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[bookmark: _Toc4099544]Introduction
For this assignment I will create a written report on employability and academic skills. I will first research what employability skills are. I will also look at the employability and academic skills required to become a manager. I will then look at jobs within a managerial roll and see what skills I already have, and skills I need to achieve manager level.  I will then create an action plan to show how I will achieve these skills. I will then look at what academic skills are, and which ones are required for my degree. I will the look at myself and asses if I have any of those skills. I will identify potential areas for improvement, and how I will achieve the academic skills that I do not have yet


1.0 [bookmark: _Toc4099545]Employability skills required to become a manager

1.1 	What are employability skills of a manager?
Peter Morgan 2017, Contents, part IV EMPLOYABILITY SKILLS, says there are 6 main employability skills:
•	Presentation skills: He says that being able to deliver a good presentation is one of the key and fundamental skills of working within any business. 
When creating a presentation, it is important to be organised and have a structure to the presentation. It is important to be clear what the goal is. Research the subject to gather as much information as possible. Choose a structure that is comfortable and organise how and what will be said and find a flow. Think about the best way to deliver the message, including graphs and charts as a visual aid. Make visual aids relevant to the message, so as not to distract. It is always a good idea to practice before a presentation. Develop your introduction and conclusion. And practise some more until you feel comfortable 
•	Team working: The definition of a team is people doing something together. Referring to a book written by Michael Robins and Harvey Finley January 2000. 
They refer to 9 reasons why a team is built: -	
	-Teams Save Money
	-Teams Increase Productivity
	-Teams Improve Communication
	-Teams Do What Ordinary Work Groups Can’t Do
	-Teams Make Better Use of Resources
	-Teams Mean Higher Quality Decisions
	-Teams Mean Better Quality Goods and Services
	-Teams Mean Improved Processes
	-Teams “differentiate while they integrate”
There are factors that can also have a negative effect on a team. Which is also talked about in the text. Any one of these factors can stop a team from working but if resolved swiftly and affectively. The team will come back together. The issues mentioned: -
	-Mismatched Needs
	-Confused Goals
	-Cluttered Objectives
	-Unresolved Roles
	-Bad Decision Making
	-Uncertain Boundaries
	-Bad Policies
	-Stupid Procedures
	-Personality Conflicts
	-Bad Leadership
	-Blurred Vision
	-Anti Team Culture
	-Insufficient feedback and Information
	-Ill Conceived Reward system
	-Lack of Team Trust
	-Unwillingness to Change
•	Leading Other’s: - Leaders have more responsibilities than others and generally are on a higher salary. Morgan refers to leadership as being about: -
-creating the correct atmosphere 
-inspiring others
-having a vision/Goal
-Building relationships
-communicating effectively
-creating a profile for the team
A team leader will have to put their own opinions aside and have a non-bias approach to be effective. Leading by ego or personal gain will not encourage team work

•	Communicating Effectively: - Communication is a key skill in becoming a manager but also in most aspects of life so is a good skill to have. There are two main forms of communication within the work place, which are oral and written. With written communication it can be mis interpreted because it is difficult to express emotion within text. A college may not fully understand the text or instruction. With oral communication, this may be over the telephone or face to fac. This is a more personal form of communicating and may be more effective for more urgent or specific matters
•	Developing Cross-cultural Awareness: - It is important as a manager to know who you are managing, so to know best how to meet a person’s needs. There are no two people that are the same and managing a team means being faced with all different cultures, religions etc. Perception is also important because if a m anger is seen to be unapproachable for example, that it is less likely a bond will be formed between the manager and others. Which in turn may create trust issues.
•	Problem Solving and Creativity: - Peter Morgan 2017, notes four stages of a typical problem-solving process. First, he mentions identifying the actual problem that is needing to be resolved.  Find out what the cause of the problem is. Gather some options into to how the problem can be resolved and finally make a balanced choice. For example, a staff member is having trouble with headaches which is causing an increase in their sickness form work. It has come to light that the staff member only has this headache whilst at work. The manager arranges a health and safety check and discovers the staff member is not having enough rest bits from the computer, and is getting glare from the sun, causing strain. The solutions, either move desk or have a screen added to the staff members computer to prevent glare and ensuring regular breaks. The staff member doesn’t wish to move desks, so the screen is added, and had a rest bite when needed. The headaches reduced, and the staff members sickness improved


2.0 [bookmark: _Toc4099546]Job Skills I required to become a manager

I have researched what the job skills that are required for me to become a manager within my place of employment. And I have also included a job description for a similar role but within a different department. Please refer to appendix 1and 2. I have noticed that aside from the specifics of that role, the skills required to for fill that role are the same. I have used a manger from a general sales department which sell car insurance, home insurance, and numerous optional extra’s and a department specific to selling travel insurance. The rolls are at the same level i.e. manager but each departments expectation is specific to them. Both roles require Great communication skills. Including Oral and written. They both require confidence in the product and department that you work within and the ability to work individually and as part of a team. Regardless of the industry a manager has a responsibility to the employees that they oversee and must be able to deal with diversity and other challenges. Which I believe come with experience. Such as dealing with a sensitive situation or having to give somebody a disciplinary. It is also a good skill to be able to keep a team motivated, which will make the team more productive. It is important to maintain a good relationship with the employees, so if I had no interpersonal or an introvert type of person staff may not feel able to approach. 
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	Skills Required to become a manager
	Do I have these skills yet
	How will I gain these skills, and when

	Communication Skills Both Verbal and Oral
	An average amount but not to management level
	By completing this course, I will have gained qualifications to demonstrate this by December 2019

	Presentation Skills
	Not to management level
	As part of this course I will gain this skill as part of my degree by December 2019

	Performance Manage
	I have some experience with this from my current job role
	I will ask my manager to delegate some more responsibilities on me to be able to gain more experience performance managing a team by December 2019

	Adaptability
	My current job role is always changing on a monthly basis, so I believe I have gained this skill
	I think this will be a continuous skill I will learn, within my current role and whilst taking his course. This will be December 2019

	Work Under Pressure
	The demands of the company I work at, mean we must occasionally work under pressure to meet business needs
	I work under pressure within my current role if our department must meet certain deadlines so have experience in this

	Excellent organisational skills
	I need to work on gaining this skill
	This course will help me gain this skill by December 2019

	Time management
	This university course is helping me with this by having to complete assignments by deadlines
	I must use this skill within my current role, and now that I am taking this course and must work to deadlines. By December 2019 I will have gain this skill

	Good understanding of the business
	I believe I have gained this skill due to the length of service at the company 
	This skill is continuous as the business is always changing, but with my length of service believe I have gained this skill

	Be approachable and helpful
	I believe this is a skill that I have gained through my length of service at the company I work 
	I think this skill I have and have gained through my current job
dealing with different types customers daily
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4.1 What are academic skills
Academic skills are gained through higher education such as a degree and higher. These skills our unique to higher education and help climb the ladder of employment.  According to Cardiff Met their definition of academic skills are ​'aspects of behaviour learned by students while studying at Cardiff Metropolitan University that are required to operate successfully at the level of higher education; practising these skills leads to the development of graduate attributes, such as problem solving and analytical ability, effective communication, and creativity and innovation. Academic skills are made up of core skills, such as academic writing, presentation skills and referencing, which underpin more complex skills, such as critical thinking and reflective practice' (Academic Skills Specialists,2013)

According to Leeds university workshop for academic skills, the main skills you will learn are: -
· Academic Integrity and Plagiarism
· Digital Skills 
· Note Making
· Searching for Information
· Academic writing
· Employability
· Referencing
· Time Management 
· Critical Thinking
· Maths
· Revision and Exams
Looking at Cardiff Met’s Academic Skills Workshop, they have listed the main skills you will gain are: -
· Referencing
· Criticality
· Writing
· Studying
· Assessment
· Presentation
· Researching
· Learning Independently
Apart from one or two skills, both university work shop offers the same academic skills that you will gain at higher education level. Some of these skills are gained through education not just at degree level.  But for myself there are some academic skills that I have never experienced and will have only gained knowledge of from completing this course
5.0 Personal Development Plan
	[bookmark: _GoBack]Academic Skills I Need for My Degree
	Do I have These Academic Skills Know
	What Do I Need to Do to Get These Skills by December 2019

	Academic integrity and Plagiarism
	I think integrity and plagiarism learnt through life experience as well as employment and academia and believe I have this skill
	My course will help me further my knowledge to the importance of integrity and plagiarism.

	Note Making
	I believe I have this skill. Within my current job roll it is important to make permanent note on customers files so it is important to know how to do this within company guide lines, as customers can gain access to everything written
	During my course it will be extremely important to make notes. I will have to make sure during my course, I make clear, understandable notes 

	Searching for Information
	I must use the internet daily to search for customer information
	This will be key for my degree and will have to research information regularly. By the end of my course I will have gain this skill

	Academic Writing
	I have no experience in academic writing
	By having to complete essays for my degree, I will gain this skill

	Employability Skills
	I am currently in employment
	For me to progress within my company I will need to complete my degree

	Harvard Referencing
	I have never had to use Harvard referencing
	As part of my degree I will use Harvard refencing within my assignments

	Time Management
	I have this skill form my current job
	By completing my degree December 2019, I will improve on this skill and learn how to implement it within an academic setting

	Critical Thinking
	I use an element of critical thinking within my job role but not enough to progress to a higher level, such as manager
	I will learn how to do this through my degree. And Gin this skill by December2019

	Assessment
	Within my current job role, I have my calls monitored monthly but not at higher education level
	All my assignments for this course will be assessed so by the end of my degree I will have gained this skill

	Presentation 
	I have a little experience with power point presentation, but I do not feel confident enough to conduct a presentation and manager level
	During my course I will learn how to give presentation’s. BY the end of my course I will have achieved this skill

	Learning Independently
	This is a very new concept for me, and I feel learning independently is a weakness
	I will have to complete a lot of researching and independent learning to complete my course, so I will gain this skill at the end of my degree
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(Terry Borton 1970)
What?
During this assignment I had to explore employability skills required for leadership and management level of employment. I had to Evaluate my own employability skills to identify potential areas for improvement and plan the improvement accordingly. Prepare an individual reflection submission demonstrating awareness of academic skills required for my course. Evaluate my academic skills to identify potential areas for improvement and plan the improvement accordingly.
I have learnt that there are certain jobs that require you to have a higher level of academia to progress to the top levels within a company. There are certain skills required at higher levels that can only be obtain through higher education and as a result of this course, I will have the confidence to apply for jobs which were not available to be me due to my lack of knowledge and experience



So What?
As a result of my learning, I will gain the experience and confidence to be able to progress to higher levels within my company. I will experience learning on a higher level, and I will gain skills that I previously did not have. This course will also give me the opportunity to further my knowledge, if I decide to further my education to a master’s degree and so on. I will gain the confidence to conduct meetings and presentations. I will be able to lead a team and help impact and improve the company

Now What?

Going forward I plan to use my degree to improve my current position within my work place. I have a lot of experience within the company, but not enough academic skills to apply for higher positions. This course is what I will need to progress as it covers elements which are considered within my company to become management level. I intent to complete the full three-year course which by the time I have completed the course, my son will be in full time school. This will then mean I can increase my working hours form part time, and either apply for manager roles within the company or apply for the graduate scheme that is available that allow a graduate the time to experience all the departments within the company and then after approximately one year of shadowing. This then gives me the experience all over the company and not just limit me to one department and in turn opening the job pool for me at higher level
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An exciting opportunity has emerged to become part of the New Business management team on a seconded basis. We are looking for someone with outstanding knowledge, a proven track record of achieving strong results, who is adaptable to a constant changing environment and who really wants to make a difference by leading from the front.
We’re looking for someone who will strive to make Cardiff New Business the best sales department in the UK market and an individual who will encourage proud and ambitious salesmanship whilst delivering a unique customer experience to maximise profit for our shareholders.
Experience and a strong knowledge of both Motor and Household, whilst not essential, for the right candidate will be advantageous
Main Responsibilities
· Effectively manage & Develop your SCR (Achieving phone contribution)
· To be responsible for the day to day running of the team
· To lead and support a team to achieve the department goals
· Update and review monthly team stats
· Complete all monitoring and quality checking to improve team/department performance
· To conduct 121’s and appraisals
· Scrutinise and understand the departments aims and goals
· Promote the customer service customer and strive to improve the working environment
· Maintain a good working relationship with the management team
· To focus on not only improving team’s performance but also the floors, by influencing other managers around you to achieve great things
· To take ownership in all aspects of your role
· To be able to effectively communicate any changes
· To encourage a positive team mentality
· To challenge and improve our internal processes
· To run affective meetings with your team
· To be able to identify training needs and deliver these to your team
· To communicate with the operations team
· To build a team strategy in line with the operations team
 
Abilities needed:
· To be able to effectively performance manage
· Flexibility
· Be able to adapt in a constantly changing environment
· Have the confidence to challenge existing work practices to ensure efficient working practice
· Be able to work on own initiative with excellent time management and organisation skills
· Be able to demonstrate strong communication skills
· Be able to work under pressure and to achieve set daily / monthly targets
· Have a strong focus on quality
· Have a desire to develop man-management skills
· Have a keen sense of call awareness
· Be confident in making decisions
· Have a desire to achieve and drive changes
· A good understanding of the business
· Be approachable and helpful
· Be able to demonstrate strong interpersonal, written and verbal communication skills
For more information or to arrange a POC please contact Lee Gregory.
To apply please complete an internal transfer form.
 
 

****** This email is sent for and on behalf of Admiral Group plc ******

Admiral Group plc is registered in England and Wales at Tŷ Admiral, David Street, Cardiff. CF10 2EH (Reg. No. 03849958). EUI Limited (Reg No: 02686904) is a subsidiary of Admiral Group plc and is authorised and regulated by the Financial Conduct Authority (Firm reference number: 309378). These details can be confirmed by visiting the Financial Services Register, http://www.fca.org.uk/register. EUI Limited acts for, and on behalf of, other regulated insurance companies. Further details may be provided on request.

Any opinions expressed in this email are those of the individual and not necessarily the company. This email and any files transmitted with it, including replies and forwarded copies (which may contain alterations) subsequently transmitted from the Company, are confidential and solely for the use of the intended recipient. It may contain material protected by attorney-client privilege. If you are not the intended recipient or the person responsible for delivering to the intended recipient, be advised that you have received this email in error and that any use is strictly prohibited.

If you have received this email in error please notify our customer services department by telephone on +44 (0)333 220 2000. Please then delete this email and any copies of it.
Security Warning: Please note that this email has been created in the knowledge that Internet email is not a 100% secure communications medium. We advise that you understand and accept this lack of security when emailing us.
Viruses: Although we have taken steps to ensure that this email and any attachments are free from any virus, we advise that in keeping with good computing practice the recipient should ensure they are actually virus free.
We may monitor the content of emails sent and received via our network for viruses or unauthorised use and for other lawful business purposes.
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