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We find through the research that leadership and employability skills are highly linked to academic skills. We need the capacity to learn and reflect on our work, to stop and think, to listen to our tutor, to the podcasts, to have access to our resources in order to improve. Communication, for instance, is a skill that we need for everything we do, so in this assignment, we would be able to put it, as well as other skills, under gap analysis and demonstrate how much we know about it, what are we lacking, but the most important thing, how to solve our problems with an action plan. 
It is an interesting journey to learn about what many different authors think about the characteristics of leaders and manager must have. We found in the press an interesting leader, who works his way up, to become the captain of a ship, who managed to keep everybody’s spirit up, when Corona Virus affected his crew and passengers.
Gibbs model of reflection shows us an understanding of our own feelings. For the topic we choose, that is ‘organising my study effectively’ we explore one of leaders, managers and student’s biggest enemy, procrastination. 
[bookmark: _Toc32491436][bookmark: _Toc456901517]Part 1 Employability 

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

By reading different authors and specialists about leadership and employability skills, we find some elements that are very important to follow in order to become employable in management. These elements are key factors or characteristics that a good or effective leader or a person who works in management should have. 
There are many authors and we can find in many different articles to describe the characteristics of leadership and employability skills, but there is a consensus that a well-developed communication, motivation, organisational skills, team working, among others, are the core of management success.  These sorts of skills needed by managers and leaders in the workplace are, according to STEMNET, the “Top 10 Employability Skills, as compiled by UK Employers”, which enumerates the elements, like the following: 
1. “Communication and interpersonal skills. Meaning that a leader should be clear and concise, in a written and spoken way. Also, to listen and relate to people and to act upon key information. 
2. Problem solving skills. The capacity to understand problems and break them down to small parts. Identifying key issues, implications and finding solutions. 
3. Using your initiative and being self-motivated. Is to have ideas of your own and make them real.  Is to demonstrate a strong personal drive and not waiting to be told about doing things.
4.  Working under pressure and to deadlines. The capacity to work and handle stress, that comes with deadlines, ensuring to meet them. 
5. Organisational skills. By being organised and methodical, a skilful worker would be able to meet plan work to meet targets and deadlines. It is important to monitor the work in progress.
6. Team working. The ability to perform with others, from different backgrounds and disciplines, to accomplish a goal.
7. Ability to learn and adapt. Being enthusiastic about the work, learn from mistakes, for the benefit of the manager/employer relationship.
8. Numeracy. The capability to use data and mathematics for evidence support and point demonstration. 
9. Valuing diversity and difference. Value the diversity and explore what it can bring. Understanding and being considerate of different individuals and needs.
10. Negotiations skills. In order to achieve a win-win outcome, we must take on board other people’s feelings and express our own in an unemotional clear way.”

Other motivating experts have added extra elements to make a better leader. One of them that I found useful is Murray Newlands, an entrepreneur, business advisor and online-marketing professional, who wrote for the online newspaper Entrepreneur.com, on June 24th, 2015, the text: “12 Things you can do starting today to be a better leader”. I felt motivated by the author and I followed a couple of advice for my personal business life, and it turned out very useful. 
But first, let’s see what Murray describes as the 12 things to be a better leader.
1. “Be a positive model.
2. Be humble.
3. Practice effective communication.
4. Find a mentor.
5. Be emotionally aware.
6. Encourage creativity.
7. Be passionate about your work.
8. Know your team.
9. Think positive.
10.  Be yourself.
11.  Study past leaders.
12.  Challenge your staff.”
Why have I found it useful? Personally, I was in need to solve a problem for my business. The problem was there for a while and it was becoming bigger with the days. It was very stressful to think about it. But after reading Murray’s leadership skills, I felt motivated about his 4th idea on the list, that is to contact a mentor. So, I did, practising my effective communication skills, to achieve a goal. 
It was great to be in touch with a mentor, a person who was able to help me. I received great advice to solve the problem. As Murray mentioned, “A confident leader realizes there is always more to learn and will turn to a trusted friend or colleague for their opinion of a given issue or to receive feedback on their job performance. Seeking advice from someone with more experience is not a sign of weakness”.
A recent article written for the online site Crew Center, Crew-center.com, we found a group of people that naturally identified and pointed as the ‘epitome of a perfect leader’, a person who work very hard to become the Captain of the Diamond Princess cruise ship, that had an estimated 600 people with Coronavirus during Valentines period. Captain Gennaro Arma, gave hope and courage to his crew and guests. “I want this kind of man to be our country’s leader”, a guest wrote. 
Some of the characteristics the article mentioned is a combination between grit and grace, and describing that great leaders have “faith in their belief, being passionate about their mission, ability to make the hard choices with some level of self-sacrifice, ability to earn the respect of their team, knowing their weaknesses and their strengths, having understanding that the people are the source of their success, having ability to articulate a clear vision, encourage people to accomplish their best, and serve a great cause”.
[image: ]
Captain Arma on his return, picture from the CNN travel website.

[bookmark: _Toc32491438][bookmark: _Toc498692292]1.2  Evaluate own Leadership Employability skills 

My own skills are getting under the challenge every time I try to integrate my drive with communication and commercial awareness, as well as being organised. Of course, regarding my employability skills, as well as everybody else, I’m not at the same level on every aspect of it. For example, I feel that I’m highly motivated but I’m lacking on organisation sometimes. But with this course, I’m getting aware of things that I need to do to focus and improve, in order to successfully become highly skilled, and an employable leader on what I already do.  

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

By taking a test on employability skills I would be able to know, where I’m about my employability skills. 
Students have worked so hard achieving academic results, but sometimes, they haven’t had a chance to address their employability skills. Employers look for more than great scores, they “need to find candidates that are a cultural fit and who have the right soft skills for their workplace”, from successfulgraduate.com 
According to PH.D. Hansen, R. “Employers develop a specific set of skills they look for in every new hire -- skills necessary to perform a particular job (technical, "hard" skills), as well as a broad set of general, interpersonal competencies (soft skills)... employability skills”.
Technical skills will always be more specific, related to the job that is been seek, the aspiration for a well settled set of soft skills is nearly universal along with employers. What are soft skills? Soft skills are personal characteristics and abilities that make us better workers and colleagues and includes verbal and written communications, listening, flexibility/adaptability, leadership, teamwork, problem-solving, planning, analytical, honesty/integrity, work ethic.

Employability test in appendix 
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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?

	Improve my problem-solving skills





	I can identify my problems  
	Knowing how to solve certain problems
	Talk to a mentor to find a guide and solution to my problems

	Develop my organisational skills 






	I can put all my work together in order to achieve and start working.
	I waste my time doing other things. Procrastinating. 
	Concentrate on my duties. Don’t procrastinate.

	Enhance negotiation skills
	I can get important meetings organised, with key people.
	I haven’t been able to close some deals.
	Close the deal by demonstrating that my proposition is the best option. 





[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?

	Develop my communication and interpersonal skills. My objective is to bring a big group of students to the UK.
	To explain what I men in a precise and clear way, written and spoken. In that direction, I can show our product professionally. 
	When the students have gone back home, and when we receive good comments and recommendation. 
	July 2021.
	Work precisely on my speech and to know my product very well so I can explain clearly. 

	To work on my organisational skills, because I will need to find accommodation and solve logistics in the UK.
	Being methodical, meet targets and deadlines to meet key people in the UK for accommodation and logistics.
	When we get very good prices for quality accommodation and logistics. 
	July 2020.
	Close deals with the head of accommodation and international programmes

	Develop my negotiation skills and close deals with international schools.
	To take on board the other requirements and to understand my own ones.
Prepare a competitive and attractive programme for students.
	When we close the deal with the school, and when my business receives the money.
	September 2020.
	A mentor who can guide me if my offer is competitive. 
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2.0 [bookmark: _Toc32491443][bookmark: _Hlk498694375]Reflection on Academic Skills required for University Level Study 

[image: ]

Using the Gibbs model of reflection, I will focus my academic skills by the way I’m organising my study effectively. 
Description
Being at work and starting a University course hasn’t been easy because I have been away of studies from about 18 years. I also have two children and my close family live in Chile. 
But essentially, I’m very motivated about the course, so I found that I can study at certain times and I feel inspired by what I’m reading about. It is strange because it doesn’t feel like studying, it’s more like reading something enjoyable. Nevertheless, I had to wait a long time, in order to speak and write properly in English, to develop these skills. 
However, even when I’m enjoying reading and attending lessons, I must find time to research and to write my assignment, without thinking about work, children or other activities. 

Feelings
I felt worried initially because studying in university is always a challenge as we need to find the necessary time to research and to write. For this reason, I’m in the process of learning about how to organise my time better, in order to work and have family time, so I could succeed in all aspects 
I also felt worried that I wouldn’t be able to do so many different things, such as work, take the children to school, help them with their activities and education, and also have space for me to practice sports and another leisure time. I must be honest to myself and learn to stop procrastinating, which has been my biggest time wasting.

Evaluation
I’m extremely happy that I have time to reflect and to work at my own pace for my assignment. I feel motivated and I’ve learned a lot. As I mentioned, procrastinating has been my biggest mistake, but also, that I’m working to fix, in order to concentrate and finish my duties. I still feel that I need to work on my concentration and to finish my duties on time.

Analysis
According to topuniversities.com/blog/7-time-management-tips-students, about reaching the right balance between ‘home, work and university life’, the recommendations are very interesting. For example, creating a life schedule, where you can add the time to study when you are the most alert, so “you can organise your times around those hours”. The text also mentioned that finding time for socialising is important, exercise, sleeping the right time and healthy eating.
As well as organising time to research and to think about the work done, avoid procrastinating is, as I mentioned, my most important topic. I found interesting what site proposed, “To think about the different places you have been when studying – where were you the most focused? Where were you most distracted? Is there anything you can do to make studying actually somewhat enjoyable?”. 

Conclusion
My investigation shows that I can concentrate more on my work and procrastinate less because I enjoy my studies. But also, I would like to study more on my most alert times, that is personally at about 7 am and at 7 pm, so I get more of my work.
 In order to get more concentration, I will need more hours of sleep.  Practising sports daily it will be on my plan. 

Action plan
[bookmark: _Hlk34870306]To create a life schedule, where I can have a clear understanding of my times to study, work, family life and sports. I will create my study time, for when I’m more alert. My exercise routine will be there to create stamina, to clear my head and to boost my brainpower. 
I will have brain food available, in order to have the right energy to develop my goals.

[bookmark: _Toc32491444][bookmark: _Toc456901523]2.1 Evaluate own Academic Skills 

[bookmark: _Toc32491445]2.1.1  Current Academic Skills

My academic skills are in developing and under analysis. For example, if I observe my communication skills for presentations, we could say that there are gaps between my objectives and what do I want to do. It because I must improve my academic vocabulary, organise my ideas for a presentation or whatever is needed to find a solution for my deficiencies and to discover what my weakness is. Then it would be important to think about what actions I need to take in order to close the gaps. For example, reading, listening to my tutor, podcasts etc. Then I would be able to organise my communication skills and to work on my current position again to keep on developing on whatever I’m lacking and to identify an action plan to fix it. 
We also agree that communication is important at all levels, while studying and during work life. According to Sharma, V. about “Communication skills help in career development”. “Clear communication about the skills and knowledge, objective vocabulary in words while communicating with interviewers, confident physical expressions help students to get a job after the completion of the degree. That’s how effective communication makes a difference in the personality of students. Many students face communication problems in the interview that’s why learning and improved communication help them to build a career in their respective fields”.
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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 communicational skills, academic writing 






	I can present a report with academic writing skills in English. 
	I need to enhance my language. English is not my 1st language. Sometimes I mistake. 
	Reading and reflecting more by studying a grammar course online. 

	Organising my study effectively






	I can identify the time of the day that I’m alert, so I can study during that time
	Concentrating on what I’m doing, without procrastinating
	Create a life schedule, where I can organise my activities around my study time.

	Researching and analysing literature and presenting findings
	I can research books, journals and websites.
	Analysing and evaluating information, because requires time and concentration
	Set a time of the day to organise my research and write at the same time. In that way I can advance more and better in my essay.
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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?

	Improve my academic vocabulary
	Research and reflect on what I have studied
	When I get to talk with confidence and clearly about my research
	20th of March 
Initially, but it will be an ongoing work
	I will need to read, listen to my tutor and the podcasts

	Avoid procrastination and keeping a to do list 
	Getting rid of distractions and organising myself to concentrate on small tasks daily
	When I realised that I could get my work done according to schedule
	There’s no set of time to be done by. But it should be daily. 
	I need myself only to work confidently on my duties. 

	Presenting information clearly and professionally 
	I will need to use the correct grammar, structure and layout as well as, developing the ability to analyse facts, opinions and arguments 
	If I receive a good score on my assignment and good comments on my verbal presentations
	By the 20th of March, but it will be an ongoing process. 
	I will need dedication to focus on my presentation and, a good academic vocabulary 
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Conclusion

It has been an enjoyable journey through the assignment. The lessons have been very helpful in terms of guidance, but also It has been a big challenge for myself as it is my first assignment in English language.
The highlights of the studies it has been the Gibbs model of reflection, as an eye opening, he gives the opportunity to analyse yourself, to be open and honest enough to put the ideas on the table and find a solution. Personally, it helped me because, I’ve learned of how to organise my study effectively. Trying to be as honest as possible, I put myself under fire, knowing that my biggest mistake or error has been procrastinating. Usually people waste so much time. It has been interesting to find a way to solve this matter, by creating a life schedule, where I can find my study time, the one that I feel I’m more alert adding an exercising routine to create stamina, to clear the head and to boost brain power and get family time. 
Another interesting part it’s the gap analysis, where we cover grey areas of our knowledge, in both topics, working on what do we know, what do we lack and how to fix it within a period. 
Finally, the top ten employability skills for leaders and managers are a great recipe to success. Nevertheless, these skills will always be under gap analysis, because there is always something to improve. 
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Your Quiz Results

Course Name: The Successful Graduate Employability Test (Free)

Quiz Title: The Employability Test

Candidate Name: Enrique Quevedo Diaz

You got 10 out of 10 questions (100.00%) correct! You have now completed this unit.

Your answer details:

Question #1: Most employers are looking for graduates or students who:
Correct
Your Answer:

* already have well developed soft skills

Correct Answer:

* already have well developed soft skills

All Possible Answers:

need to develop their soft skills on the job
allread¥ have well developed soft skills
will not negotiate a salary level

have no work experience

Question #2: | know my top five personal core values
Correct

Your Answer: True

Correct Answer: True

Question #3: | can succinctly describe my own value proposition to an
employer in a networking situation.

Correct
Your Answer: True
Correct Answer: True

Question #4: Resilience will:
Correct
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Your Quiz Results

Your Answer:
* support me across my job-seeking journey

Correct Answer:
* support me across my job-seeking journey

All Possible Answers:
support me across my job-seeking journey .
mean little when competing within a large graduate intake pool

detract from my self-Confidence .
close my mind to other job opportunities

Question #5: Cover letters are no longer required in the digital age
Correct

Your Answer: False

Correct Answer: False

Question #6: It is safe to assume in an interview that:
Correct
Your Answer:

« the first 3 minutes matter as much as the last 3 minutes

Correct Answer:
 the first 3 minutes matter as much as the last 3 minutes

All Possible Answers:

it is all about me . o

| will_have time to cover every detail of my application
the first 3 minutes matter as much as the'last 3 minutes
it is all about the organisation

Question #7: My social media feeds are private. A recruiter cannot view my
social media feeds by law.

Correct
Your Answer: False

Correct Answer: False
Question #8: LinkedIn accounts are:
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Your Quiz Results

Correct
Your Answer:
« different to online resumes

Correct Answer:
« different to online resumes

All Possible Answers:
« only for people who are employed
. notyrele\?antpfcr students PR
« different to online resumes
« only helpful for the job applicant, not the employer

Question #9: Graduate position packages are non-negotiable.
Correct

Your Answer: False

Correct Answer: False

Question #10: People expect graduates to be up to 10 minutes late on their
first day at work.

Correct
Your Answer: False
Correct Answer: False
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