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     The author of this assignment is a 34-year-old married woman and mother of 3 daughters, who works part time as a support worker. She loves to make the most of this one life we all have a chance of by spending lots of time with family and friends and making plenty of memories.

Part 1 Employability 

1.0  Explore ‘Leadership Employability Skills’ in general

     The authors focus of this assignment is to explore the skills required at leadership and management level and to compare the differences between them. She will look into and explore a well-known leader and compare with a manager in her workplace. The author will look into the necessary employment skills needed to become a success, she will also compare the key strengths and weaknesses between the both.
   Leadership employability skills in general includes a number of different factors and approaches in order to succeed, it means that you have a drive to manage people and take initiative. When looking at a famous well known leader in Donald trump, his skills in leadership are clear for all to see, he has a number of skills that make him the great leader that he is, just a few of his skills are a as follows:-
· He is very motivated
· He is passionate
· He’s able to bounce back from failure
· He is an excellent decision maker 
· He is a profit seeker
· He’s a risk taker
· He has true visionary
· He has the hunger for power.

     When I compare these traits to my manager in my work place you can see the skills needed are very different 
According to ‘maciej Duszgriski’ the following report shows the top ten essential employability skills that are required at managerial level as opposed to the skills of a leader that were  shown above.
· Problem solving
· Oral communication
· Adaptability
· Collaboration
· Resource management
· Organizational skills 
· Written communication
· Technology use
· Information use
· Certain personality traits
When you compare the skills needed for employment and academic most of the skills are used for both, here is an overlap graph to show this (ref1)
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When I compared the skills needed to be a successful leader and the skills needed to be a successful manager, I compared my manager at my workplace, and at my workplace I can see my manager fails at some skills which is why she isn’t classed as a good manager throughout the workplace, she definitely fails in good communication-she doesn’t know how to communicate with us staff, she also do not lead by example as she do not work hands on or even offer when we need extra help. These are just 2 traits that are needed to excel in being a great manager which she fails at greatly. 
Very few people are great leaders overnight. It takes time and practice. As long as youre open about learning along the way and working with your team on leadership verus dictating to them, most people will be happy to go on the journey with you.
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Employability skills are the skills and capabilities that make graduates more likely to gain employment and be successful in their chosen occupations as they navigate their way through a dynamic labour market (ref2). Your employability skills provide the link between your academic studies and graduate employment.
Looking at my own employability skills I can see potential areas where improvement is needed. And I have shown that in the pdp below using the SMART model.

	To be developed
	Expected goal
	actions
	success
	Target to date

	Time management
	Get organised
	Get a calendar/diary
Set goals
Prioritize
Make a to do list

	Be on time
Organised
Things to do in prioritised order
	December 2020

	Working as a team
	Work well with the whole workforce and communicate well
	Work more day shifts to get to know the team more,
Get to learn the way different people work
	Think of others thoughts and feelings,
Realise we all do things differently 
	September 2020

	Work on own initative 
	To be able to just get on with things,
Make decisions for myself
	Grow with confidence


	Able to undergo tasks alone
Make decisions
	September 2020

	
	
	
	
	




 The purpose of a  SWOT analysis is to help produce a good fit between resources and capabilities and your external environment. (ref5) below I have included a table of my personnel SWOT analysis.





	Strengths

Good listener
Tryer
Hard worker
Patience
Eager to learn











	Weaknesses
Shy
Quiet
Anxious
Time management
Problem solving
	

	Opportunities

High service demand
No affect from technology upgrade
Chance to climb the ladder
Sector is growing 











	Treats

Lots of competition
Lack of managerial knowledge
More work load
More responsibilities 
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Employment skills are important to have to make u a successful employee regardless of your occupation. Employability skills are the core skills and traits needed in every job; these are the general skills that make someone desirable to an organization. Hiring managers almost always look for employees with these traits (ref3).
When I compare the top 10 employability skills to my current employability skills, I can clearly identify areas that have room for improvement, a few of these areas are as follows 
Time management- is the process of organizing and planning how to divide your time between specific activities. Good time management enables you to work smarter, so you get more done in less time.
The highest achievers manage their time exceptionally well by using the time management techniques (ref4)

Self-motivation- there is nothing more powerful than attitude for self-motivation, you need to have the initiative to undertake or continue a task or activity without someone supervision or telling you what to do.
Problem solving – the act or process of finding solutions to problems. Sit down, look in to, re-read and analyse the situation until the issue gets clear and the problem gets solved.

I will take these into account and work on them with immediate affect again using the ‘smart’ method.
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	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?

	
Time management





	Get to work in time to receive handover
	Organizational
Non prioritising 
	Get a diary
Prioritize 
Be organised

	
Self motivation





	Run the floor while on shift as im the only member of staff on
	Confidence
Right approach
	Learn confidence
Communicate more


	Problem solving
	Solve situations that arise whilst on duty as I’m the only staff member there
	Patience

	Learn to deal with situations
Learn to be more patience
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	Tasks
	Success Criteria
	Time Frame
	Resources

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

	Improve my professional reading and writing skills
	
Listen and pay attention
Complete all work and assignments
	Reading and writing skills have improved
	Ongoing, daily improvements
	2021

	Better my education
	Attend every session
Complete all work and assignments given
Complete necessary courses needed

	Passing course, completing work and getting good pass marks
	End of my 1st year of my  university course
	2022

	Be my own boss
	Concentrate
Set little goals and take it step by step
Complete all work and assignments
Pass all courses/degrees

	Passing university courses, completing my degree
	After I’ve completed my university degree
	2025

	
	
	
	
	



To have a reflection on my own reflective skills in my workplace, I asked 6 of my employees if they would complete a questionnaire. Here are the results…

All questions answered on a scale of 1-10
Employee 1
1.  What is kirstys time management like?   8
2. Can you go to Kirsty if you had a problem? 8
3. Is Kirsty approachable? 9
4. Will Kirsty help out if needed? 9
5. Is Kirsty a good listener? 8
6. Is Kirsty organized? 7
7. Is Kirsty confident in her job? 6
Employee  2
1. What is kirstys time management like? 9
2. Can you go to Kirsty if you had a problem? 7
3. Is Kirsty approachable? 8
4. Will Kirsty help out if needed? 8
5. Is Kirsty a good listener? 8
6. Is Kirsty organized? 8
7. Is Kirsty confident in her job? 7

Employee 3
1. What is kirstys time management like? 7
2. Can you go to Kirsty if u had a problem? 9
3. Is Kirsty approachable? 7
4. Will Kirsty help out if needed? 8
5. Is Kirsty a good listener? 8
6. Is Kirsty organized? 7
7. Is Kirsty confident in her job? 7

Employee 4
1. What is kirstys time management like? 8
2. Can you go to Kirsty if u had a problem? 9
3. Is Kirsty approachable? 8
4. Will Kirsty help out if needed? 9
5. Is Kirsty a good listener? 9
6. Is Kirsty organized? 7
7. Is Kirsty confident in her job? 7

Employee 5
1. What is kirstys time management like? 8
2. Can u go to Kirsty if you had a problem? 8
3. Is Kirsty approachable? 7
4. Will Kirsty help out if needed? 8
5. Is Kirsty a good listener? 8
6. Is Kirsty organised? 8
7. Is Kirsty confident in her job? 7
Employee 6
1. What is kirstys time management like? 7
2. Can you go to Kirsty if u had a problem? 8
3. Is Kirsty approachable? 8
4. Will Kirsty help out if needed? 9
5. Is Kirsty a good listener? 9
6. Is Kirsty organized? 7
7. Is Kirsty confident in her job? 7
From this questionnaire I can evaluate and see that the vast majority of the employees I asked these questions to think that I’m approachable and a good listener the most. But you can clearly see that almost all over them give me the lowest score out of the 7 questions asked regarding my confidence, so I clearly need to work on that and will plan so accordingly.
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[bookmark: _Toc32491443][bookmark: _Hlk498694375]2.0 Reflection on Academic Skills required for University Level Study 
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When the word reflection is mentioned, the first thought is a mirror-like image of yourself. This is to define your own perception of the the acceptable and poor quality within yourself. Acting of the weaknesses and developing my skills to improve myself. (ref6)
 In this next part I will reflect on my academic skills and development throughout my first year at university. I began this course feeling nervous and anxious and was doubting myself on weather I was capable. After the first few weeks I settled in, but I found it quite hard and a bit of a whirlwind at first trying to juggle university, my job, being a mum of 3. But I learned to balance them out and prioritise things and learn to get organized and as time is passing it getting easier and more enjoyable.
Having the academic skills gives students the confidence to participate in courses and are also invaluable outside of the classroom and after they graduate. According to (ref7) students are expected to have a number of certain skills when they start they’re higher education, these skills which include critical thinking and note taking are also highly transferable and therefor vital for success in any career.  The (ref8) organizes them inti five categories:
1. Academic discourse- skills for communicating effectively in debates, discussions and presentations
2. Academic text strategies- skills for annualizing academic texts in greater detail
3. Academic strategies- skills for understanding and responding critically to lectures 
4. composition - skills for understanding academic writing
5. comprehension- skills for understanding academic texts and lectures,

having not being in education for a number of years, I feel my academic skills are not up to scratch, but just from a few weeks of starting this university course, the reading and writing, use of laptop, books, research, I can see an improvement in my academic skills already. With a lot of hard work and dedication I’m positive that my academic skills will just keep improving.



2.1 Evaluate own Academic Skills 


Your awareness of the academic skills required to begin your learning, below show a few of my personal academic skills 

                                                                             Lone working
              Time management                                                              Planning 
                                                                                                                                        listening
                       knowledge
passionAcademic skills


                                                                                                                                       organisational
team working


       patience                                                                                                                              knowledge of i.t skills

 piotitse                                                                       Self discipline                                  communication
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	Objective
	Current Position

	Deficiency

	Action


	What do I want to do?

	How am I going to do it?
	What do I need to do to do this?
	By when?

	
Better education





	Enrol on further education 
	Find out about enrolment
	2022

	Study Harvard referencing 






	Research Harvard referencing 
	University
Lectures
Online
libary
	2021

	Improve reading and writing skills
	Practise
Take notes
Read a lot more
	Lecture
Books
Library
classes
	2021




I have evaluated on a few of my skills that are need not only for academic but for employability skills too and marked myself as either poor, average or good.

Communication- average- I find myself ahvng good communication skills with people I know, but with people I don’t know my communication skills will drop.

Team work- average- again, around people I know I feel a lot more comfortable and will therefore be more part of team, if I’m around a team I don’t know too well, I will be more quiet, less confident therefore not as good as a team member as I would be if I knew the team well.

Problem solving-good- I enjoy a good problem solving, I enjoy sitting down looking into the problem from all angles and investigate on how I’m going to solve it.

Initiative and enterprise- good- I like to plan and organise things, I don’t like to feel overwhelmed and stressed out when I haven’t planned or organised things. I feel much more stress free and things go to plan when I am organised and have things planned out.
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Below is my action plan on what I plan to do with my academic career 
	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?

	Pass my first year at university
	Concentrate
Work hard

	By passing 
	End of 2020
	Lectures
Library
Online research

	Apply for my second year
	Continue to work hard
Research
Complete all work
	Get accepted
	2021
	Completed assignments
Good research

	Apply for my third year
	Continue to attend university
Work hard
concentrate
	Get accepted
	2022
	Lectures
Family friends
library

	Pass my degree
	Continue to work hard
Complete all work and assignments
	Pass and get a degree
	2023
	Lectures, 
Online research
Family and friends
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