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[bookmark: _Toc456901515][bookmark: _Toc32491435][bookmark: _Toc36067676]Introduction.
The author of this report is Tasha M Jenkins. A 22-year-old, female, Deputy Team Leader to a team of 13; Vehicles Coach and Telephone Advisor at the Driver and Vehicles Licensing agency (DVLA). The author has worked at DVLA for 4 years after leaving a previous job as an Account’s Junior. The author of this report aspires to achieve a permanent position as Team Leader at DVLA and subsequently climb the hierarchy to Operational Team Leader and Senior Executive Officer (SEO) throughout her career.

[bookmark: _Toc32491436][bookmark: _Toc36067677]Part 1 Leadership Skills. 
[bookmark: _Toc456901517]

1.0 [bookmark: _Toc498692289][bookmark: _Toc32491437][bookmark: _Toc36067678]Explore Leadership Employability Skills.

Defining leadership can often be difficult. Due to this, there is currently no unanimously agreed definition of leadership. This is because what it means to be a leader can vary from person to person which is reflected in the numerous definitions of leadership. In fact, Stodgill (1974) has argued that there is as many definitions of leadership as there is people trying to define it. Amongst those who have sought to define leadership is that of Kruse who defines leadership as ‘A process of social influence, which maximises the efforts of others, towards the achievement of a goal’ (Kruse, 2013). Despite the large amount of definitions, the main assumption generally remains the same. A process whereby an influence is exerted by the leader over its ‘followers’. Leadership is not a new phenomenon. It is something that has been embedding into society throughout history. However, this brings about the question, what makes one person a better leader than another? 
In order to fully understand what it means to be a good leader; many academics have sought to pinpoint key qualities that are essential whilst leading a team. Adair (1997) has recognised that leadership skills are a key ingredient in becoming a manager and states that ‘a good manager is now by definition a leader. Equally, a good leader will also be a manager’. To fully succeed in any team leadership role within an organisation, it is essential that they can understand and develop leadership skills. Furthermore, Adair (1997) has stated that you can not be taught leadership and that it is something that an individual must learn themselves. He further points out that in order to learn leadership, you must be able to reflect on your own experiences whilst applying it to principles and ideas. Therefore, during this section of the assignment, the author will aim to explore employability skills required at leadership level and reflect on her experiences whilst evaluating her own employability skills. 

Lead by example
Firstly, to gain an understanding of what it is meant to be a ‘good leader’, the author will use the example of Mahatma Gandhi. Mahatma Gandhi was a charismatic leader that empowered all Indians on a salt march to corrupt the British economic system. As a pioneer of Satyagraha, he inspired all Indians to understand and learn resistance through non-violent civil disobedience. Thaker (2017) believes that Mahatma Gandhi was one of the greatest leaders of all time due to his persistence and ability to lead by example. Gandhi was able to gather followers and unite India under one leader by leading through his own example; subsequently freeing India from British rule. In addition to this, Yoskovits (2007) has argued that the most important leadership skill is to lead by example. He further argues that in order to lead by example, a leader must act in a positive manner that shows others how to act. This would include giving members of staff a helping hand and pitching in when needed. 


Ownership and responsibility 
Another leadership skill that Yoskovitz (2007) argues is essential, is the ability to take ownership and responsibility. Yoskovitz further states that ‘Your team has to know you’ll be here for them through the good and the bad times. That doesn’t mean you absolve people from making mistakes or ignore crappy work/effort, but it does mean you take responsibility for the big picture’ (Yoskovitz, 2007). Supporting this claim, when completing a survey made up of managers and students, The Chartered Management Institute (2018) found that 60% of employers wanted new managers to have the ability to take responsibility suggesting that this is a vital skill required at both leadership and management level.

Communication
Center for Creative Leadership (CCL) (2017) states that communication is one of the most basic, across-the-board leadership skills required to develop and refine our careers. In fact, communication is rated as the most important employability skills. Morgan (2017) supports this view and argues that communicating effectively and regularly aids your followers to understand where action and effort are needed. In order to communicate effectively you must, actively listen, speak with clarity and ensure you write clearly. This then expands to behaviours as you move up the career ladder, such as, encouraging discussion, building trust, strategic intent, conveying vision and pulling people along with you (CCL, 2017).  Communication is embedded into several other skills that are essential in the workplace. For example, in order to lead your team by example and build relationships with staff, a leader must be able to clearly explain everything to their team. The Australian College of Professionals (2017) places emphasis on a manager being able to listen and be open to suggestions and feedback. They further argue ‘Leaders should aim to establish a steady flow of communication between themselves and their team members and ensure they are aware of any concern. 

Integrity
Australian College of Professionals (ACOP) (2017) argues that great leaders are honest and transparent. They take responsibility for their team and accept blame when things go wrong. Leaders are comfortable outwardly admitting their own strengths and weaknesses which shows good character, therefore building trust with team members to create a more supportive and stronger team dynamic. Supporting this claim, Smith (2007) has also cited research suggesting that leaders need to be honest and trustworthy in order to influence their followers more easily. In addition to this, Adair (1997) states that ‘leadership that does not rest on the bedrock of integrity does not last: it always collapses, and usually sooner rather than later. Why? Because that is the way of human nature’. 

Teamwork
After conducting a survey made up of more than 1,000 managers and 830 students, The Chartered Management Institute (2018) found that 48% of employers wanted new managers to have the professional ability to collaborate and work as a team. Despite almost half of the employers wanting managers to fulfil these skills, teamwork was the lowest voted skill within the study suggesting that is not an essential or key skill required at management level. In contrast, Adair (1997) argues that teamwork is a vital part of leadership, creating the Action- Centred Leadership model (see appendix A). The model, based on three overlapping circles representing the task, the team and the individual appears to endure well as it is the fundamental model for describing what leaders have to do and the actions they must take whatever their working environment, in order to be affective. Adair’s concept asserts that the three needs of the Action-Centred Leadership model are the indicators of leadership, as employees expect leaders to aid them in achieving the common task, build the unity of teamwork and respond to individuals’ needs.

[bookmark: _Toc32491438][bookmark: _Toc36067679][bookmark: _Toc498692292]1.1 Evaluate own Leadership Employability skills 
Whilst carrying out her research, the author has devised five key leadership skills that have been frequently cited. To evaluate her own employability skills, the author has completed a SWOT analysis (see appendix B), this presents the author’s strengths and weaknesses along with opportunities and threats within her job role.
Here the author will aim to evaluate her own employability skills that are required at leadership and management level. She will do this by using criteria that has been identified throughout her research whilst reflecting on her own experiences at work. In order to support the author’s evaluation, she has conducted a survey completed by her staff members which questions the key leadership skills presented within the report. (see appendix C). The author will then devise an action plan to address her strengths and areas for improvement. 

Lead by example
As previously mentioned in section 1, leading by example is a key leadership skill required in the workplace. The author ensures to lead by example by aiding her colleagues when the business is struggling to meet their Service Level Agreement (SLA). For example, within the authors workplace, when telephone queues reach 4.30 minutes; management are encouraged to help staff man the lines in order to support the business in meeting its SLA. The author displays this vital leadership trait and continuously displays role model behaviours. She also ensures that her team are aware of what her role entails while providing any support necessary.

Ownership and responsibility 
Taking ownership and responsibility is something that is required of the author in their current workplace. If her team are underperforming or not displaying required behaviours, the author is accountable and therefore must provide an in-depth explanation for each staff member along with a SMART action plan for improvement. The author also ensures her team are aware that the quality of their work reflects on her management and motivates them to achieve set deadlines to a high standard.
Communication
Communication is an important skill required within the author’s workplace in order to build and maintain effective working relationships with internal and external stakeholders. The author effectively communicates with stakeholders via email and face to face, organising regular checkpoint meetings to ensure all departments are aware of where action and effort is required.
When cascading upcoming changes, the author encourages open discussions within her team along with providing the opportunity to produce suggestions and feedback.
Integrity
The author believes she has integrity as she adheres to the Civil Service Code of Conduct and encourages others to display professional behaviours in order to meet their Civil Service Objectives. Displaying a democratic leadership style, the author remains open and honest with her team and encourages healthy debate when decision making.

Teamwork
Working as part of a successful team is a major part of the authors role. In order to provide a Best-In-Class customer service the author ensures to motivate her team to perform well and collaborate to achieve a common goal. Working in a fast-paced, customer focused environment the team must support each other through periods of change and create the relevant tools to aid staff in one call resolution by providing all relevant information and promoting the Agency’s digital agenda.







[bookmark: _Toc32491440][bookmark: _Toc36067680]1.1.1 Gap Analysis.


	Strategic Objective

	Current Position

	Deficiency

	Action


	Self-Confidence





	Manage/lead a successful team on a cover basis.
	Confidence in ability to lead the team permanently.
	Receive regular feedback and focus on positives.

	Time management






	Over run meetings, working late to meet deadlines.
	Poor organisational skills.
	Utilise outlook calendar to effectively plan days.
Work in timeslots.

	Approachability
	Constantly busy, multi-tasking and no giving full attention to people.
	Poor approachability.
	Come away from the desk when speaking to people.
Look at people when speaking.






[bookmark: _Toc32491441][bookmark: _Toc36067681]1.1.2 Action Plan for Improvement


	[bookmark: _Hlk2954238]Objectives
	Tasks
	Success Criteria
	Time Frame
	Resources

	Self-Confidence
	· Speak in an assertive manner.
· Act and think positively.
· Play to strengths and accept imperfections.
· Achieve small goals first then move onto larger ones.

	The author will have great self confidence in leading a successful team and be able to make managerial decisions alone without seeking verification from higher level colleagues.
	To be completed by the next Team Leader board release in June 2020.
	· Support from colleagues.
· Self-help books/online tools.
· Work on weaknesses. 

	Time management
	· Utilise outlook calendar to plan days effectively and share calendar so others can book appointments in free time slots.
· List tasks in order of importance and timescale.
· Delegate tasks.
· Remind colleagues of time restrictions and ensure meetings end on time.
	The author will have greater time management skills by following a strict daily calendar. Starting and leaving work on the scheduled times therefore feeling less stressed and more time outside of work to complete University Assignments.
	To be improved by the next University Deadline of 08th May 2020.
	· Outlook calendar.
· Support of colleagues.
· Team members to successfully complete delegated tasks.
· To do lists.

	Approachability
	· Make time for informal conversations.
· Come away from the desk when speaking to others.
· Make eye-contact when speaking.
· Look approachable- body language.
· Be accessible.
	The author can measure her approachability by receiving feedback from her colleagues and team members. 
	To be implemented immediately and reviewed monthly as part of the author’s performance review.
	· 360 Feedback.
· Body language awareness books.
· Neuro-linguistic programming (NLP).
· Civil Service Personal Branding course.




[bookmark: _Toc36067682]Conclusion.

To conclude, during the author’s written report she has explored leadership employability skills required for employment through various sources obtained from research. The key leadership skills that have been identified as the most essential are; to lead by example, to take ownership and responsibility, communication, teamwork and integrity. The author has evaluated her own employability skills against these key findings along with completing a SWOT analysis and survey completed by her team members to support her claims. The author has then gone on to complete a gap analysis and SMART action plan for improvement. The author was particularly fond of John Adair’s Action-Centred Leadership model. The author supports the belief that when the model is adhered to, optimum leadership is achieved as you are utilising key skills by communicating effectively with your team and leading by example.








[bookmark: _Toc498692297][bookmark: _Toc32491442][bookmark: _Toc36067683]Part 2: Academic Skills 

2.0 [bookmark: _Toc36067684]Academic Skills required for University Level Study.

During this section of the assignment, the author will provide 4 key study skills cited that she has devised from research. This will provide a feedback summary of the academic skills required during their learning journey. In addition to this, the author will then go on to use Gibbs Reflection Model (1988) (See appendix D). Gibbs Reflective Model takes a systematic approach and offers a framework that encourages people to examine and reflect on their experiences. This approach will allow the author to identify areas that they can improve and provide an action plan for improvement. 

Time Management.

Morgan, P. (2017) has stated time management is a vital skill required for academic success, arguing that everything that is done during your studies will depend to some extent on how good you are at managing time. In fact, research carried out by George et al. (2008) shows a correlation between a student’s ability to manage time and their academic success; and in some cases, is the most significant predictor. Supporting this, Cottrell, S. (2008) states that to manage time well you must be aware of your own time management, schedule time for unforeseen events and be very specific in your time-planning. 

Independence.
Another skill Cottrell, S. (2008) argues is expected during University study is Independence. Although there is support available from the University and Student Services, you must be able to ‘stand on your own two feet’ to be able to find such support. You must be able to work alone and self-motivate to ensure deadlines for handing in work are met. Supporting this claim, Morgan, P (2017) states that the ability to learn independently is essential during University study as you will need to find your own information, analyse it yourself and come to your own conclusions.

Research.
An article published by the Oxford Royal Academy (2014) claims that research is one of the most important academic skill as it is the foundation which the whole of academia is based upon. Backing up this claim, Morgan, P. (2017) also argues that research is a vital skill required for University study, stating that a good understanding of research methodologies and statistics is required as the more you know before you begin your work, the less time you will need to spend finding this out. In addition to this, an article sourced from the Skills You Need web page contends research as being an essential aspect of studying. Being able to scrutinise your sources to check that they are relevant and support or offer different interpretations of your study is a vital part of research and aids learning.
Managing Anxieties
Cottrell, S. (2008) argues that managing anxieties is an important skill required throughout university and general life. Students must be more creative with problem solving to juggle their family life, work commitments and university studies. Cottrell, S. (2008) recommends a three-point action plan to diminish anxieties: set priorities- what needs to be done immediately? Resources- What sources of support are available? Reflection- Note down your feelings and record how you dealt with each problem in order to evaluate your progress later. Supporting this claim, an online article published by Macmillan, Skills for Study states that it is quite natural to feel some anxiety when beginning your studies and offers a questionnaire surrounding your anxieties with supportive advice (see appendix D).

[bookmark: _Toc32491443][bookmark: _Toc36067685][bookmark: _Hlk498694375]2.1 Reflection on Academic Skills required for University Level Study 
[bookmark: _Toc456901523]Gibbs Reflection Model (1988)
Description 
In January 2020 I decided to embark on an academic journey, choosing to study Skills for the Workplace (HEC) at University of Wales, Trinity St David. I began the course in February 2020 and was subsequently provided a written report and reflective review assignment originally due on 20th March 2020 and later being extended to the 27th March 2020 considering the Covid-19 Pandemic. I began research for my assignment on the 6th February 2020 using online sources during one of my lectures with the support of my University Lecturer. I then loaned books from the Y Fforwm on Campus, gathering sources of information from each one in order to support my study subject. 
Throughout each lecture I gathered further resources to use within my study resulting in the completion of assignment BMSK4001 within deadline.

Feelings  
Embarking on this journey I felt very nervous and incapable of completing my assignment on time due to my years away from the educational environment and lack of academic writing skills. The prospect of writing a 4000-word report and reflective review was extremely daunting and triggered my anxiety causing me to overthink and lose my little self-confidence. Due to the Covid-19 Pandemic I also got increasingly busy at work, resulting in additional pressure to complete multiple tasks within a short time frame.
Throughout the weeks from my first lecture and up to the deadline date for assignment submission I contacted my lecturer many times for support and verification of my plans for the assignment. The other class members and I created a group chat where we could offer knowledge from our own academic strengths in order to support and push each other through the challenging times to complete BMSK 4001 before deadline. 


[bookmark: _Toc36067686]2.1.1 Evaluation. 

The first assignment was extremely challenging for me and I found that my anxiety got dramatically worse throughout course of the lectures as I began second guessing my understanding of the topics and got continuously confused with trying to project my thoughts into words. However, after seeking support from my lecturer and friends that have studied at University for many years, I began to feel a little more confident. Taking time to block out study slots within my calendar to ensure I was able to successfully complete my job tasks along with the BMSK4001 assignment. I regret that I was not able to use more time to concentrate on my University assignment and did not learn the essential academic skills before joining the course, resulting in me having to learn while completing the assignment.



[bookmark: _Toc32491446][bookmark: _Toc36067687]2.1.2 Gap Analysis.

	Strategic Objective
	Current Position

	Deficiency

	Action


	Self-Confidence
	New to the academic environment.
	Lack of confidence in my ability to complete the academic year successfully.
	Seek support.
Reflect on assignment marks received, action improvements.

	Managing Anxieties
	Anxious over not being able to complete assignments to a high standard.
	Been out of education a long time.
Lack of academic skills.
	Seek support.
Utilise anxiety management tools.

	Academic writing






	Not written academically in many years.
	No academic writing skills.
	Research and practice academic writing.
Utilise study support.

	Research
	No experience in researching for assignments.
	Lack of research skills.
	Utilise study support.
Reflect on assignment marks to improve.

	Memory
	Struggle to remember things.
	Poor memory due to medical conditions.
	Write things down.
Record lessons.
Utilise Moodle to view class PowerPoints.



[bookmark: _Toc36067688]2.1.3 Conclusion of Gibbs Reflective Model (1988).

To conclude, I believe I could have worked harder on my assignment and been more honest with my lecturer and made him aware of my struggles. I could have pushed to receive my DSA study support sessions sooner and taken more time to research before the libraries closed. I could have managed my time more effectively and researched academic writing before enrolling onto the course.

[bookmark: _Toc32491447][bookmark: _Toc36067689]2.1.4  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?

	Self-Confidence
	· Seek feedback from assignments.
· Think positively.
· Focus on strengths.
	I will feel less stressed when dealing with assignments and stop looking for verification before submitting my work.
	To be worked on immediately and reflected on at the end of Skills for the Workplace (HEC) in November 2020.
	· Self-help books.
· Assignment marks/feedback.
· Lecturer and team support.


	Managing Anxieties
	· Use Stella Cottrell’s three-point action plan.
· Take time out to reflect on progress.
· Consider how serious my anxieties to different situations are.
	I will be less anxious when studying and realise that others more than likely feel the same. I will have alleviated the stresses caused by studying through improving my time management and seeking support.
	An ongoing issue to be reduced by the next assignment deadline of 8th May 2020.
	· Three-point action plan.
· Student services.
· Online support sources.

	Academic Writing
	· Use study support sessions to learn how to write academically.
· Take note of writing formats used in lectures.
· Use guides and classes.
· Read and write as much as possible.
	I will be able to write academically and receive good marks for all my assignments.
	To be completed by 1st April 2020.
	· Online classes and guides.
· Online editing and proofreading sources.
· Study support.
· Office package.

	Research
	· Meet a librarian.
· Utilise reading lists.
· Draw an outline.
· Reference as I go along.
	I would have successfully completed all University assignments and gathered a vast amount of references throughout, showing that my research has successfully been completed.
	To be completed by 1st April 2020.
	· Library.
· Online sources.
· Study support.
· Schedule.

	Memory
	· Write it down.
· Exercise to improve brain function.
· Follow a brain training programme.
· Record lessons.
· Re-read lecture Power-Points.
	I will be able to remember things said in class more easily and not have to ask as many questions.
	Ongoing throughout Skills for the Workplace (HEC), to be successfully completed by the end of the course in November 2020.
	· Claro recorder.
· Note maker.
· Brain training programme.
· Moodle.
· Prescription medication.





[bookmark: _Toc32491448][bookmark: _Toc36067690]Conclusion

To conclude, during my studies I have found that Leadership and Academic skills are often transferable and tend to overlap. To support this Morgan, P. (2017) has created a Venn Diagram (see appendix F) providing examples of overlapping skills required for study and employment.  The 4 key study skills I have devised through research are; time management, independence, research and managing anxieties. I have utilised the reflective Gibbs Reflection Model (1988) in order to evaluate my study skills and create an action plan for improvement. I have enjoyed using the Gibbs Reflection model as it takes a systematic approach and offers a simple framework that allows people to examine and reflect on their experiences. This approach allowed me to identify areas of improvement through a gap analysis and create an action plan for improvement. 
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[image: ]Appendix A: John Adair’s Action- Centred Leadership Model (1997).

Appendix B: SWOT analysis.
	Strengths
· Excellent interpersonal skills.
· Motivational skills.
· Patient.
· Flexibility.
· Active listening skills.
· Problem solving skills.
· Determined.
· Passionate.
· Positive attitude.
· Integrity.
· Supportive.
· Effective Team Leader.
	Weaknesses
· Time management.
· Self-confidence.
· Poor approachability.
· Poor writing skills.
· Self-critical.
· Perfectionism.
· Take on too much responsibility.


	Opportunities
· Permanent Team Leader position at work.
· Departmental move.
· Enforcement Casework lead.
· Clean Air Zone Team Leader.
· Vehicle’s trainer.
	Threats
· Hundreds of others competing for the role.
· Agency headcount won’t allow release,
· Work-life balance.
· Age.
· Business changing.




Appendix C: Survey Results.
Questions asked:
1. Does your manager (Tasha) have Integrity?
2. Does your manager (Tasha) take ownership and responsibility for your performance as well as her own?
3. Does your manager (Tasha) communicate effectively?
4. Does your manager (Tasha) lead by example?
5. Does your manager (Tasha) work well within the team and collaborate to reach a common goal?[image: ]

Appendix D: Gibbs Reflective Model (1988).
[image: Gibbs reflective cycle]

[image: ]Appendix E: Managing Anxieties.
Appendix F: Overlap of ‘Study Skills’ and ‘Employability Skills’.[image: ]
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Anxieties Advice

Keeping up with other people Focus on planning your own activities rather than on worrying about how well other
students are doing. Some people claim that they do no work and write an essay
overnight. Very few people actually do this; itis not expected of you and is nota
sensible way to study.

A serious difficulty

You have identified this as a serious difficulty and should begin working
towards a solution as a priority. Seek help from your student support service
if you feel you need it

Finding the time to do everything Its important to plan your time out in advance so that you know how much time
you have available and whether your commitments clash. Maintaining a diary,
planner or calendar with all of your study, work and social activities will help you
balance your responsibilities and stay on top of deadiines.

A serious difficulty

You have identified this as a serious difficulty and should begin working
towards a solution as a priority. Seek help from your student support service
if you feel you need it

Understanding academic language Being around any new language is a good way to start to leam it The terms used
—  onyour programme will become familiar to you before too long. Many students can
A minor difficulty - be anxious about some aspect of their study and it helps to share concerns.

Having the confidence to speak Make time to meet other students from your classes. Once you have formed a
—  bondwith your fellow students, you'l have more confidence about joining in
Amajor difficulty -

Developing confidence in myself Focus on your motivation for study and be determined to enjoy your course. Think

[ of yourseif as being on an adventure.
Amajor difficulty -

Getting used tolife as a student Student Services or the Student Union offer advice on managing finance, finding
—  work,childcare, healthcare, counselling, disability and many other issues that arise.
A serious difficulty. - Advisers can help more successfully if problems are tackled before they become

emergencies, so seek support early on.

You have identified this as a serious difficulty and should begin working
towards a solution as a priority. Seek help from your student support service
if you feel you need it

Meeting deadlines Its important that you keep to deadiines, though extensions may be given if you
askin advance and for a good reason.

A serious difficulty
Agood way of finding out how long a task wil take to complete is to ‘work
backwards'from your deadline, imagining how long each step of the process will
take and when it should be started

You have identified this as a serious difficulty and should begin working
towards a solution as a priority. Seek help from your student support service
if you feel you need it

Making friends with other students The people you meet in the first few weeks at university or college can be a great
source of support during the course. Induction events provide opportunities to
build a network for study support and friendship, try to attend as many as you can.

This isnit a problem for me

Coping with other responsi There s pressure on students to juggle family and work commitments in ways that
were not expected in the past. Developing good study skills, especially good time

management skills, can help with this.

A serious difficulty

You have identified this as a serious difficulty and should begin working
towards a solution as a priority. Seek help from your student support service
if you feel you need it
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