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[bookmark: _Toc456901515][bookmark: _Toc32491435]Introduction 

In this report I intend to explore and examine the employability and academic skills that I currently possess. I will identify and then analysis the gaps in my employability and academic skills and prepare an action plan. My plan will look at how to improve and mitigate on the gaps, with the hope of securing a managerial role at Ucompare Insurance Services Ltd and probably setting up my own insurance brokerage. I currently work at Ucompare insurance services and hope to soon apply for a managerial role within the company. Applying and securing this role is very important to me, as the new role will help me bridge and expand my knowledge, giving me more responsibilities and challenges. This new role will also include a pay rise which will help me provide a better future for myself and my family.

[bookmark: _Toc32491436]Part 1 Employability 

Employability can be defined as the acquisition of attributes (skills, knowledge and abilities), this contributes to one’s success in their chosen occupation.
Hillage and Pollard’s (1998) defined employability as an individual’s ability to secure an initial employment, maintain the employment, be able to move within roles in the same company or organisation, secure new employment if needed and finally securing a suitable and fulfilling job.
York and Knight (2004) defined employability as a set of achievements – skills, personal attributes and understandings, that enable one to be more likely to gain employment and then be successful in their chosen carer , which then is beneficial to them, the society and the nation in general.
My current role is as an account executive, I deal with customers offering a personal and professional service helping them facilitate and secure insurance for their business needs. Soon I hope to secure a managerial role within my current company. In this report I am going to examine my journey and development during the process of trying to secure the managerial role. The new role I am applying and hope to secure is as the Sales Manager’s position, please see Appendix A for the job description of a sales manager at Ucompare Insurance.

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

Leadership Employability Skills: This can be defined as the strengths and abilities that an individual posse or demonstrate in order to be able manage, motivate, influence and lead a group of people.
There are numerous leadership skills such as: Communication Skills, Time management, Self-evaluation, Transferable Skills, Delegating, Reflection, Motivation, Feedback, Positivity, Trustworthiness, Creativity, Responsibility, Commitment, Flexibility etc. For this report I am going to focus on the below:
Communication: This is an integral skill that is required with in a leadership and managerial role. communication can be broken down in to 3 types
· verbal - verbal communication is the use of sounds and words to express yourself, especially in contrast to using gestures and mannerisms
· nonverbal - nonverbal communication can speak volumes. Nonverbal communication provides insight into a speaker’s word choice. sarcasm, complacency, deception or genuineness occur within nonverbal communication. These things are often communicated through facial expressions, hand gestures, posture and even appearance, all of which convey something about the speaker. 
· visual - visual communication includes signs, maps or drawings as well as colour or graphic design. These typically reinforce verbal communication and they help to make a point. visual can aid a speaker remember important topics, give the audience something to look at and generally help convey the message being presented.
By utilizing all three types of communication, a speaker ensures he or she has the necessary tools to avoid miscommunication and misconceptions.
 As a manager/leader you need to be able to clearly and concisely explain to your colleagues and or employees, organization goals to a specific task. 
Communication skills as a good leader will provide the manager the skills and ability to be able to communicate in many different forms, some of which could include one -to-one, group setting, emails or over the phone etc Doyle, A. (2018)
A major part of communication and interpersonal skills is being able to actively listen to others. Active listening is a technique that can help someone become a more active listener. 
5 keys to active listening are
· paying attention. giving the speaker your undivided attention and acknowledge the message
· show that you are listening
· provide feedback
· deferring judgement
· respond appropriately

Active listening covers all areas of communication: verbal, nonverbal and visual. active listening is a good technique that can be used in training, counselling and solving disputes or conflicts. As it requires the listener to fully concentrate, understand and respond appropriately.
Another interpersonal skill is being approachable, this means being available to discuss concerns and issues with staffs and this could be carried out in a form of having an open-door policy. Doyle, A. (2018)

Time Management: important time management skills are Prioritizing, delegation, decision making, goal setting, multi skills, problem solving, strategy thinking and scheduling
Time management at work is indispensable and is in top 5 skills required and in-demand soft skills required by employers. Time management within the workplace can be defined as working efficiently.  It is beneficial to a company to optimise the time that a job is carried out but still maintaining a professional and high-quality service. Hence saving time, saves the company money. Being a good manager within a work environment you need encourage and optimise the staff within your team are working effectively and managing their time in the workplace to fulfil their roles as well as completing your own.
 A Manager needs to analyse their workload and then prioritize, but also manage theirs as well as staff's expectations, waste prevention, goal setting, scheduling, punctuality, proactive, creating daily/ weekly or monthly to do list, be able to organise and delegate etc Doyle, A. (2018)

Motivation: Leaders that need to be motivated, to be able to motivate themselves as well as motivate their team, to achieve individual as well as group goals. Good skills as a manager to help motivate your team are to always be accessible. Getting to know your team (people’s strengths and weaknesses), encourage a constant flow of ideas, demonstrate your own knowledge but be honest when you do not know the answers and encourage your team to be accountable and have ownership of their areas and tasks. Motivation can also be accomplished by providing a positive and pleasant work environment, this includes a clean and stimulating place to be. The ability for staff development and allowing the fostering of ideas within the team allowing all members to offer input and feel that their input is appreciated. Setting clear goals and expectations, not micromanaging every decision and when the goal has been set allowing people the availability to figure out the best way to achieve them. Helping people learn from their mistakes were possible helping them and others learn from them, so the same mistakes are not made again. 
This is a leadership skill that is needed to inspire staffs to enable them to want to go extra mile for the company or organisation, this could be done by introducing recognitions and rewards or sales incentives and this in turn will improve productivity and passion in their jobs Doyle, A. (2018)

Delegating: This is a skill that a leader should have as one will not be able to do everything themselves and the ability to identify peoples strengths and weaknesses and delegating the work to the best person for the job, while also offering and facilitating the ability for people to expand and learn, encouraging those people to also increase their own skill sets. By doing this, one can then focus on other important tasks. 
There are some skills that makes a leader a good delegator which include: Teamwork, trust in employees, evaluating employee performance, accepting feedback from employees, assessing employee strengths and weaknesses etc Doyle, A. (2018)

Reflection: Gibbs (1998), reflective cycle was developed to give structure to learning from experiences. This allows one to learn and plan from things that either went well or didn’t go well. There are six stages that covers these steps:
· Description of the experience (What happened)
· Feelings and thoughts about the experience (what were you thinking and feeling)
· Evaluation of the experiences (What was both bad and good about the experience)
· Analysis to make sense of the situation (what sense can you make of the situation
· Conclusion (what have been learnt and what one could have done better or differently)
· Action plan (how one will deal with similar situations in the future)

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

I have evaluated my own leadership and employability skills and have realised that I must make some changes or will not get the job, please see appendix B – Evaluation of my own leadership skills

From my evaluation I have realised that the below needs improvement:
Delegate: With regards to delegation, I must try not to take too much on and do more delegating to ensure smooth running of the business. Focusing on the quality of the work completed and not the quantity while also realizing that I am not always the person with the best skill set for the job and that it is more beneficial to assign that job to the person or persons with the most appropriate skill set.
Creative: I must learn to be more creative as a leader sometimes trying to think outside the box, realizing that just because something has always been done a certain way does not mean that it cannot be approached and done in a different way which can lead to that job being done in a better way i.e. faster, better quality or saving money. I need to be able to analyse myself and my performance accepting feedback. Learning to look at a situation or task from a different point of view or cultural perspective, being creative in the ability to innovative, stay open minded and be a problem solver. 
Feedback: I will need to be able to accept and anticipate feedback, understanding this feedback can be negative, not taking the feedback personal but understanding addressing my weaknesses and working on them will make me a better and more rounded employee and team leader. I feel I need to be more approachable and open to listening to other employees accepting their input and work on clarity of my expectations and setting tasks.
Time management: I must improve on my time management while I am in work as even though I am always prompt and on time regarding my time keeping. I need to work on working efficiently but maintaining my high standards and realising that good time keeping saves time and money, and also been able to manage my expectations, waste prevention, allocation and understanding the importance of sometimes stepping back and realising the significance of prioritizing tasks.

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

Employability can be defined as the acquisition of attributes (skills, knowledge and abilities), this contributes to one’s success in their chosen occupation and current job role. These skills are acquired skills that can be defined as the transferable skills needed for a person to be "employable" These skills can be acquired through education and or through prior experiences i.e. work history. These skills can make one eligible to apply for a role. To be successful at the role one will also need skills that are specific to role if that is applicable such as an awareness of the business or how the industry works. Even though some will be specific skills to the job, most skills will be soft skills that can be used in any employment sector or job.
The DEST report on Employability skills (2002), the below personal attributes are valued by employers: loyalty ,commitment ,honesty and integrity, enthusiasm ,reliability ,personal presentation ,common-sense ,positive self-esteem ,sense of humour ,balanced attitude to work and home life ,ability to deal with pressure ,motivation ,adaptability .
These are not skills that can be taught, if one does not belief in one’s ability to meet the demands of a job, there is very little chance of the wiliness to activate these skills. Rebecca Blaxell and Catherine Moore (2012). As argued by Zimmerman, Banduras and Matinez – Pons (1992, p.664), “Perceived self – efficacy influences the level of goal challenge people set for themselves, the amount of effort they mobilise, and their persistence in the face of difficulties.”

In addition to personal attributes are generic skills Rebecca Blaxell and Catherine Moore (2012):
· communication skills that contribute to productive and harmonious relations between employees and customers;
· teamwork skills that contribute to productive working relationships and outcomes;
· problem-solving skills that contribute to productive outcomes; 
· initiative and enterprise skills that contribute to innovative outcomes; 
· planning and organising skills that contribute to long-term and short-term strategic planning; 
· self-management skills that contribute to employee satisfaction and growth; 
· learning skills that contribute to ongoing improvement and expansion in employee and company operations and outcomes; and
· technology skills that contribute to effective execution of tasks.
I have evaluated my current employability skill and have put together a gap analysis, please see appendix c.

1.2.2 Action Plan for Improvement: Please see appendix D for the action plan for improvement

Using the SMART objectives by  
· S - Specific, 
· M - Measurable, 
· A - attainable, 
· R - realistic 
· T - time – bound
S - specific goal - Complete and obtain my certHE at the university of Swansea within one year where I will complete and pass six modules. Completing this certHE will assist me in applying and securing the managerial role that I want to apply for soon. 
M - Complete the six modules, pass them within one year. Allocate the allotted time needed to complete the modules while also attending classes and maintaining my high standards and performance within my job.
A - The goal I have set is attainable with in the allotted time period if I plan my timetable correctly allowing myself the availability and structure to study and complete assignments. To obtain a score of above seventy percent, I believe the allotted time required will be approx. over 200 hours.
R - Setting realistic goals and deadlines in order to complete the individual modules, leading to the completion of the course. This is a realistic goal if I allocate my time wisely and dedicate the time and energy in achieving it.
T – Completing the individual modules with in a realistic and allotted time still maintaining high standard of work., Completing the full course with in the one-year period. Perron, M. (2018) The importance of setting SMART Goals















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

In terms of academic skills, there is currently no one set definition of what constitutes the group of skills and attributes categorised as "academic". Formal research was carried out in the area of academic skills, Enright and Gitomer (1989) identified seven competencies that make successful graduate students: Communication, creativity, explanation, motivation, planning, professionalism and synthesis.
Miles, Cairns and Huston (2002) also surveyed students and their data which revealed seven habits of successful students, as below:
· passion (alignment of personal interests with study requirements, resulting in energy and motivation)
· building supportive networks and relationships
· asking questions
· being organised and managing time well
· being strategic and resourceful, and using available resources effectively 
· maintaining work-life balance
· and committing to a goal. 
Grehan, Flanagan & Malgady (2011) investigated the relationship of personality traits and emotional intelligence of graduate students in their performance within the classroom. This study found and confirmed that emotional intelligence was significantly correlated with grade point average. It shows that emotional intelligence and the personality trait of conscientiousness were significantly correlated with their increased possibility of an internship. Grehan, Flanagan & Malgady (2011)
A further source was Australian university websites which revealed that, while the wording may vary between different universities, there are a few of the same threads that support all academic skills. 
To be successful at university a student needs to have:
· formal communication ability at a tertiary level - including ICT skills (multiliteracy)
· interpersonal skills and teamwork skills, including ability and willingness to engage with diverse cultures 
· theoretical and practical knowledge and experience of discipline demonstrated by applying discipline specific knowledge 
· intrapersonal skills, including ability and willingness to align personal vision and goals with the university's vision for its students 
· high level planning and organising skills demonstrated by effective day-to-day and longer-term planning 
· problem solving, independent and innovative thinking skills.
 In developing this list, it became apparent that there was an overlap between these skills and the employability skills and attributes that were outlined earlier. It is apparent that the development of these skills and attributes can be embedded into the curriculum. 
These skills and attributes are strongly connected to the eight graduate attribute categories outlined by Barrie (2011): Scholarship, global citizenship, lifelong learning, research and Inquiry information literacy, personal and Intellectual autonomy, ethical social professional understanding and communication. 
The decision to include both attributes and skills is driven by the consideration that without both the ability to engage with the university in every sense (communicate with staff and students, successfully complete routine tasks etc.) and to complete academic tasks. Without this full participation within university a student would find it difficult to achieve success. A student may have a very high level of understanding, but without the motivation to complete the assignments as well as the understanding this will never be realised. From the university perspective an increased student retention is important, then it is useful to consider both attributes and skills as important in achieving academic success.



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

Refection: Reflection can be defined as a type of thinking; this is associated with deep thought aimed at better understanding. Cottrell, S. 2003. Skills for Success 
It also includes a mixture of elements, such as 
Making sense of experience: Most people don’t learn from experience; hence reflection is where we analyse experience, actively attempting to ‘make sense’ or probably find meaning in it. Cottrell, S. 2003. Skills for Success
Standing back:  This is where we find it difficult to reflect when we are caught up in an activity. ‘standing back’ gives a better view or perspective on an experience, issue or action Cottrell, S. 2003. Skills for Success
Repetition: Reflection does involve going over a situation or something several times in order to get a broad view and hence check that nothing is misses in the process. Cottrell, S. 2003. Skills for Success
Deeper honesty: Reflection relates to ‘striving after truth’. Hence, through our reflection, we can acknowledge things that we find difficult to admit in the course of events. Cottrell, S. 2003. Skills for Success
Weighing up: this is when we take everything into account, not just the most obvious. Reflection involves being even – handed or balanced in judgement. Cottrell, S. 2003. Skills for Success
Clarity: Reflection can help in bringing greater clarity, this is just like seeing an event reflected in a mirror. This will normally help at any stage of planning, carrying out and even reviewing activities. Cottrell, S. 2003. Skills for Success.
Understanding: Reflection is all about learning and understanding on a deeper level. This also includes acquiring very import insights that cannot be just taught. Cottrell, S. 2003. Skills for Success
Making judgements: Reflection does involve an element of coming to conclusions in order to move on, Change or develop an approach, strategy or activity. Cottrell, S. 2003. Skills for Success
Reflection is an everyday process in life and it’s a natural activity, we as humans will always reflect on issues and everyday problems that we come across i.e. What went well? What didn’t? Why? and How do I feel about it? Where we spend time going back over things that have been said or done, or even what we wish we have said or done. Reflection usually accompanies hindsight: This is where we realise long after an event how things might or might not have been different, or how some event was more important than we realised.
Gibbs (1988) Reflective cycle is a very popular model for reflection. This model involves 6 stages of reflection:
Description – There are six modules that I will need to complete and pass to be able to complete my first year on this course, which are as follows
Academic and employability skills, effective team working and communication, digital skills and research methods, problem solving and decision making, professional career development, managing enterprise in the 21st century.
Feelings: When I first started the course, I was nervous as did not know what to expect, because I have not been in this kind of environment before. I have not attended University before and while attending this course I am also working full time. I currently am the main carer at home, taking care of our children and managing our home, as my partner works as A Senior Officer at a prison which means she works long hours. I am trying to manage my time between all these responsibilities and this I am finding it hard to prioritise my tasks, especially with also learning new skills such as using Microsoft, conducting and completing research etc. I was very anxious when I found out that our classes will currently be delivered online due to current situation but after completing the first class, I feel more confident about the process now.
Boud, Keogh and Walker (1985) stressed that experience, and reflections on experience, are both influenced by conscious ones such as intent as well as unconscious aspects such as emotions
Evaluation: I think putting myself in an uncomfortable situation such as being in university environment has helped me to look at and reflect on my learning and current skill set. When you are in a comfortable situation you are less likely to step out of that comfortable area. The course so far has made me take a different perspective on my current skill set, while appreciating what I am good at but also highlighting where I can improve and grow. I am learning to better prioritise and evaluate the tasks I must accomplish and understand I cannot do everything myself without help. I realise I am not very good at self-reflection and seeing situation from another person’s perspective but now that I have been able to highlight these issues, I am being much more proactive in these areas moving forward. Completing the course online has been hard as it is hard to concentrate at home with the family being home, but after completing the first 2 classes I feel like this is improving.  

Analysis: I have spoken to other colleagues and then my lecturer, I know understand I am not alone in my feelings about being unable to concentrate and being nervous about completing lectures online. Understanding other people are in the same situation as me and realising I am not alone has help me come to terms with our current situation we are in. I was concerned about speaking to them but now I have, I realise if I had spoken to them sooner, I could have saved my self the days of worrying. I am realising I can only take 1 task at a time and not overload my schedule
Conclusion: In retrospect, even though I have now completed the first task, I would have approached the lecturer sooner than I did when I felt I did not understand the first module and what was expected. I would have spoken to my classmates sooner about my anxiety about completing the course online and waiting until I had the first lesson before deciding I was not going to like this way of learning. Overall, I have learned that sometimes change is good, and I should try not to worry about the things that are out of my control. I have also enjoyed meeting new people and learning new things about myself.
[bookmark: _Toc456901523]Action Plan: In the future, I will try not to stress about things that are out of my control and learn to delegate as well as prioritise the tasks I must accomplish. I will try to look at the situation from other people perspective while understanding that maybe the way I want to accomplish the task may not be the only way to do so, understanding other people’s ideas and perspective as valuable as mine. My way is not the only way. I will also try to talk to other people weather they are my co-workers’, classmates, lectures, senior members or staff or even my family as having a conversation about things I feel anxious or nervous about can be helped by talking about and understanding other people’s perspectives.
[bookmark: _Toc32491444]2.1 Evaluate own Academic Skills 

The academic skills required for this university level study which I will need are as follows:
Academic writing, completing of oral presentation, computer literacy, using Microsoft, being able to communicate with other student and lecturer, critical reading and engaging with texts, collaborating with others to achieve team goals, managing own learning, self-assessment, taking responsibility, planning and management of work load, engaging in logical and orderly thinking, conducting and completing research ,professional writing, Harvard Referencing e.tc I have evaluated my academic skills , Please see appendix E 

From my evaluation I have realised that the below needs improvement:
planning and management of workload: With regards to plaining and management I hope to have a planer and then prioritise my workload according to priority.
Harvard Referencing; taking my time to reference correctly and appropriately, reading the articles and the course slides so that I am familiar with the course material and referencing is accurately done.

[bookmark: _Toc32491445]2.1.1 Current Academic Skills

I have evaluated my current academic skill and have put together a gap analysis, please see appendix F.

[bookmark: _Toc32491447]2.1.2 Action Plan for Improvement

Using PDA which means personal development plan and the aim of putting together a PDP is to document a process of self – analysis, personal reflection and honest appraisal of my strengths and weakness. This will enable me to evaluate the value of the academic’s skills that I have received, and to consider my future academic skills development. Please see appendix G,H,I & J for my PDA and SWOT.

[bookmark: _Toc32491448]Conclusion

This report explores my Leadership, Employability Skills and academic skills. It looks at what is required to archive my goals moving forward in the future. This module has helped me identify and then analysis the gaps in my employability and academic skills. It has then helped me prepare an action plan moving forward on how to bridge those missing employability and academic skills. My plan looked at how to improve and mitigate on the gaps, with the hope of then securing a managerial role at Ucompare Insurance Services Ltd and hopefully owning my own insurance brokerage firm in the future.
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[bookmark: _Toc32491450] Appendix A

Job Specification for Sales Manager
· Motivate and develop your team of professional sales agents
· Effectively performance manage your team
· Responsible for several critical Key Performance Indicators and targets
· Prospect for new clients taking full advantage of in-house marketing resources to generate and secure new business
· Organising and attending meetings with prospective clients to gain relevant information to enable successful tender for their insurance business
· Assessing risks held by the client and any future risks that the client may be exposed to, in order to obtain the most extensive cover available for the most competitive terms
· Preparing new business summaries and quotations to a high standard and in line with correct regulatory policies and procedures.
· Providing clear and accurate new business instructions to colleagues
· Building excellent working relationships with potential prospects and clients
· Entertaining clients to gain a greater understanding of their business to secure and maximise referral opportunities for the company.

















Appendix B

: this is scored on a scale of 1 – 10, where 1 is lowest and 10 is highest score.

	Skills
	Score

	Communication
	7

	Motivation
	9

	Delegating
	1

	Positivity
	9

	Trustworthiness
	10

	Creativity
	3

	Feedback
	4

	Responsibility
	8

	Commitment
	9

	Flexibility
	9

	Time Management
	4

	Reflection
	9

	Transferable skills
	8

	Self-Evaluation
	8


















Appendix C

	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?

	Secure a managerial role- Sales manager






	Broking & Sales
transferable skill
Flexibility,
Trustworthiness
motivation

	Time management
Feedback
Delegating
Creativity

[bookmark: _GoBack]
	Try not to take too much on
Be happy/willing to accept feedbacks – good or bad
Try to think outside the box
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	[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?

	Complete and obtain my certHE at the university
	Complete the six modules and pass all six modules within one year
	Feed backs from the lecturer
	Within one year
	One on one meeting with my lecturer

	Pass the certHE with a good grade
	I need to work on working efficiently
	Pass rate -over 70 %
	Within one year
	One on – one meeting with my line manager

	Learn to delegate
	attending classes regularly
	Put my time management in practice
	Within one year
	

	Learn to be creative
	try not to take too much on and do more delegating
	Speak to colleges/line manager to find out their feedback and opinion on my creativeness and delegation skills
	Within one year
	

	Be able to accept Feedbacks
	I will need to be able to accept and anticipate feedback
	
	Within one year
	

	Improve on my time management
	learn to be more creative
	
	Within one year
	








Appendix E

: this is scored on a scale of 1 – 10, where 1 is lowest and 10 is highest score.

	Skills
	Score

	Academic writing
	7

	completing of oral presentation
	7

	computer literacy
	8

	using Microsoft
	9

	being able to communicate with other students and lecturers
	8

	critical reading and engaging with texts
	8

	collaborating with others to achieve team goals
	8

	managing own learning
	8

	self-assessment
	9

	taking responsibility
	9

	planning and management of workload
	4

	engaging in logical and orderly thinking
	9

	conducting and completing research
	8

	professional writing
	8

	Harvard Referencing
	4













Appendix F


	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?

	

Secure a managerial role- Sales manager & Complete and obtain my certHE at the university





	Academic writing, completing of oral presentation, computer literacy, using Microsoft, being able to communicate with other student and lecturer, critical reading and engaging with texts, collaborating with others to achieve team goals, managing own learning, self -assessment, taking  responsibility, self, engaging in logical and orderly thinking, conducting and completing research & professional writing




	planning and management of workload & Harvard Referencing
	have a planer and then prioritize my workload according to priority & Researching on how to reference





Appendix G


	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 and obtain my certHE at the university
	Complete the six modules
	Feed backs from the lecturer
	Within one year
	One on one meeting with the lecturer

	Pass the certHE with a good grade
	pass all six modules within one year
	
Pass rate -over 70 %
	
	One on one meeting with my line manager

	
	attending classes regularly
	
	
	

	
	
	
	
	














Appendix H

Conduct of a Personal SWOT Analysis here

	[bookmark: _Toc464282680][bookmark: _Toc464372385][bookmark: _Toc464934462][bookmark: _Toc464934635]
STRENGTHS
I am a hard worker 
Focused and very motivated
I am loyal 
Impeccable time keeping
Analytical and meticulous 


	[bookmark: _Toc464282681][bookmark: _Toc464372386][bookmark: _Toc464934463][bookmark: _Toc464934636]
WEAKNESSES
Sometimes too hard on my self
Struggle to see situation from a different perspective
Unable to deviate from plan/ regime
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OPPORTUNITIES

I can call on my lecturer for one on one meeting to give me guidance on my development

Demonstrate to my employer that I have management and leadership training.

Also, show my employer that I now have the experience/knowledge of leading teams and exposed to ways of analysing problems
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THREATS

Balance work, personal commitments and studies






Appendix I


Part 2: Setting Goals

	What do I want to learn?
	What do I have to do?
	What support and resources will I need?
	How will I measure success?
	Target Date for Review

	I will like to keep up to date with my course work and try not to fall behind with any scheduled assignment



	Giving myself plenty of time to complete the task without rushing, motivate myself to carry on with the task, putting the skills learnt in practice
	The module resources will be of good help, WhatsApp messaging and sharing ideas, researching further 
	Assignment will be completed in good time and to a very good standard
	Ongoing throughout my first study-2020

	
Improve in my writing and presentation skills


	Practise skills learnt, do more research about referencing, go online to read and buy books to help in my writing skills
	The module resources, asking the lecturer for feed backs
	My writing skills will have improved, as would my grades on assignment
	Ongoing throughout my first study year -2020

	
Become more motivated in achieving very good marks in my first year


	Make sure I attend all lectures and to not give in to laziness, do more research in my own good time, become more involved in group work and course activities 
	Will need a new PC and web cam as the courses are now done via online
	My grades in the first-year course will have improved, my work completed will always be of high standard
	Ongoing throughout my first study-2020










Appendix J


Part 3: Personal Objectives

	Short Term Goals (next 12 months)

	

I will like to complete the certHE in leadership and management with good grades



	Medium Term Goals (2-3 years)

	

I will like to complete the BA in leadership and management with good grades and secure a managerial role at my present company




	Long Term Goals (3-5 years)

	

I will like to complete the BA in leadership and management with good grades then aspire to own my own insurance brokerage – as the managing director
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