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[bookmark: _Toc456901515][bookmark: _Toc32491435]Introduction 

In this assignment I will be looking at Employability Skills and Academic Skills, and what skills are required for those in a leadership or management position. Also, I will be reflecting on my own employability skills and academic skills. I will be identifying my personal strengths and weaknesses, what skills I have now and what I am lacking and what I need to do to improve these areas. 
Those in a leadership or management position require that little bit extra skills compared to rest of the team, skills and qualities that make them stand out from the rest. In this assignment we will be looking at what skills I have become a manager and what new skills I need to become a manager. 





[bookmark: _Toc32491436]Part 1 Employability 
[bookmark: _Toc456901517]

[bookmark: _Toc498692289][bookmark: _Toc32491437]1.0  Explore ‘Leadership Employability Skills’ in general

There are many different types of employability skills. All of which are essential in the workplace.  In this section, we will be looking at what employability skills an individual would need on a management level. I will list a few examples of some key employability skills below and a definition of each skill alongside it. 

Organisational Skills- Having this skill is essential in every workplace, especially those individuals who have a leadership or management job role. Having this skill means that an individual is able to prioritise their workload, are able to meet deadlines, are punctual and they make sure a task gets completed. Being a leader or a manager, you need this key skill more so as not only do you need to make sure all your duties are complete, but your employees also. 

Teamwork Skills- Being able to work well in a team is very important as a manager, it enables you to get to know your employees and identify everyone’s strengths and what everyone can bring to the team. To be able to manage a team well communication skills are also needed, you will need to brief your team on what the task will be. Then you would delegate a job to each member of your team, going on what their key strengths are. As a manager you will need to be there to help your team if they need assistance. Managers should give feedback to their team if needed, it will help identify if changes need to be made.

Positive Attitude- If a manger has a positive outlook then it will radiate to other members of the team. Having a positive attitude as a manager, results in employees feeling more positive and receiving job satisfaction. If management has a positive attitude it can have good results on employees’ work. Also giving praise to your team when it’s due is good for the morale in the workplace. Working in the  healthcare profession I work in this is a key skill, because not only odes your attitude radiate to your colleagues, it radiates to your patients also.

Communication Skills- Communication is essential in every job role, but more so in a management or leadership job role. Having good communication skills as a manager you need to be able to delegate tasks to your team, let your team know what is expected from them. Effective communication is very important as a manager maintaining eye contact, tone of voice and your body language all have major a part to play in how well you communicate with your colleagues. Listening is also a form of communication. As a manager you’ll need to be able to listen. An example would be if a member of your team had an issue that they needed to discuss with you, you would need to be actively listening to what they have to say to you. Active listening means to fully concentrate on what is being said, understand what is being said and then to respond. 

Problem Solving Skills- Problem solving is another key skill in the workplace. Problem solving is being able to identify the issue, identify where it went wrong, identifying what changes need to be made, coming up with new ideas, making a decision on where you are going to go from here and then evaluate. 
[image: ]
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Reflection- Reflection is a way you look back at your experiences and how you reacted in the situation. Understanding your feelings and emotions and what you would do next time if you were in that situation. What would you take from your experiences to improve for next time? (Gibbs Reflective Cycle)  
[image: ]
GIBBS, G. (1988) Learning by Doing: A Guide to Teaching and Learning Methods. Oxford: Further Educational Unit, Oxford Polytechnic.

Time Management- Time management is essential for managers. As a manager having good time management is being able to make time in your schedule to complete tasks, prioritising your workload and eliminating unnecessary tasks and being able to multitask when needed. As a manager not only do you have to focus on your own work but you will need to make time for your staff members also, if they need assistance. 

[bookmark: _Toc32491438][bookmark: _Toc498692292]Creativity- Creativity is a good skill to have as a manager. Being creative gives a manager the ability to come up with their own ideas and to work on their initiative. Being creative you can use your imagination and create something new. This skill is essential for managers as the employer wants someone with new and fresh ideas to add to their company.  

1.2 Evaluate own Leadership Employability skills 

After close evaluation of my own employability skills, I have identified areas which I think there is room for improvement. Although I think I am relatively competent with these employability skills I do find I have weaknesses in some. 

Creativity, Although I think I attribute this quality when it comes to working on my own initiative. I sometimes lack the confidence to express my own ideas in the workplace. I find that my creative side comes out more in teamwork related tasks. I think this is one of my key skills that I could work on a bit more so I can express my creativity and new ideas in the workplace. 
I feel my organisational skills could do with some improvement. I always think of myself to be quite organised, but on reflection of this I noticed on times I have started to complete a task and haven’t got around to finishing it before starting to complete another task. Which in return leaves many tasks unfinished. If I were to prioritise my workload and schedule a plan more often, I think this would happen less frequently. 

[bookmark: _Toc2883533][bookmark: _Toc32491439]1.2.1 Current Employability skills

I have always had confidence in my communication skills. I always make sure I communicate effectively with my team, to make sure the correct message gets across and everyone understands what I am trying to communicate. If there any issues or confusions I am an active listener and always there to listen to my team or colleagues if they have an issue that needs to be resolved. 

I think having a positive attitude is one of my main employability skills. I always approach my work with a positive attitude and let the positives outweigh the negatives. I feel this reflects on my colleagues and patients. In my job role if patient is feeling a bit low in mood, I always use this skill to cheer them up. I will use my positivity in a negative situation, which results in colleagues and patients feeling more reassured. 

[bookmark: _GoBack]I am known to work very well in a team. In my job Team Work is essential. I can work well with my colleagues and use each other’s strengths and weakness whilst working in a team. I can communicate effectively with my team, so that we all have an understanding of what task is needed to be done and what role each person will play as part of the team. 
I believe professionalism is key skill of mine. Working as a health support worker it is critical that you hold yourself to a high level of integrity, which gives your colleagues and patients trust in you as a person, and confidence that you are not acting irresponsibly. I take great pride in my job and always conduct myself morally as well as professionally, for example to treat patients with respect and dignity no matter how they act towards me and to be mindful of my behaviour outside of work as I am still representing the NHS.


[bookmark: _Toc32491440]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 my organisational skills






	Prioritise my workload
	Setting a schedule/ plan. Some task remain incomplete.
	Make a schedule of tasks that need to completed and deadlines. Delegate to other colleagues.

	Be more creative






	Work on my own initiative
	Confidence in expressing my ideas
	Express my new ideas and ask for feedback from my team

	 Improve on my reflection
	 I can reflect on past experiences 
	Learn from past experiences 
	Adapt new approaches from past experiences. Reflect more and implement more changes.






[bookmark: _Toc32491441]1.2.2 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 more organised
	Try out different methods and strategies and see what works best for me.
	By being more organised and seeing if using different methods and strategies has helped be more organised. 
	 As soon as possible 
	Research, try out different methods and then have an action plan.

	Work on being more creative and expressing my ideas
	Try expressing new ideas to my team and asking for feedback.
	By being more creative and implementing new ideas in the workplace.
	As soon as possible
	Being more confident and having faith in my ideas. Feedback from my team.

	Reflect on past experiences
	Take some time out to think about past experiences.
	After reflecting on experiences think of ways that I could deal with a situation differently next time. 
	As soon as possible.
	Taking some time out to myself at the end of the day to reflect. 




I have identified above employability skills which I need to improve on and have set myself goals and plans of how I would like to achieve them. After identifying some of my weakness above, I feel confident now that I can work on these areas which will improve my employability skills and give me more opportunities in my work life. 








[bookmark: _Toc498692297][bookmark: _Toc32491442]Part 2: Academic Skills 

[bookmark: _Toc32491443][bookmark: _Hlk498694375]2.0 Reflection on Academic Skills required for University Level Study 

As this is my first assignment on the skills in the workplace course, and having not been in education for a number of years, I had not previously identified the key skills required for university level study, and can only reflect on the lectures I have started and the preparation of the assignment to this point.
Description - I have analysed my employability skills , completed a GAP analysis of what skills I need to improve on and then implemented an action plan to address my weaknesses. 
Feelings - I feel as though this has helped me to think critically about my own skills both strengths and weaknesses. 
Evaluation - This has been a good experience as it has pointed out weaknesses that I would normally overlook, and also pin point strengths that I should embrace and take confidence in
Analysis – I have clearly identified areas of strength and weakness and understand the actions I need to take in order to improve on my weaker skills
Conclusion – I am happy with the points that I have identified, although I could have expanded on a few areas that I need to improve
Action Plan – If I was to do this again in future I would re evaluate my GAP analysis and compare against this one and compare my progress.
[bookmark: _Toc456901523]
Academic skills required for university Level study include-
Note Taking- Taking notes is essential academic skill on university level study, as you can look back on them and they will help when it comes to writing your assignments and you may have written key information which links to your work. The skill of note taking is not to transfer all of the information available, but to extract the vital information you require and organise this in a way you can easily review and understand.
Research- A very important academic skill is to research. In the broadest sense of the word, research includes any formal gathering of data, information and facts for the advancement of knowledge. The opinions & conclusions that you portray in assignments are all based on the research you have compiled, the value of good quality research is essential to providing a comprehensive and informative assignment.

Consider the following activities. Which do you think counts as “research"?
Reading a book
Surfing the internet
Reading a Wikipedia article
Watching people in an airport
Conducting an interview
Listening to the news
Reading a journal article
Going to a museum
Watching a YouTube video
Consulting a dictionary

https://explorable.com/definition-of-research (Accessed- 26/03/2020) (Author- Unkown)

CRAAP Test
This is what is used to authenticate our sources and information. I have used the study guide and researched online. I have used this method to source information for my assignment, I feel this has helped me with my assignment as there are many websites with inaccurate information and are unreliable sources. 
Currency: the timeliness of the information
When was the information published or posted?
Has the information been revised or updated?
Is the information current or out-of date for your topic?
Are the links functional?   
Relevance: the importance of the information for your needs
Does the information relate to your topic or answer your question?
Who is the intended audience?
Is the information at an appropriate level (i.e. not too elementary or advanced for your needs)?
Have you looked at a variety of sources before determining this is one you will use?
Would you be comfortable using this source for a research paper?
Authority: the source of the information
Who is the author/publisher/source/sponsor?
Are the author's credentials or organizational affiliations given?
What are the author's credentials or organizational affiliations given?
What are the author's qualifications to write on the topic?
Is there contact information, such as a publisher or e-mail address?
Does the URL reveal anything about the author or source? 
 examples: 
.com (commercial), .edu (educational), .gov (U.S. government)
.org (nonprofit organization), or
.net (network)
Accuracy: the reliability, truthfulness, and correctness of the content
Where does the information come from?
Is the information supported by evidence?
Has the information been reviewed or refereed?
Can you verify any of the information in another source or from personal knowledge?
Does the language or tone seem biased and free of emotion?
Are there spelling, grammar, or other typographical errors?
Purpose: the reason the information exists
What is the purpose of the information? to inform? teach? sell? entertain? persuade?
Do the authors/sponsors make their intentions or purpose clear?
Is the information fact? opinion? propaganda?
Does the point of view appear objective and impartial?
Are there political, ideological, cultural, religious, institutional, or personal biases?

https://researchguides.ben.edu/source-evaluation (Accessed on- 26/03/2020)

Harvard Referencing- One of the essential academic skills in university level study is the ability to reference correctly, Harvard referencing is the preferred method. By using Harvard referencing we are confirming our work is our own and avoiding plagiarism, whilst acknowledging the sources of information used within our assignments. This is a way of clearly supporting our theories and opinions, and in doing so, show that I am aware of the experts and the information available on the relevant subjects.  
[bookmark: _Toc32491444]

2.1 Evaluate own Academic Skills 

When I began this course, I had been out of education for nearly 10 years and discovered that I did not have many academic skills and the ones I did have I needed some practise on. I think I can improve my academic skills in time, and potentially use the skills that I have gained through the workplace and transfer them effectively to benefit me academically. 
As the course progresses, I hope to improve on the key academic skills set out below, and building my own self confidence through this course would help accelerate my ability to improve.
[bookmark: _Toc32491445]2.1.1  Current Academic Skills

My current role of employment is a health support worker, which is a more physical & social role that requires less of an academic influence in order to be efficient and excel in my job.
My current academic skills are limited due to the time outside of education and the lack of opportunity to develop in certain disciplines through day to day work
Academic Writing is something I feel that I need to improve on, being able to structure an assignment and to portray the information in a clear and concise format is challenging for me. I am constantly reviewing my work to check the wording is clear and would make sense to the assessor, and that I am staying on task and meeting the brief of the assignment
Referencing is something which is completely new to me, and I have already found myself completing a section of the assignment, only to review my work and realising I have missed an opportunity to reference my source material. Although the premise of referencing seems fairly straight forward, I think as we progress through the Skills to the Workplace course, this is something I can improve on greatly.
I believe my Basic IT Skills are satisfactory, I’m confident to use a number of core computer programs such as Word, Excel & Powerpoint. I am confident I can effectively use the internet to research information and extract vital information on relevant subject. Although I am confident using the computer programs mentioned above, it would be a great benefit for me to improve my understanding of these programs and in doing so would allow me to more efficiently complete my assignments and display my work in a way which is easier for the assessor to digest
Time Management is an area that needs improving, I currently am good at allotting time to focus on certain tasks, however I sometimes find that I have not completed the tasks in the time that I have given and leave tasks incomplete. To improve on this would be to take a more realistic approach to the tasks I have and either allow myself more time to complete them, or to break down my tasks and prioritise more essential tasks and leave less vital tasks until the important ones are dealt with
Note taking is a transferrable skill which I feel I can take from my role as a health support worker, and effectively utilise in my academic studies. Being a health support worker is vital to note information from patient in order to effectively handover to the next employee on shift, it has become second nature to be able to extract only the important information from patients and analyse what information is not helpful and does not need to be noted. I have already found that I can note vital information from lectures which increases my efficiency when revisiting my notes not having to scan through redundant information that I do not need to revisit.
There are a number of academic skills that I have not listed, as I believe I have prioritised the skills which are more prevalent to the course and to my current goals. Skills such as maths and statistic would not really be something that I am looking to improve on, or something which this course would focus on improving.

[bookmark: _Toc32491446]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?

	Harvard Referencing






	I know the basics, but I don’t understand if fully
	 It is my first time using it, lacking in experience. 
	 The more assignments I complete the better understanding I will have.

	 Time management






	I can prioritise my workload. 
	Lack structure and organisation.
	Give myself more time to complete tasks and not leave them until the last minute.
 minute

	Familiarise myself with Microsoft packages and become more confident using technology
	I have a basic knowledge of how to use Microsoft programmes and technology.
	My IT skills and Microsoft skills aren’t up to date. As I don’t use a computer daily in my job role.
	Complete some online courses on how to use Microsoft programmes. Seek some advice from someone with a little more knowledge than me.





[bookmark: _Toc32491447]2.1.2  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?

	Complete Cert HE Skills for the workplace
	Attend classes and research at home
	Gaining my qualification
	Submit assignments when due.
	Lecturer and online resources such as moodle and online library.

	Better IT Skills
	Complete an online course and seek advice from those who are IT efficient
	By completing an online course and feeling more competent using computers.
	As soon as possible
	Online and help from others who are more knowledgeable.

	Obtain a promotion in my job
	Complete Cert HE skills for the workplace and ILM
	By achieving a new position in work.
	On completion of the course.
	Research the job description and ensure I meet the criteria.

	Go on to complete a degree after Cert HE 
	Complete Cert HE Skills for workplace
	Graduating from the degree
	3 Years
	Lecturer, research, moodle, library, online.




[bookmark: _Toc32491448]Conclusion
Managers and Leaders have a wide range of academic and employability skills, and I have identified a significant number of skills that I am currently lacking. I have worked out an action plan and set goals and timescales to which I can attain these. Having identified the skills I am lacking in and given myself goals, I am more confident that I will get the job I want, once I have achieved these goals. These are only a fraction of academic and employability skills. There are many more, not every manager attribute these.
Every leader and manager are different, and they all have different ways of working. Different employers will look for different academic and employability skills when hiring a manager. Certain personality traits, while not considered as an employability skill actually are charm, charisma, Drive often considered as just a personality trait are actually good interpersonal skills.
Personally, I think having a good foundation of employability and academic skills are essential to becoming a Manager and Leader, and knowing what employers are looking for when applying for a managerial post. A major criteria when looking to manage a team of staff would be the knowledge and experience in the field you are managing, this would help in understanding the day to day tasks that your staff undertake and the challenges that they face, being able to effectively assist and coach lesser experienced staff would not only give you recognition from staff, but would help with communication throughout the team and potentially allow you more approachable. When applying for future job vacancy I will analyse the job description thoroughly to see if have the correct skills for the job I would be applying for.

Hopefully when I have completed the goals, I have set for myself, this will help me to achieve the long-term goals I have set. Obtaining a degree and a new job role in my workplace.
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