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[bookmark: _Toc32491435][bookmark: _Toc456901515]Introduction 
In this assignment I will be talking about Leadership and Management. To being I will start speaking about employability skills. I will also be speaking about skills to become an effect and responsible Manager or leader within the work setting. I will also speak about academic skills and I will then evaluate my own skills and also will create a action plan that will show my skills I need to improve and how I will achieve these.  
[bookmark: _Toc32491436][bookmark: _Toc456901517]Part 1 Employability 
1.0 [bookmark: _Toc498692289][bookmark: _Toc32491437]Explore ‘Leadership Employability Skills’ in general
From the website (skills you need, 2011) the name a few employability skills such as communication, team-working, problem-solving and decision-making, emotional intelligence. I will now go through each employability skill I have noted and explain each one of them.
Communication.
There are different ways of communication such as verbal, non-verbal and written. Communication is a very essential skill that is required by leaders as you will need to communicate with your work colleagues and members of your team. Managers also need communicate by sending emails, making phone calls and attending. Group forums and meetings. Good communication is essential making sure that everyone involved have all the relevant information with respect of any task that needs to be resolved. Information communicated needs to be in the simplest terms but more importantly the content needs to be accurate.
Team -working 
Team working is when a group of people come together or an organisation completing a task in the most effective way. Team working will also include communication. Team working will help things come together nicely as there will be a few of you to work together and get the work done quicker but most effectively, leaders and managers will usually be the team leader. The term “many heads are better than one” is often correct. The ability to listen and the discus an objective with a positive direction on how a task can be done. This is often a good source of information gathering.
Problem solving
We problem solve every day. Problem-solving is when you try and make something better if it’s not working or when you’re dealing with complaints within the workplace. Mangers and leaders will often be called upon to fix problems in the workplace. We as leaders also communicate when problem-solving as we may need to interact with others to see what they think we could do to solve a problem. This skill often goes hand in hand with experience.
emotional intelligence
Emotional Intelligence in the Workplace is being able to manage and understand your emotions. This would include self-awareness, self-regulation, motivation, empathy, and social skills. You will need this skill if you were an employee or a manger as you will need to take into consideration other people’s emotions and feelings at times. 
National skills network ( 2019)  also suggest that good leaders  are the ones who are patient and are able to listen to others. This is an essential skill you must have as a leader as you will need to be able to listen what your team has to say. They also say that good leader are the ones that are positive as being positive will give a good impact on the team you are leading. They also state that good leaders who are creative and have a good initiative. Employable By “buying in with a commitment to getting the job done” is a positive attitude.  Employability Skills Training (2019) say that a good leader will have a high level of desire they say “Great leaders have an about average desire to be successful. They make a mistake, but they correct the situation. In other word, leaders have a vision that transforms fears and their dream of things that ordinary people would not. Let’s accept it, leadership is about responsibility and requires a lot of desire to get the job done. If one is not goal-oriented, you cannot be a strong leader”. I also agree with the website employability skills as a leader you must accept when you or others do a mistake and then correct it afterwards. The balance careers (2019) say that good leader are the ones to motive others to be the best they can, and the best leaders are the one who inspires other to better themselves. They also say that good leaders are the ones who take responsibility for success and failure within a team. Good leaders should also give feedback to the team they are leading also there should be a fine line between offering employee’s advice and assistance. By “buying in with a commitment to getting the job done” a positive attitude. Balance careers also suggest that good leaders should be approachable there for there employees know they can come to then with any concern with the “ open door policy” this in my eyes is an essential skill because if you aren’t team will not be effective o have character to it. 
[bookmark: _Toc32491438][bookmark: _Toc498692292]
1.2  Evaluate own Leadership Employability skills 
[bookmark: _Hlk35957394]
[bookmark: _Toc2883533][bookmark: _Toc32491439]1.2.1 Current Employability skills
[bookmark: _Hlk35957332]I evaluated my own leadership skills by taking a quiz called “how good are your leadership skills”. From the result at the end of my test I have good potential at becoming a good leader, but I always have room for improvement and learning new things daily. My results will be shown at the end of my assignment under the subtitle appendix. From the results it says I have a good potential and a good mindset to be a leader. However, I feel I need to grow more in being confident in myself and the tasks that I lead. The reason I say I need to be more confident is because when I lead a task, I fully understand I can lead confidently being competent within the task. When a task is given to me to lead that I don’t quite understand I tend to get myself into a rut and panic and then this will give a negative influence on my team before the task has even began and that isn’t good . This is how I as a leader would inspire confidence in a team or small group. To inspire confidence in others within the work setting I must ensure I speak confidently and curatively so that the instructions are understood. If team members in my group don’t fully understand or are unsure, I must give them opportunity to come forward and ask again. I say this because to be a leader there must be clear communication and for people to know they can to you. (Ie must be approachable). When I lead tasks within my work setting, I tend to lead them being enthusiastic as we all know sometimes, we don’t always like the task we have to do. 

[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?

	 Communicate 






	I can already speak to my tutor on my own but not Infront of people because I tend to get shy.  
	 Confidence in speaking Infront of others within my group.
	Ask questions when I don’t understand o need more exploitation in class.

	 Team -working





	I can give my opinion to the team if needed but not as clear as I am thinking.
	I don’t like taking full owner ship because I lack confidence. 
	Think more carefully before speaking. And not rush my answer 

	 
Emotional intelligence 
	I can understand how people are feeling but don’t know how to react upon.
	I need to show more empathy to the ones that are upset.  
	Think about what I’m going to say in an empathic way. 






[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?

	 Improve Teamworking 
	Listen in team discussion and make sure I understand what is said before leaving. 
	Being able to carry out the instructions that have been said in the team meeting. 
	I will focus on this for roughly 6 months. 
	Good team. People who are patient. 

	Communication 
	Take part in discussions. 
	Being confident to speak up in discussion and evaluate my opinion if needed. 
	12/04/2020
	A good team with various sources of importation.

	Problem solving  
	The internet is good source to help me improve my problem solving. 
	When I have been able to solve a problem that has risen in my team. 
	12/04/2020
	Family members, team members, managers. 


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

2.0 [bookmark: _Toc32491443][bookmark: _Hlk498694375]Reflection on Academic Skills required for University Level Study 
Before I started studying in Carmarthen university I went to study at collage. I then left collage and felt I was better of working and earing. This now I regret as I could have left knowing a lot of more academic skills. I went of to work in the health bored in prince Philip hospital where I really enjoy working but again when it came to me writing on each patient, I lack some of my academic skills. I was told about the course “skills in the workplace” that’s on every Tuesday evening and one Sunday a month. I thought about it and about how I could improve on my skills and still be able to be in employment and ear at the same time. Since starting the course on February, the 2nd 2020 with my tutor Julia I already feel I have improved on silks I already know and have learned new ones along the way such as, Harvard referencing, reflection and profession writing skills but I still have room for improvement. When began the course, I was scared that I didn’t know a lot but meanwhile since being there I have learned new things also from the others within my class from what they have to say in class discussions. Being in university and comfortable to speak to my tutor Julia this has given me confidence and an ambition to keep learning and gain more knowledge. When I did first start, I was a little overwhelmed with all the information that was given to me I was unbale to take all the information in and didn’t quite understand what the course really was and all the work that would come along with it. The more that I attended the classes it became clearer to me what we were learning, and the course became clearer to me as we went on. More into the course I started to see   my skills I already had develop. When Julia mentioned that we will need to start the assignment my heart dropped I  straight away started to doubt myself and that I didn’t know any thing when really all I needed to do was stop and think back and take time. Julia my tutor is very good she will listen to any questions I have to ask and answer them if she can of course this give me a great confidence boost. I also found the what’s app group a fantastic  because if I was stuck on anything I could always communicate with others in group via what’s app and also Julia would post useful information that I found a great help as if I was in work I could still read it and take note ready for when I came home . Moodle has been a help as I aren’t a person who learns fast, I like to look back and reflect on the module and topic that I am studying in case I miss anything out in class. Starting this course has been the best thing I have done and has helped me already within my jo role and now when my manager asks me to lead a task I also use it was part of a period of reflection on my university course. I am now looking forward to developing and learn more skills and move on to the next module. 
[bookmark: _Toc32491444]
2.1 Evaluate own Academic Skills 

[bookmark: _Toc32491445]2.1.1  Current Academic Skills
My current academic skills aren’t at the level I would like them to be. As I am still young and have never been to university before and I also quit collage I lack some of the academic silks that I will need to make my work more effective and this will also count towards using academic skills within my workplace. By me developing my academic skills it will help me reach my potential level and I can then use them for my future career. I lack a skill’s such as networking, note taking and time management, these skills I understand I need throughout my career and my university course and some in daily tasks. Time management I need to improve on due to me working 37 1/2 hours a week and in university I need to plan out a schedule for when I am not working for me do some university work and research ready for assignments. If I was to plan out what days I aren’t working, I can fit up free time into doing some of my university work. By planning this means I have no reason to be behind on any of my work and there for I will not have rush last minute for assignments. Note taking is also an effective academic skill as it helps towards all my assignments and I can also look back on any of my notes at any time and again reflect on each note. I am going to set myself  task and take a note each day from the internet, handbooks or even looking on Moodle as It will be a big help and there for will also help on time management as I won’t have to rush to do my work as I have notes to look at any time . By taking notes it will help me take in the information more effectively and I will then be able to make the notes into sentences for my assignments. Networking Is my weakest skill but I will need to improve on as it is a good academic skill to have. For example, for me to improve on my networking skills I will need to speak to more people weather It being in the community or in university or my workplace. If I was to go higher with my career choice I must developer this skill as will be needed to interact with more people, this could be meetings face to face or even using webcam. 

[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 can get the information but don’t understand how to reference it correctly.
	I lack the ability to do enough research.
	Spend more time studying to learn to Harvard reference correctly. 

	
Report writing 




	I can already report write but not as detailed as I would like. 
	I can’t gather enough information. 
	[bookmark: _GoBack]Spend more time gathering information to report write. 

	Research 
	Look on the internet but I can’t seem to find the most useful information. 
	Not spending enough time to research.
	I am going to spend a few hours every night doing some research.





[bookmark: _Toc32491447]





[bookmark: _Hlk36112549]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?

	 Fully understand Harvard referencing 
	Read handbook, practice 
	When I am fully able to Harvard reference and I don’t doubt myself.  
	6 months. 
	· Library.
· Tutor.
· Handbooks.


	G.C.S.E 
English 
	Attend evening courses at a collage. 
	I will Identify my success when I have re sat my English GCSE and have passed. 
	22nd of April 2020.
	A good manager that will understand and be able to help arrange my shifts around doing my GCSE. 

	Research 
	Books, Time, internet. 
	When I can go off on my own and research without having to ask someone for help. 
	6 months. 
	· Tutor. 
· Library.
· Books.







[bookmark: _Toc32491449]
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