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Introduction 

The focus of this paper is looking at the various employability skills that are proven to be valuable for job roles in leadership and management. In relation to employability skills, a personal reflection will be conducted on areas of weaknesses for the purpose of further improving and developing myself. 

Employability skills required by leaders and management 
Self evaluation 
The skill of self evaluation is defined as the ability of being able to assess one’s own performance, actions or attitudes (Townsend et al., 2015.). Self evaluation is an essential employability skill which every individual should be able to successfully perform. This skill proves to be valuable for any job occupation, including the roles of managers and leaders. By engaging in self evaluation, an individual is able to become engaged with their performance and self reflect on their behaviour. This skill allows individuals to avoid making mistakes or recover from mistakes taken place before any severe damage takes place.  In relation to managers and leaders in an organisation, by ensuring their employees can self evaluate, perhaps through a assessment conducted by the manager, would provide the manager with valuable insight into the employee performance. This would allow a strong relationship to be maintained between the employees and managers as any issues in the performance of an employee can be dealt with accordingly. As well as the managers benefitting from having employees with strong self evaluating skills, a manager him/herself with this skill will gain several benefits. By self evaluating, a manager can effectively develop and improve personal and organisational performance, based upon the feedback gathered. Continuous self evaluation also enables managers to avoid actions which have proven to cause inefficiency or delay in the organisation and evaluate alternative strategies for the efficiency of organisational performance. 
Transferable skills 

Transferable skills are the skills which one may possess that are valuable to the employers of different jobs and industries (Griffin and Annulis,  2013). There are several skills which fall into such a category of skills is organisation, adaptability, teamwork and other skills. These skills are usually developed by an individual over their past experience and can be used in a new job role, regardless of it being a different industry. In order to explore who such skills are valuable for the leadership and management level of employment, one skill will be explored in relation to the benefits. One type of transferable skills is teamwork, which is essential for a manager to ensure good relations with employees and co workers. With teamwork a leader or manager increases the accountability of members of the organisation and as a result certainly gains a lot of respect from people within the business.  Teamwork is essential in predominantly every job role which requires an interaction with another individual (Aschwanden, 2007). 
Time Management 

This employability skill involves an individual engaging in planning and executing a conscious control on time dedicated to each activity (Daft, 2015). By having a time managed mentality towards work allows several tasks to be dealt with but in an efficient manner and allows a better work life balance to be created. This employability skill proves to be exceptionally valuable for roles in the leadership and management level, due to the high work load dedicated to in such job roles. Having a good time management skills enables managers to allocate a specific time period towards future tasks, guaranteeing that every task can be completed on time and at an adequate quality. This also ensures the managers to perform their role correctly, because failure to perform tasks or responding to tasks past due dates would suggest an inefficient and ineffective manager. Leadership and management roles are very time consuming, and therefore not wasting time and using effectively proves to be highly valuable for such job roles. An effective manager or leader will implement their time management skills to make sure that they are sufficient in achieving their aimed goals and that they maximise their time. 
Delegation 

The employability skill of delegation is a more specific skill performed and required by individuals in authority such as leaders and managers (Adebakin et al, 2015). This skill is performed for the purpose of power and authority being divided to subordinates. This skill proves to be essential when a manager is unable to complete workload perhaps because it is beyond his capacity, as the skill allows a system to be implemented where the work is shared.  Failure to express and implement this skill where required would result in the manager engaging in poor delegation and this will follow with frustration, de-motivation and confusion. From this it can be understood what negative effects a manager and a organisation as a whole can experience from having a leader or manager whom does not have effective delegation skills. Effective delegation will allow managers to improve performance, motivate teams and save time. From this it can be safely conclude that engaging in effective delegation will result in success. It is certainly down to the manager encompassing of such skills to determine that the employees will develop and improve.  
Interpersonal communication skills 

Skills that fall into this category are skills which are required for interpersonal communication to take place (J. Crawhall, 2013). Interpersonal communication is the process by which ideas, information and feelings are exchanged amongst two or more individuals via non-verbal and verbal methods. Interpersonal communication skills are valuable for managers and leaders due to several reasons. One of those reasons is that it allows managers to speak to people regarding any issues and can discuss the pros and cons of possible projects before reaching the final decision. Employees become very frustrated and disconnected towards business goals if they experience their manager failing to communicate tasks properly. It is essential for interpersonal communication skills to be used by managers, to ensure that the workplace communication and trust can be improved. Business managers are required ensure that communication with their employees. 
Reflection 

Just as equally as how the above employability skills have been highlighted to be valuable for roles in the leadership and management level, the skill of reflecting on oneself and the actions an individual has committed is just as important. By engaging in reflection, managers and leaders become much more self-aware. It acts as a method of learning as reflection is a common practice performed by leaders and managers to ensure the development of their performance and emotional intelligence. By engaging in reflective practices a manager had the capabilities of transforming challenges into learning opportunity, experience a sense of purpose and greater satisfaction, building strong relationships in their personal and professional lives. There is an evident difference in the results achieved by managers whom engage in reflective practices. Becoming more aware of individual performance and values, allows positive results to be consistent in the organisation all the time. Reflection therefore proves to be an excellent instrument which can be defined as an irreplaceable skill. 

Evaluation of own employability skills

For the purpose of evaluating my own employability skills, a gap analysis will be conducted where any gaps in my current employability skills or skills which I have not yet adopted will be listed below (Smartsheet. 2020). On basis of the information gathered on the Gap analysis, a action plan will be created for the purpose of developing my employability skills. 
	Gap Analysis

	Objective 
	Current position 
	Deficiency 
	Action 

	What do I want to do? 
	What can I already do?
	What I am lacking?
	How do I fix this?

	I want to adopt methods and skills which would allow me to effectively reflect on my behaviour and actions for the purpose of making me improve and develop myself for future purposes. 
	As of right now I am aware of the consequences of actions performed, when the damage is done rather than immediately. This proves to be a great downside to my employment as it puts me in a weaker and inadequate position compared to the rest of my co-workers. 
	I am lacking the skills required and the methods needed in order for me to embed reflection in my life. I personally consider myself not to have enough time to give myself for reflection. 
	By adhering to my action plan. 

	I want to be able to manage my time wisely as my schedule is becoming much busy. Adopting methods into my life which would allow me to do this would be effective. 
	I am able to attend places and work in a punctual manner. 
	Although desired tasks which I want to do during the overload and become impossible for me to complete causing me miss the deadline for the tasks. 
	By adhering to my action plan. 

	My communication skills, I personally think is not as strong as they can be because I fail to communicate with senior and individuals in authority because of my lack of confidence. 
	I am able to communicate with co-workers well. 
	I do not have the necessary skills required for me speak to senior people perhaps because I lack the confidence and do not know to overcome this. 
	By adhering to my action plan.


	Action plan

	Objectives 
	Tasks 
	Success criteria
	Time frame
	Resources 

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

	My first goal is to display better and effective reflection in my workplace towards my job role. 
	For the purpose of me to do this I require dedicating a time in my life, where I am alone and can mentally reflect on the day I have had. This would allow me to do valuable reflecting. 
	I will be able to identify my success when I see that I am developing myself further and I am avoiding making common mistakes. 
	This would be done within a month giving me sufficient time to see the effect it has on my performance and behaviour. 
	I would require people around me to understand not to disturb me during this time because it will disrupt me in this valuable time. 

	My second goal is to ensure that I am able to manage my time much more effectively. 
	For this I would require the use of a timetable which I use weekly and prepare at the beginning of the week. By doing this I will be able to ensure that I am able to complete all the tasks way before they are due. 
	I will be able to identify that I have been successful in reaching my objective, when I am not failing to keep commitments and deliver tasks given for me to complete. 
	This I believe would require two months for me to get adapted to and for me to see the effects it has had on my work life balance. 
	I would require the support of friends and family, to understand that if I say that I am busy at a particular time, changing my schedule suddenly would be very difficult for me. 

	The final goal is to develop my interpersonal communication skills so that I am able to communicate my ideas, concerns and requirements to people that I work under. 
	This comes down to me participating in events like meetings more often, so I can see how other people present their concerns. 
	I would see that this has been successful when my issues have been dealt with soon. 
	3 months 
	The advice of co-workers and friends in this field (Mindtools.com. 2020). 


Conclusion

To conclude, the use of the Gap analysis has allowed me to understand where my lacking are and able to reform them for the purpose of future employment. Having a strong set of employability skills is essential for nay workplace I desire to go into.
Introduction

This piece of writing looks at the academic skills which I am in need of developing and effectively applying for my learning journey. Each of the identified skills will look at in relation to what is expected of me as a student to perform. In relation to the identified skills, I will use a Gap analysis which would allow me to identify the weaknesses I have in academic skills. On basis of this Gap analysis I will be able to create an action plan, from which I would be able to be apply such skills in the future effectively. 

Academic skills

Using Word Processing document software 

One of the most common software required to be used as a student is the Word processing document. Therefore being fully aware of how to use this document including how to insert information, use formatting, saving the file and attaching the file for submission purposes. This skill develops as the students constantly use this platform and becomes familiar with the several application features available on the software (Harrison et al., 2015). 

Gathering information

In relation to this skill, as a student I am required to learn methods in which I can successfully note take information I learn in the institution. Effective note tasking is essential for me to ensure that I have the right and enough information for later use when writing assignments for example (Turner et al., 2012). Valuable information can be gained from listening to lecturers and by takes notes of such information proves to be very useful when referring to the information later. In addition the skills required using the online library and internet for gathering information, makes it far easier for the right information to be gained within a constructive time period. 

Analysis of literature 

 Furthermore as a several pieces of information is required to be looked at from several sources, understanding how to research, analysis and present literature findings is very important as a  student (Gaast et al., 2019). Therefore these skills allow students to identify which literature source is most appropriate for the given module or topic and take related information for later referencing. Presenting the information correctly contributes greatly to how the assignment is structured and also involves the correct references being added so that the information is not plagiarised.  

Communicating and presenting information 

Depending on the given task, as a student it is essential to know how to present the work depending on the learning criteria of the work assigned. This involves the different presentation skills used depending software used e.g. Power Point, Excel or Word Document. Knowing, the different techniques and styles that are appropriate to the University, is a valuable skill (Shapiro, 2011). When creating a document for example, the required structure on basis of which the work should be presented can be easily done by this academic skill.  

Appropriate writing style 

Every task given as a student does not necessarily be the same and therefore means that there are several structures which a student is required to apply in the work (Latto and Latto, 2009) .This of course depends on the requirements of the assignment. Depending on the type of format in which the work needs to be in the way in which facts and information is structured differs. As part of being successful in every writing style, being able to know how to link ideas is very important too. Developing a strong analytical thinking is very useful when a analysis is conducted on a specific topic for example. This skill must be strongly adopted by students, so that the student increasing the chances of gaining the top marks in assignments. 

Referencing Convention 

Majority of the work produced by students are required to be referenced appropriately and according to the chosen reference system of the educational institution (Philpot et al., 2013). The chosen system for this university is the Harvard System. For this reason the students are required to know how to reference their work according to the Harvard system. This is a valuable skill are nearly every assignment requires referencing and unless the correct referencing is use, the chance of getting full marks is very low. Becoming familiar with how to Harvard reference makes it very easy to use such referencing formatting with creating an assignment and collecting sources. 

Digital technologies 

As technology is progressing and becoming much more relied on, educational institutions are making as much use as possible to use digital platforms to support learning (. A common platform which is used by Universities is the online library and resources made accessed to via the personal student login. Using such resources supports learning because of additional resources, extra explanations and digital versions of handouts. Students are required to have the skill to be able to use digital technologies for learning purposes and certainly will see a great benefit from it. 

Organising study

Studies are university can be quite hectic for a student especially if there are additional commitments to be made.  Therefore having excellent organisational skills such as time management, is a must for students to cope with university style learning. This skill enables students to always be prepared and not be overwhelmed by the pressure of the work. Time management is highly vital for a student as personal commitments and professional commitments can be given dedicated time as well as study related activities. The use of a diary or a timetable is a common method used by students to ensure that they manage their time wisely. It is important as a student to be punctual and on time in relation to assignment submissions. Failure to manage time wisely can lead to drastic consequences including failing an assignment due to lack of quality or late submission. Being able to organise ones resources and space also contributes to the overall academic skill of being organised. Several resources are made available to students and carefully organising the study allows such resources to be protected and used where necessary. This would include student’s handmade notes which are essential for assignment or exam purposes (Wright, 2013). 

Evaluate own academic skills. 

As a student academic skills are highly valuable for me to ensure that I am able to perform and successfully as a student. There are several academic skills which I believe in my opinion I have weaknesses in and each of these weaknesses will be addressed in the upcoming Gap analysis. Following on from this as part of the evaluation, a action will be created on basis of each of the weaknesses identified in the Gap analysis. 

	Gap Analysis

	Objective 
	Current position 
	Deficiency 
	Action 

	What do I want to do? 
	What can I already do?
	What I am lacking?
	How do I fix this?

	The first thing I am want to do is to improve the way in which I gather information. The reason for this is because I fail to have the right pieces of information when it comes to writing assignment and for this focusing on note taking will help. 
	As of right now I am able to make notes of information which I perceive as important. 
	I am lacking the ability of writing down in note form all of the important information within the time frame given. Later I do not have the time to add on to the notes because of my other commitments. 
	By developing a new and effective note taking technique and allocating time for adding on to my notes when required. 

	I want to become more organised and punctual with the tasks I am given as a student. This would require me specifically developing the skill of time management. 
	I am able to get to my lectures on time and submit my assignments. 
	Due to the lack of time management, I manage to submit my assignment just before the deadline finishes at times, risking my chances of getting my work marked. Sometimes also time is a contributing factor to me failing to commit full quality to the work that I submit. 
	Developing the skill of time management, by implementing methods in my life which would allow me to do this. 

	As part of having the appropriate learning styles, there are tasks which require analytical thinking which I fail to do. 
	I am able to adhere to the other learning styles and use them in my work. 
	I have difficulty analysing my findings and expressing this in my work. This is down to my lack of analytical thinking. I find is very difficult to express my understanding in an analytical way. 
	Learning ways in which I can encourage myself to develop an analytical thinking. The more I practice engaging in analytical thinking the easier it will be for me to use this in my assignment writing. 


	Action plan

	Objectives 
	Tasks 
	Success criteria
	Time frame
	Resources 

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

	To be able to gather information well for the purpose of assignment writing and developing my knowledge on a given topic. Having this information in a condensed and understandable format will allow me to refer back to it later and use it effectively in my work. 
	I need to adopt a note taking method which allows me to write down valuable information. This includes using abbreviated terminology for repetitive words. Also looking at class notes prior to attending in class will also allow to get a brief overview of the lecture. In addition by allocating some study time after lessons will allow me to add additional information to the notes which were missed during the lecture 
	When I see that I do not have to do additional research on class notes when writing assignments, but rather focus on gaining information from external sources. 
	Within the time period of 2 months. 
	I would require the help of friends to aid me with their notes when necessary and the help of family of giving me time to do my study work. 

	For me to become much more organised I am required to develop my time management skills. 
	For this I will use a detailed weekly timetable, including every task I am required to do and allocate certain time period of each. This will allow me to spend the required quality time on each of the tasks.
	When I see that I am rushing to complete any of my assignments but can complete them in a good and easy time period. 
	Within 1 month 
	The resource of the weekly timetable planner. 

	To become a better analytical thinker. This will allow me to be able to write well according to whatever writing style. 
	Read more sources which are written in this format and watch videos related to this skill. Videos really help me when it comes to learning a new skill and I have noticed that this method of learning is most effective for me. 
	I will be able to complete my analysis in assignments without nay struggle.
	Within 2 months 
	The resources is reading materials and videos


Conclusion 

To conclude, there are many academic skills students are required to learn in order to have an effective and successful learning. As a student it is very important to confidently perform each of these skills where and whenever required. The Gap analysis has certainly allowed me to identify areas of weakness that I have and has allowed me to understand the areas in which I need to improve. This evaluation is very useful for future purposes and will certainly have a positive effect. Many of the objectives will require time to be dedicated to, but ultimately this will be constructive time for my learning experience. 
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