively and don’t leave things until last minute. Prioritisation, making sure I prioritise my time effectively ensuring that I create a timeframe of what needs to be done and by when ensure that nothing important is left until last minute. Concentration, making sure I put my full effort into each task given so that I able to achieve the best outcome. Motivation, by motivating myself to get a certain amount of work done each day so that if I need the help from my teacher I have a good time range to email him by so that I can edit anything that needs changing to help improve my overall mark.

Current Academic Skills:
One key academic skill that I have is that I am a very organised individual, who enjoys keeping on top of any task in hand, and making sure that I well prepared by making notes and drawing out a plan so that I can achieve the best outcome throughout my academic studies.
	Another academic skill that I have is that I am a well prioritised person, meaning that any important notes or research that needs to be completed will be done within a set time frame showing that I am able to prioritise my work and make sure anything that is important is done and not left until last minute.
Another academic skill that I have is that I am a well organised individual, I like to ensure that all assignment tasks are completed within the correct time frame as well as making sure that I have all of the correct materials and resources needed in order to complete the task in hand.
[bookmark: _Toc2954651]	An important academic skill that I have is that good concentration, I am able to stay focused throughout my lectures and take in all the information that is needed in order for me to do well and achieve to the best of my ability.
	I feel that I could improve on my self-confidence as I am not a very confident individual with English not being my first language, my overall English is not great. Also being a very quiet individual I find it quite difficult when it comes to class discussions or speaking in front of the class as I lack a lot with my self-confidence.
	Another way I could improve is with my overall verbal English and Writing, as with English not being my first language I am only able to write it in a basic format and speak it through basic sentences, I feel that with knowing more complicated terms and being able to pronounce bigger words this will help to overall improve this.


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?

	Improve on my academic writing.






	I am able to write out basic English.
	I unfortunately struggle with writing out more complex words as English is not my first language.
	Take up writing classes over the Easter Holiday of April 2020, to improve on my over academic performance.

	Be able to improve on my overall mathematical skills and statistics.






	I am able to answer basic mathematical questions.
	I am currently struggling with more complicated mathematical questions.
	Take up classes over the Easter Holiday of 2020 to improve on my overall mathematical performance.

	Be able to improve on my referencing.
	I am able to reference the website I got my resources from.
	I am unable to reference at a high standard of Harvard Referencing.
	Speak to a lecturer or tutor at University to help improve on this. Which I would like to do in April 2020 before the Easter Holiday begins.

	[bookmark: _Toc2954652]Improve on my English Language.
	I am able to write basic English Sentences.
	Being able to understand more complicated English terms and pronounce new words.
	Take up classes over the Easter Holiday of 2020 to improve on my overall pronunciation.

	Asking for help when needed turning lectures at University.
	I am able to ask my peers for help in our online group chat.
	By emailing my tutor if I have a query or, asking him to repeat what he had previously explained if I do not understand.
	Speak to a lecturer or tutor at University to help improve on this. Which I would like to do in April 2020 before the Easter Holiday begins.



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?

	[bookmark: _Hlk33610312]Improve on my referencing.
	Speak to a tutor or librarian and book a one to one appointment.
	Notice a difference in my overall assignment grade.
	As soon as I have submitted my first assignment, This being by March 2020.
	The support of my librarian or tutor.

	Improve on my academic writing.
	Book an appointment with my tutor in order discuss ways I can improve my overall performance.
	As I will be able to understand more English words and extend my English vocabulary which will also improve my writing.
	Book an appointment when I am next in University, this being March 2020.
	
The support of the tutor that will be helping me to improve on my English Writing.



	Be able to improve on my overall mathematical skills and statistics.

	Book an appointment with my tutor in order to discuss the ways I can improve my overall mathematical skills and statistics.
	I will be able to answer a variety of different mathematical questions, which will help me when pursing for my future career choice, as a teaching assistant. 
	Book an appointment when I am next in University. This being March 2020.
	The support of the tutor that will be helping me to improve on my mathematical skills and statistics.


	[bookmark: _Toc2954653]Improve on my English Language.
	Book an 1-1 appointment with my teacher in order to discuss the ways I can improve.
	As I will be able to understand more English terms and extend my English vocabulary.
	Book an appointment when I am next in University. This being March 2020.
	The support of the tutor that will be helping me to improve on my English Language.




Conclusion:
[bookmark: _Toc2954654]Throughout this essay a report was written discussing the employability skills required at the leadership and management level of employment. This essay then went onto discuss the employability skills that I have and identified the potential areas that needed to be improved, this was all done by creating a plan of improvement in order to complete this accordingly. A gap analysis table and plan of action table was completed which demonstrated how this will be done both academically and for my future career by doing this it means that with the right amount of determination and motivation I will overall be able to come out with a good degree for the Academic and Employability Skills Course.
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