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INTRODUCTION

Employability skills are needed by managers and leaders to enable positive development, to produce a successful programme that will produce the management and leadership needed for the role.
 Effective managers and leaders should set an example to the employers, there are many ways a point can be made,  such as: Drew Housten (manager/director)  he recently spoke of an issue he was addressing within his company, to demonstrate this he showed up late to a meeting he had scheduled, to address his employee’s lateness. This was an effective demonstration and was noted by his employers as unacceptable.  Sometimes a physical/ Role play example is more effective and gains more attention, than simply following a written set of rules.

 EXPLORING LEADERSHIP SKILLS

There are many skills and qualities required to be a Manager/Leader, such as:
• Interpersonal communication skills 
[bookmark: _Hlk41173073]• Self-evaluation    
• Transferable skills 
• Time management 
• Delegation 
• Reflection 
•  problem solving 
Promoting self-evaluation techniques to employees can be a productive skill as a manager, allocating individual and group performance development planning or assessment meetings confirms that management are not only on top of things, they are also interested, approachable and like to be organized. It provides a useful prospect for the employees, and boosts confidence within their individual level of performance and involvement. It is not the same as the manager demanding more from them. A far healthier performance can be achieved when it is the employee raising the expectation.
[bookmark: _Hlk41174251]This is tremendously important when you want to encourage your employees to set time goals. Self-reflection can be a vital asset and offer likelihoods that can boost the ability to aim further, higher, and smarter, building on the employee’s happiness and boosting self-esteem and worth within the company is imperative for growth and achieving success. In turn this will promote assurance and value to each team member, whilst reminding them, that of the many decisions made in life if at work or home; none is as important as the one they make about themselves, as life can be uncomfortable and relentless. Roebuck, D.B., (2012).

TEAM BUILDING
Managers require many different skills that can enhance a team to achieve and maintain success, technical skills can give both management and employees the ability to achieve and gather information. Getting to know your team is very important. The purpose of team building is to motivate people to work together to get tasks done, maintaining success is not easy developing strengths and addressing any weakness is crucial.  
In all businesses it is important to create a vision for your team, so they are aware of what direction they need to be going and for your team to know what is expected from them within their role. A good manger or leader will not have a favourite employee, employing each individual/person for the right role, based on specific abilities is key. 
To develop the right skills and competencies to achieve a team’s goal the team needs to be motivated, happy to learn and work well together as each team member will have their own skill set. It is important to build a good team and work together to get the work complete.  

PLANNING
It is vital that a plan is in place within the workplace; setting targets to reach goals requires planning, this is the process that includes recognizing and setting successful goals, interpersonal communication can be used within planning
There are different types of planning, these are: 
Operational planning – how things need to happen.
Strategic planning – why things need to happen.
Tactical planning – what is going to happen.
Contingency planning – to be prepared for the unexpected.
Development within managing and leadership will advance if companies can expand and improve the way they plan. According to Berry, T. (2008). 
Having a work plan is important for every workplace, it can be used as a guide to track deadlines and to ensure nothing important is overlooked. A work plan will help as a guide to aid employees using a step by step process, that has been tasked to employees.
 A workplan can be changed/adjusted if needed to suit the company’s needs. Whilst being a guide to employees, it is an important tool that can be used over time to ensure staff are on the right track, it can also help management by following the workplan it assists with the ability to assign tasks, manage workflow and track the various steps and deadlines. Following a workplan guide and communicating is vital and important, it can help show development and how long it will take to reach the end goal as a team.
 
TIME MANAGEMENT
Within the workplace time management is essential for everything to run at a steady pace which produces work of a higher standard than what would be achieved if rushed,  Specific activities and tasks run smoother if you use time management, using this process helps planning and puts a clear view of how much time you have to complete each step of your plan. Using a workplan alongside time management enables the employee to have a clear view of the tasks ahead and can save any confusion over which task should be completed first, it also puts a focus and value on the task ahead making completion a lot less of a struggle.
Time management not only helps with organisation, it is vital within the workplace in order to be organized and meet targets, by prioritising, using time management, the ability to use our time effectively and wisely, becomes an easier task. Enabling more work to be done in less time. Setting a timescale and working in an organised manner can help you provide quality high standard work.
If time management is handled effectively it can give extra time in your personal life, by leaving “work at work” home activities such as family time/socialising are more enjoyable. When time management is not managed effectively it can affect health and can cause symptoms of stress and anxiety.

TRANSFERABLE SKILLS 
Transferable skills are used daily in all situations of life, also known as soft skills. Any skill a person may have is transferable, such as:
· Time-management
· Ability to take the lead
· Teamwork
· Research skills
· Mathematical skills 
· [bookmark: _Hlk42179319]Communicating effectively - both written and verbally                                                               
· Creativity
· Showing initiative
· Motivation
· Listening
· Confidence
The list is endless……..
During your employment you can enhance on the transferable skills you already have and develop them to enable you to build on your career. The more enhanced skills you acquire the more you will be able to offer your employer and excel in your current position. What you learn during your time studying including any placements or work experience will give you extra skills and abilities which can be put to good use in any role and future company progression. Having a good knowledge of “business strategy” is a key skill and a necessity in understanding the role of a leader / manager.


 DELEGATION
As a leader part of your role will be to delegate work to members of your team. To do this you look at each person’s strengths and weaknesses when deciding which jobs are best suited for them, also taking in to account the persons skills and abilities and what they enjoy doing. It is important to explain to your staff what is expected and that you have given them clear and accurate instructions to do the task you require. By delegating a task, it isn’t to pass on the jobs which you don’t enjoy doing, it is to enhance your employees job satisfaction making them feel valued and trusted and that they are a “needed” member of staff. It is however important to explain that it is ok to make mistakes and ask for help if needed. This is also how they learn, and as a leader you encourage and manage. By delegating tasks, it will encourage them to challenge themselves creating new tasks which could work well within the workplace.

[bookmark: _Hlk41134001]

REFLECTION
Reflection is learning, when reflecting we look deeper into ourselves, our experiences, actions and interactions. It helps us gain insight and see how to move forward. Reflection is a daily event for all people, we all look back and think “that went/ did not go well” etc..., it is a way to look back and decide how tomorrow will be different.
 Academically and within the workplace this type of thinking takes practice. ... reflection gives us a sense of our daily experiences, it can help within decision making, also enabling us to produce a plan of action.
[bookmark: _Hlk42218570][bookmark: _Toc456901517]Self-reflection via leadership entails reviewing yourself as a manager/leader which is essential for development, involving, your current level of skills, your strengths, and your weaknesses, also your behavioural patterns, always learning from previous experiences helps to influence employees. It is common practice that management use reflection to develop and make the most of skills, whilst providing training to always build on self-awareness / recognition of experience and previous skills developed 

PROBLEM SOLVING 
To have the ability to resolve all problems professionally would be an amazing advantage to an employer. Unfortunately, but understandably not all problems are solvable.
 Many problems are easy to solve, for the harder problem solving there is often the question of the unknown, being successful often comes down to luck and skills, via organisation, research and preparation 
Effective problem-solving process can be made easier by:
· Team Working. ...
· Emotional Intelligence. ...
· Risk Management. ...
· Researching Skills. ...
· Identifying the problem. (Be clear about what the problem is....)
· Listen to everyone's interests/ opinion ...
· List possible options ...
· Assess all options. ...  
· selecting appropriate option…
· Select an option or options...
· Document the agreed option...
· Agree on eventualities, always monitoring…
· always evaluate.


[bookmark: _Toc498692289][bookmark: _Toc32491437][bookmark: _Hlk41142989]1.0  Explore ‘Leadership Employability Skills’ in general









	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?

	
	Manage team performances effectively


 





		I can deal with performance issues quickly



	I need to help my team members to understand why rules are there
	Team meetings

		Motivated the team









	Provide support and stimulation

	I need to think about my approach to task allocation

	Regular training

	Build my self-confidence and acknowledge my abilities
	Confidently complete tasks

	Acknowledging my abilities and past achievements

	Training session (personal)         via swot






[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?

	Manage team performances effectively
	Arrange team meetings
	Use team discussion and refection to compare team performance goals
	As so as problems arise 
	Communication and commitment from the team

	Motivate the team

	Address any weaknesses
	By observation and applying motivation
	daily

	myself: to encourage growth in the team

	Believe in my abilities and build on my levels of confidence
	Give myself realistic expectations and goals
	Learn by my mistakes
	Every day learn and grow
	Pick a role model and strive to achieve qualities I could share or achieve   parallel to my role model

	Create opportunities for improvement for myself and my team
	Accomplish achievements, merit success, focus on results
	Accomplish achievements, merit success, focus on results
	daily
	Good team ethics and environment


[bookmark: _Toc32491443][bookmark: _Hlk498694375]
[bookmark: _Toc32491445][bookmark: _Toc456901523]
[bookmark: _Toc32491447]

[bookmark: _Toc32491448]
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Calculate My Total 
Total = 67
Score Interpretation
	Score
	Comment

	18-34
	You need to work hard on your leadership skills. The good news is that if you use more of these skills at work, at home, and in the community, you'll be a real asset to the people around you. You can do it – and now is a great time to start! (Read below to start.)

	35-52
	You're doing OK as a leader, but you have the potential to do much better. While you've built the foundation of effective leadership, this is your opportunity to improve your skills, and become the best you can be. Examine the areas where you lost points, and determine what you can do to develop skills in these areas. (Read below to start.)

	53-90
	Excellent! You're well on your way to becoming a good leader. However, you can never be too good at leadership or too experienced – so look at the areas where you didn't score maximum points, and figure out what you can do to improve your performance. (Read below to start.)


[bookmark: Explanation]There are many leadership skills and competencies that, when combined and applied, go toward making you an effective leader. You have the ability to develop each of these skills within yourself. Read on for specific ideas on how you can improve your leadership skills!
Personal Characteristics
Successful leaders tend to have certain traits. Two keys areas of personal growth and development are fundamental to leadership success: self-confidence and a positive attitude.
Self-confident people are usually inspiring, and people like to be around individuals who believe in themselves and in what they're doing. Likewise, if you're a positive and optimistic person who tries to make the best of any situation, you'll find it much easier to motivate people to do their best.
Self-Confidence
(Questions 2, 8)
Your score is 7 out of 10   
Self-confidence is built by mastering significant skills and situations, and by knowing that you can add real value by the work you do. One of the best ways to improve your confidence is to become aware of all of the things you've already achieved.
Our article on Building Self-Confidence   explains what you can do to understand yourself better and build your self-confidence. From there, you'll begin to make the most of your strengths and improve your weaknesses. Explore this further with our Bite-Sized Training session on Personal SWOT Analysis   .
Positive Attitude and Outlook
(Questions 10, 17)
Your score is 8 out of 10   
A positive mindset is also associated with strong leadership. However, being positive is much more than presenting a happy face to the world: you need to develop a strong sense of balance, and recognize that setbacks and problems happen - it's how you deal with those problems that makes the difference.
Positive people approach situations realistically, prepared to make the changes necessary to overcome a problem. Negative people, on the other hand, often give in to the stress and pressure of the situation. This can lead to fear, worry, distress, anger and failure.
Stress management techniques, including getting enough   Rest, Relaxation and Sleep   as well as physical exercise, are great ways of getting rid of negative thoughts and feelings. Understanding your thinking patterns, and learning to identify and eliminate negative thinking, are key. You can learn how to do this in our article on Thought Awareness, Rational Thinking and Positive Thinking   , and you can find out how to become more optimistic in our Book Insight on Learned Optimism   .
Emotional Intelligence
(Questions 5, 15)
Your score is 8 out of 10   
The concept of emotional intelligence used to be referred to as "soft skills," "character," or even "communication skills." The more recent idea of Emotional Intelligence   (EQ) offers a more precise understanding of a specific kind of human talent. EQ is the ability to recognize feelings - your own and those of others - and manage those emotions to create strong relationships.
Learning to develop Empathy   is essential for emotional intelligence, as is communicating effectively, and practicing Empathic Listening   . These all help you really understand the other person's perspective.
Our Leadership area has a section on emotional intelligence in leadership.
Transformational Leadership
Transformational leadership is a leadership style where leaders create an inspiring vision of the future, motivate their followers to achieve it, manage implementation successfully, and develop the members of their teams to be even more effective in the future. We explore these dimensions below.
Providing a Compelling Vision of the Future
(Questions 6, 14)
Your score is 7 out of 10   
This is your ability to create a robust and compelling vision of the future   , and to present this vision in a way that inspires the people you lead.
The first part of being able to do this is to have a thorough knowledge of the area you are operating in. See our Bite-Sized Training session on Building Expert Power   to find out how to develop this.
From there, good use of strategic analysis techniques can help you gain the key insights you need into the environment you are operating in, and into the needs of your clients. See our Strategy section for more than 50 powerful techniques that give you these insights.
With these tools, you can explore the challenges you face and identify the options available to you. You can identify the best of these with good use of prioritization skills   and appropriate decision-making techniques   .
Finally, to sell your vision, you need to be able to craft a compelling and interesting story. Our article, Powers of Persuasion   , can help you open closed minds, so that people consider your ideas fairly. Another great way of inspiring people is to use vivid stories to explain your vision: find out more about this in our Expert Interview with Annette Simmons, titled Whoever Tells the Best Story Wins   .
Motivating People to Deliver the Vision
(Questions 9, 12)
Your score is 7 out of 10   
This is closely related to creating and selling a vision. You must be able to convince others to accept the objectives you've set. Emphasize teamwork, and recognize that when people work together, they can achieve great things. To provide effective leadership by linking performance and team goals, use Management by Objectives (MBO)   and Key Performance Indicators (KPIs)   .
Ultimately, you need to motivate people to deliver your vision. To better understand your ability to motivate, complete our quiz How Good Are Your Motivation Skills?   , and explore our articles on Herzberg's Motivators and Hygiene Factors and Sirota's Three Factor Theory   .
Being a Good Role Model
(Questions 4, 11)
Your score is 9 out of 10   
Good leaders lead by example   . They do what they say, and say what they do. These types of leaders are trustworthy, and show integrity. They get involved in daily work where needed, and they stay in touch with what's happening throughout the organization. Great leaders don't just sit in their offices and give orders - they demonstrate the actions and values that they expect from the team.
As with building vision, above, a key part of being a good role model is leading from the front by developing expert power   . A leader can't rely on position alone: by keeping current, and staying relevant within the organization, you'll inspire people because you're worthy of your power and authority, not just because you're the boss.
Managing Performance Effectively
(Questions 3, 13)
Your score is 6 out of 10   
Effective leaders manage performance by setting their expectations clearly and concisely. When everyone knows what's expected, it's much easier to get high performance. There's little uncertainty, therefore you can deal with performance issues quickly. And if things have already started to slide, our article on Re-Engaging Team Members   offers some excellent tips for turning a negative situation back to a positive one.
As you create rules, help your team members to understand why the rules are there   . Involve them in the rule-making process, and make sure that your expectations align with the resources and support available. Apply rules fairly and consistently.
Providing Support and Stimulation
(Questions 1, 7, 16, 18)
Your score is 15 out of 20   
To be highly motivated at work, people need more than a list of tasks to be completed each day. They need challenges and interesting work. They need to develop their skills, and to feel supported in their efforts to do a good job.
Think about your approach to Task Allocation   , and look for opportunities to match people with jobs and responsibilities that will help them to grow and develop. Use Heron's Six Categories of Intervention   to decide when and how to help them to shine. Regularly perform Training Needs Assessments    to determine what your team needs to be successful.
Remember that emotional support is also important. The Blake-Mouton Managerial Grid   is a great tool for thinking about the right balance between concern for people and productivity.
Key Points
To be successful in your career, regardless of your title or position, focus on developing your leadership skills.
Effective leaders can add value simply by being present on teams. They are inspirational and motivating. They know the right things to say to people to help them understand what's needed, and they can convince people to support a cause.
When you have talented and effective leaders in your organization, you're well on your way to success. Develop these leadership skills in yourself and in your team members – and you'll see the performance and productivity of your entire team improve.
[bookmark: _Toc498692297][bookmark: _Toc32491442]Part 2: Academic Skills 
· Networking
· Time management
· Resilience
· Presentation skills
· Leadership and management

2.0 Reflection on Academic Skills required for University Level Study 

 

Academic skills encourage students to become more efficient learners. They give students the confidence to participate fully in English-speaking courses and are invaluable outside of the classroom and after they graduate. These skills, which include critical. thinking and note-taking, are also highly transferable, and therefore vital for success in any career
Students are expected to have a number of these skills when they start in higher education.  
1. Academic Discourse – skills for communicating effectively in debates, discussions and presentations
2. Academic Text Strategies – skills for analysing academic texts in greater detail
3. Academic Strategies – skills for understanding and responding critically to lectures 
4. Composition – skills for effective academic writing
 

1. Academic Discourse: responding to and asking questions
Many educators expect their students to perform presentations in class and this is a good skill to have. But do not overlook students that don’t speak out, you can alter this activity into an active listening task. After the presentation has finished, organize a student-led Q&A session, and offer feedback to the lecturers on how they can better deal with difficult questions. 
2. Academic Text Strategies: looking for inferred meaning in texts
Being able to make suggestions is a very important academic reading skill. It not only helps students understand the text, but also helps students to ‘read between the lines’ and look for greater meaning you strengthen this skill in the classroom, First, try creating this skill without a text. You can use short videos or pictures which students can try to understand the meaning of the photo. Once students have practiced this several times, move on to short texts. Take the first paragraph of a short story for example, and have students make inferences about the original,
      3 Academic Strategies: writing effective   
         
Effective note taking is an essential skill for your students to learn before they go on to further education. Using short videos, have students take notes while they watch. Then in pairs or small groups, get your students to combine their notes to ‘recreate the video’ in as much detail as possible. Further extension tasks can then include having the groups summarize their notes into a tweet, or, if it is a higher-level group, have them paraphrase their notes into their own words. 
4. Composition: 
 Producing rational arguments is a important skill for pupils in higher education, and one that you can practice in the classroom.  written argument from the assessment section of a newspaper and cut it up into sections for your learners. Have them reorganize the text, and once correct, analyse the different elements that make it clear. Once students have discussed these, have them write their own coherent arguments on a range of topics that interest them. Then have them recite these arguments to their peers and provide feedback on how logical their arguments are.
5.TECHNOGIES
Technology can be used to support both teaching and learning ,with digital learning tools such as phones and computers it increases student commitment and motivation and quickens learning, this model links teachers to their students to help them improve their own instruction and personalize learning
ORGANISING STUDY
Being organised is key to establishing a productive study schedule and staying on top of increasing workload that comes with preparing for final exams.
Creating a study timeline will help you to spread out your revision over the weeks leading up to your exams and assist you in diving your time between each subject Most importantly planning your approach in advance will bring some much needed structure into to your studying ,prioritising important tasks is extremely important.


	
	
	



image1.jpeg
PRIFYSGOL CYMRU ———
S Y Drindod Dewi Sant
UNIVERSITY OF WALES

Trinity Saint David





