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This chapter aims to talk about the importance of the skills required at leadership and management level.
The author will identify what employability skills employers required for leadership and management level.







[bookmark: _Toc32491436]Part 1 Employability 
[bookmark: _Toc456901517]“Employability ,therefore,is not just about getting a job,it is about a broader set of skills and attributes that will enable a graduate to be successful throughout their working life “.
The author supports that employability skills are a set of skills, behavioural and knowledge that are very important in the workplace.  The author says that for employees is very important to possess employability skills because it will be easier for them to have a good position at the workplace. A complete set of skills that are required for a respective position will bring many benefits to them.                                                                                                                                                                                                                        Good employability skills such as interpersonal skills, time-management skills, teamwork, problem-solving, communication skills, negotiation skills, will help the employees to have success in their career and to obtain a better position at work because the employers analyse the behaviour that an employee adopts to carry out their work. (Careerwise.minnstate.edu, 2019)


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

Leadership is not about titles   ,positions or flowcharts. It is about one life influencing  another  .”(Maxwell ,1998)
Countless studies have evaluated exactly what employers are looking for in their new employees. In a 1994 article, Phillipi and Banta stated that the assessment of employer satisfaction in employee preparedness after graduating from institutions of higher education is important. This can assist in providing tangible evidence of the quality of education that students are receiving and its relevance to the workforce. What are the skills that are most desired by employers? Are these the same skills that are being taught in academic classrooms? In a 2003 study, Zinser concluded that communicationand interpersonal relations; teamwork and problem-solving; and managing resources are key elements of employability skills. Robinson (2006) and Robinson and Garton (2007) indicated that leadership skills, communication skills and conflict management skills are some of the employability skills desired by employers.
Time management:

Time management is the organization and planning process for splitting your time between specific activities. A good time management allows you to work smarter not harder, so you can do more in less time, even if you are under pressure and the time is tight. Failure to manage your time will damaging your efficiency and can create stress (Mindtools.com, 2018).
The author tells us how important it is to allocate specific time slots for activities in accordance with their importance and urgency. The author explains to us that time management is the activity when time is well managed and when things are done when they must be done.
All employees must be constantly realistic if they want to complete a task in a specified period. Employees need to understand the value of time and they need to know how to organize their time to become more productive at the workplace (Managementstudyguide.com, 2018)
A good example of time management is when the employee will keep all his files, visiting cards, important documents in a proper place and he will not waste half day in searching them.


Communication:
Communication is the exchange process between two or more peoples of ideas, facts, opinions or emotions. It is a bridge of meaning and an ongoing process of telling, listening and understanding. Communication is a process by which verbal and nonverbal messages are transmitted and received. It is considered effective if the desired response or reaction of the recipient is achieved (Spit.ac.in, 2018). 
       The author explains why it is important for an employee to be friendly and polite in all his workplace communication and explains how by using a friendly tone, a personal question or just a smile, the employee can encourage his colleagues to communicate honestly. In his report the author is encourage the employee to have a short conversation to the point and how the message can be colored by body language, eye contact, hand gestures or tone of voice. A relaxed position and a friendly tone will encourage other colleagues to speak openly and can make them more accessible (The Balance Careers, 2019).

Negotiation:
Negotiation is a process where two or more parties with their own goals or points of view seek to find a common ground and reach agreement to resolve a common concern or to resolve a disagreement (Ukessays.com, 2018).
      Since from the interview the employee is in a continuous negotiation with his employer.
The most common negotiation points are those related to employee’s wage, leave, absence or the time off.
In order to reach an agreement with his / her employer, the employee must prepare for the negotiation process by collecting information and preparing the speech.
He needs to solve the problem by clarifying his issue through a win-win outcome
Conflict management skills :
   The researcher supports that at the workplace when a leader  is appointed the employers are looking very carefully at what skills they have.  Usually at the workplace is very easy to have a misunderstanding because of poor communication, this can lead to a series of conflicts between the opinions that each of the employees or employers has and for this reason is essential for the employer to have employees with conflict management skills. The author says to understand that a line manager has conflict management skills the employers are looking at different skills that help resolve a conflict when it comes out. These skills are (Managementstudyguide.com, 2019):
Effective communication Skills
Listening Skills
Discussion
Patience
Impartial
Never Criticize


Problem-solving skills
The author reveals the importance of problem-solving skills in his report and defines it as the ability to identify and define the problem, to generate alternative solutions, to evaluate and select the best alternative and to implement the selected solution (Cleverism, 2019).
The author defines problem-solving as a process to monitor what happens in company by identifying things that can be changed or improved. 
The author has identified three main steps in this change process:
-choosing an alternative 
-acting to implement the changes
-observing impact 
The author confirmed in his report that every employer and employee have problems for that the ability to solve problems is very important for both of them.
Some of the benefits of problem-solving include: 
Will help the employer and employee in solving potentially dangerous obstacles.
If the employee becomes a regular problem solver at work, he or she is easily noticed, acknowledged and appreciated.
The ability to solve problems increases the level of confidence
The employee can solve problems and does not spend time worrying about what he will do if a problem arises.

Teamwork
Teamwork skills are the qualities and abilities that allow you to work well with others during conversations, projects, meetings or other collaborations. Having teamwork skills is dependent on your ability to communicate well, actively listen and be responsible and honest.
Teamwork skills are made up of many other soft skills you can work to develop over time. Here are just a few examples of qualities that can help you improve your teamwork skills:
Communication. The ability to communicate in a clear, efficient way is crucial to having good teamwork skills. When working with others, it is important that you share relevant thoughts, ideas and key information. There are many different types of communication skills including both verbal and nonverbal.
Responsibility. Within the dynamic of teamwork, it is important that every party involved both understand the work they are responsible for and makes the effort to complete said tasks on time and up to the expected standard. With the entire team functioning properly by taking responsibility for their own work, they can work together towards a common goal.
Honesty. It is important to be honest with your team. This might mean sharing a disagreement, explaining that you were not able to complete a certain task on time, or sharing a new development. Without transparency, it can be difficult for a team to develop trust and therefore work together efficiently.
Active listening. Much like communication, active listening skills can help a team to understand and trust each other. Active listening is the act of making an effort to focus intently on one person as they share their ideas, thoughts or feelings. You might also ask follow-up questions to dig deeper into what they are communicating.
Empathy. Having empathy for your teammates can allow you to better understand their motives and feelings. Deeply understanding how others think and work can help you to communicate with them in a way they will respond to positively.
Collaboration. Teamwork exists so that a group of individuals with a diverse set of skills and talents can work together to create something better than one could create on their own. It is crucial to work with other teammates to share ideas, improve each other’s work and help one another to form a good team.
Awareness. In teamwork, it is important that you hone your ability to be aware of the team dynamic at all times. For example, if one person is dominating the conversation or does not allow others to share ideas, it is important that balance is restored for each teammate to contribute evenly. Alternatively, if one person tends to be shyer and hesitant to share ideas, it is important to create space so that all teammates feel comfortable to contribute their unique skills and abilities.



[bookmark: _Toc32491438][bookmark: _Toc498692292]1.2  Evaluate own Leadership Employability skills 
Mr .Olivian Majorant says he have got good leadership skills like interpersonal skills .He is able to communicate efficiently with others by  transmiting  and receiving messages accurately to and from others without misunderstandings.
Olivian have the team-working skills by being able to work with others in groups and teams .
He have good problem-solving skills by working effectively with others to identify, define and solve problems .
Olivian is a positive person by giving others the chance to feel that they work in a positive environment ,caring of them ,being empathetic and helping others.
As a leader , Olivian have creativity skills making decisions in a nonconventional  being innovative, listening to others ideas and having open-minde. 
From his point of view ,Olivian believes is using administrative skills, interpersonal skills and conceptual skills as a leader ,and to demonstrate that he is attaching in appendix a leadership skills questionnaire.
Speaking about leadership style ,Olivian is an authoritarian leader trying to control his members of the team communicating directly but also he is an democratic leader trying to treat fairly his group members and helping them to achieve the goals . 
[bookmark: _Toc2883533][bookmark: _Toc32491439]1.2.1 Current Employability skills
Mr. Olivian Majorant in present is working as a HGV driver for a transportation company. He have excellent   driving skills and road safety knowledge .
Olivian have the ability to work alone and concentrate for long periods .He have a polite manner with customers and the ability to complete record sheets and paperwork accurately.
As a driver ,Olivian have the responsibility to ensure goods are safely secured, keep the vehicle in good condition ,load and unload the vehicle and taking the quickest route to the destination.
Logistics covers a huge range of jobs and , with the right training and an in depth knowledge of the industry, Olivian will be able to look at progressing to operate as a transport manager.
As a driver ,Olivian think that the following skills are the most important in this position:
Keeping up concentration
Enjoying being on the road is not enough to be a good delivery driver. You also need to be able to maintain concentration at all times. Delivery drivers are often required to cover large distances and the chances are you'll be driving for far longer than you would in normal everyday life. 
Quality communication
While skill behind the wheel and concentration are vital for delivery drivers, there are other attributes that are necessary too. For instance, you'll need good communication skills, both written and verbal.
There is a fair deal of paperwork involved in most delivery jobs and drivers are expected to fill out forms and file reports accurately. You'll also have to liaise with other members of your team and customers on a regular basis. 
Attention to detail
The little things can make a big difference for delivery drivers. If you're to get from A to B on time you'll need to plan your route carefully and take into account any disruptions that could possibly throw you off track. A big part of the role is paying attention to your vehicle too. A breakdown is a nightmare for a delivery driver and by keeping an eye on your  lorry, you'll stand a good chance of nipping small issues in the bud before they become major ones.
[bookmark: _Toc32491440]Customer care
Another skill that is important for delivery drivers is customer service. While you'll spend most of your time out on the road, when you arrive at your destination you'll often be interacting with a customer and this is a crucial element of the job. After all, people are unlikely to use a delivery company whose drivers are rude and unfriendly. 



Gap Analysis to identify ‘gaps’ in knowledge/skil
	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?

	Personal skills :improving own performance and learning





	Collecting ,analysing and organising information
	-Learning;
-planning and organising activities 
	-training;
-experience;
-motivation

	
Solving problems skills





	-working under pressure;
-personal development.
	-resources;
-informations.
	-learning;
-studying ;
-experience.
-

	IT skills and technology 
	
	-using computers  ,social media ,phone, technology components .
	-IT programs 
-money ;
-Experience;
	-studying ;
-changing the job position;







[bookmark: _Toc32491441]1.2.2 Action Plan for Improvement


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

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

	Critical thinking skills
	-effective instructional strategies ;
-creative thinking;

	-graduated in skills for workplace couse;
-manager position;
	20 of December 2022
	-tutor;
-skills for workplace course;
-experience;

	Problem solving skills
	-resources;
-study;
-Persistence and tenacity; 
	-graduated in skills for workplace couse;
-manager position;
	20 of December 2022
	-tutor;
-skills for workplace course;
-experience;

	Decision making skills
	-agility and adaptability;
-experience;
-motivation.
	-graduated in skills for workplace couse;
-manager position;
	20 of December 2022
	-tutor;
-skills for workplace course;
-experience;

	Technology ,operations and concepts
	-innovative ideas ;
-study;
-training;

	-graduated in skills for workplace couse;
-manager position;
	20 of December 2022
	-tutor;
-skills for workplace course;
-experience;
-money and family support













[bookmark: _Toc498692297][bookmark: _Toc32491442]Part 2: Academic Skills 
Academic skills are 'aspects of behaviour learned by students while studying at  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).
Thus, we recognise the importance of academic skills not only in achieving success on your programme of study but also after you leave , as you look for employment as a graduate. Developing and practising these skills while you are studying will therefore better equip you for the workplace.
The core skills referred to in the definition include:

Learning independently

Writing 

Presenting 

Research

Referencing
[bookmark: _Toc32491443][bookmark: _Hlk498694375]2.0 Reflection on Academic Skills required for University Level Study 
[bookmark: _Toc456901523]Study skills provide a significant contribution to academic success and they are decisive tools for learning. As Devine, (1987) stated:
Study skills encompass a range of coordinated cognitive skills and processes that enhance the effectiveness and efficiency of students’ learning”
A skilled student will use a type of cognitive learning rather than just learning from observing and repetition. Pressley and Afflerbach (1995) discovered several key cognitive techniques that successful students use in order to interpret and help remember information. Some of these were as follows:
-Overview before reading;
-Search for important information and pay more attention to it;
-Relating important points;
-Use of prior knowledge;
-Change the approach of learning when struggling to understand.
The author believes ,study skills are needed for students to achieve academic success. Good study skills reduce the chance that the student will fail and enable them to make the best of what they are taught. To be competent, students must have a broad range of study skills that they are capable of using.

[bookmark: _Toc32491444]2.1 Evaluate own Academic Skills 
Mr .Olivian Majorant says  study success requires clear objectives, motivation, planning, self discipline, self confidence, good study habits and a positive attitude.
Olivian says that motivation skills are important to achieve your goals because you really want to do that.
Planning skills ,from his point of view are essential by successfully manage activities , with the help of any available resources to achieve specific goals.
Olivian believes , self discipline skills is the ability to push yourself  forward  and take action by knowing your weaknesses ,removing temptations and set clear goals.
Self confidence skills ,from his opinion is the ability to visualize yourself as you want to be by believing in your own abilities and skills .
Olivian think that study habits are the behaviours used when preparing for learning academic material by being organized with preparing for exams ,presentations or assignments .
From his opinion ,Olivian believes that having positive attitude means to avoid negative thinking and complaining ,be thankful and giving  yourself a chance .

[bookmark: _Toc32491445]2.1.1  Current Academic Skills
[bookmark: _Toc32491446]Mr .Olivian Majorant is currently a student at the “University of Wales Trinity Saint-David “.He attend a course “Skills for the Workplace “ and he think that help him to develop new skills and to be confident.
Olivian believes that is giving him the opportunity to achieve his goal and to obtain a manager position for a transportation company.
From his point of view  this course is giving him the possibility to develop and improve skills such as :presentation skills ,academic writing ,IT skills ,organisation skills ,communication skills.
Olivian says this course is giving him the chance to improve his presentation skills to be confident practising and helping him to achieve his goal. This skills are giving him the opportunity to make and present projects in front of other people.
Olivian says as well,this course is giving him the opportunity to improve his academic writing by using correct grammar,punctuation and spelling. He is using this skills by doing his assignments  and presentations.
From his point of view having good  IT skills means to have good abilities of using the internet ,computers, programs ,applications  and technology. He is improving his IT skills by doing his researches ,assignments , homework  and reading .
Olivian says ,his organizational skills are helping him to stay focused on different tasks and using his strengths effectively and efficiently to achieve his goals.
Olivian says, as well , his communication skills are helping him to express himself in a positive and clear manner when speaking with others and in writing . He have the ability to respect and understand someone view even is different from his .  Olivian have good skills of  listening  others and he pay attention to what the other person is saying . 
Olivian think  that ,communication require an open mind to understanding other people’s points of view .





























Gap Analysis to identify ‘gaps’ in knowledge/skills


	Objective
	Current Position

	Deficiency

	Action


	What do I want to do?

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

	Communication skills 






	-attending the course classes;
-doing assignments ; 
	-time;
-team leadership;
	-completed the skills for workplace course;
-researches ;
-study;


	
Presentation skills 





	-making presentations ;
-doing assignments;

	-technology;
-time –management;
-motivation;
	-researches ;
-using technology;
-listening to the  tutor;
-present at various activities;

	Listening skills 
	-listening to the tutor ;
-working with others ;
	-tiredness;
-time;
-Motivation.

	-participate in leadership workshops and course;
-working with others;
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2.1.2  Action Plan for Improvement

	Objectives
	Tasks
	Success Criteria
	Time Frame
	Resources

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

	Professional development 
	-To complete level 6 in Skills for workplace skills
	-doing all assignments;  
-Level 6 completed;
-manager position;

	20 of December 2022
	-support from family and tutor;
-resources;
-researches;
-study.

	Time management skills
	-organising frequent events to practice time management;
-learning from mistakes through practice ;
	-familiarisation with overcoming difficulties;
-improving personal organizational skills;
	20 of December 2022
	-prioritising and dividing university assignments ;
-Setting personal deadline;
-support from family and tutor; 

	Financial management 
	-professional training;
-working hard ;
-researches;
	-manager position job;
-career growth opportunities ;
-increasing the wages;
	20 of December 2022
	-level 6 completed;
-experience;
-time;
-family and tutor support;

	Technological knowledge 
	-using technology more and experimenting with the possibilities to learn by doing ;
	-using computers programs;
-improved independent learning strategies;

	20 of December 2022
	-online course;
-researches;
-using technology more;
-financial support;
-time for learning;




[bookmark: _Toc32491448]



















Conclusion
In the discussion above ,the author has analyzed the importance of academic skills and employability skills required for a leadership position.
The author says that every person requires foundational academic knowledge and employability skills to survive in the modern economic and workplace environment. 
The author consider such skills vital in enabling people join a realiable career path, which provides career growth opportunities and family-sustaining compensation
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This Leadership Style Questionnaire helps incoming leaders understand their preferred leadership style. The
questionnaire provides three categories of leadership style (Authoritative, Democratic, Laissez faire) which are
determined by a participant’s cumulative score. Additional descriptions of each style are also included in the
questionnaire that provides further insight into each style.

1. Members need to be supervised closely or they are not
likely to do ther work.

2. N is fair 10 say that most members in the general
population are lazy.

3. In complex situations, leaders should let members work
out problems on ther own.

4. Members want 1o be apart of the decision-making process. 1 2 3 (&) 5
5. Providing guidance withough pressure is the key to being a

good leader. i 2 3 5
&. As a rule, members must be given rewards or punishments

in order to motivate them to achieve organizational O

objectives. 1 2 5
7. Leadership requires staying out of the way of members as ( )

they do their work. X vz/ 3 5

9. As a rule, leaders should allow members ta appraise their

0,
A g

4

a
8. Mast members want frequent and supportive
communication with their leaders. 1 2 3 5
own work. 1 2 3 Vﬁ 5
10. Most members feel insecure about their work and need
direction. 1 2 3 vd 5
11. Leaders need to help members accept responsitility for (}
completing their work. 1 2 3 E S
12. Leaders shoulid give members complete freedom to soive Q
problems on their own. 2 3 4 5
13. In most situations members prefer hittle input from the &
leader. 1 2 4 5

GO

14. R is the leader's job to help members find their "passion”. 1 2 3 4 5
15 The leader is the chief judge of the achievements of the ol
members of a group. ) S Cz/ 3 @ 5
16. Effective Jeaders give orders and clarify procedures. - 1 2 3 CQ 5
17. in general, it is best 1o leave members alone. 1 6} 3 4 2]
18. People are basicially competnet and if given a task will do C
a good job. 1 2 3) A 5
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Scoring

Sum the responses for items 1, 2, 6, 10, 15, and 16
{authoritarian leadership)

Sum the responses for items 4,5, 8, 11, 14, and 18
{democratic leadership)

Sum the responses on items 3,7, 9, 12,13, and 17 {laissez-
faire leadership)

Total Scores

Authoritarian Leadership__ :Z_‘/ i
Democratic Leadership
Laissez-Faire Leadership _/5___

Scoring Interpretation

This questionnaire is ¢esignec to measure three common styles of leadership: authoritarian, democratic, and laissez-
faire. By comparing your score, you can determine which styles are most dominat and least dominant in your own style
of leadership.

Authoritarian Leadership - Leader needs to control members and what they do. They emphasize that they are in
charge and exerl influence and control over group members. Authoritarian Jeaders prefer communication be directed

up.

Democratic Leadership - Leaders treat members as fully capable of doing work on their own. They work with group
members, try hard to treat everycne fairly, and to not be above athers. Their main goal is to help group members
reach personal goals. Communication is interactional between ieader and members.

Laissez-Faire Leadership - Leaders do not try o control member and do not try to nuture and guide members wither.
instead, this leader engages in minimal infiuence and has a "hands-off” approach.

\f your score is 26-30, you are in the very high range.
If your score is 21-25 you ar in the high range.

If your score is 16-20, you are in the moderate range.
If your score is 11-15, you are in the low range.

Of your score is 6-10, you are in the very low range.

Adapted from tatrodu 1o o Leadesskip Concepts and Provixe by Peter G. Nartnouse 12009}, Thousanst Oule, CA SAGE
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Chapter 5 « Developing Leadership Skills

5.1 Leadership Skills Questionnaire

Purpose
1. Toidentify your leadership skills

2. To provide a profile of your leadership skills showing your strengths and weaknesses

Directions

1. Place yourselfin the role of a leader when responding to this questionnaire.

2. Respond to each of the statements below using the following scale:

g

_ 1 am effective with the detailed

aspects of my work.

| usually know ahead of time how
people will respond to a new idea or
proposal.

3. | am effective at problem solving.

Filling out forms and working with
details comes easily for me.

. Understanding the social fabric of

the organization is important to me.

When problems arise, | immediately
address ther. j

Managing people and resources is
one of my strengths.

1 am able to sense the emotiqnal

undercurrents in my group.

Seeing the big picture comes easily
forme.

10.

in my work, | enjoy responding to
people's requests and concerns.

1.

| use my emotional energy to
motivate others.

12.

Making strategic plans for my
company appeals to me.
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82 INTRODUCTION TO LEADERSHIP

13. Obtaining and allocating resources is 1 2 23 4 5
a challenging aspect of my job. '

14. The keyto successful conflict 1 2 3 @ 5
resolution is respecting my opponent.

15. 1 enjoy discussing organizational 1 2 @ 4 5
values and philosophy.

16. | am effective at obtaining resources 1 2 3 @ 5
to support our programs.

17. 1 work hard to find consensus in 1 2 3 B
conflict situations.

18. |1am flexible about making changes 1 2 3 (/4\ 5
in our organization.

Scoring

1. Sumthe responses on items 1,4, 7,10, 13,and 16 (administrative skill score).
2. Sum the responses on items 2, 5,8, 11, 14, and 17 (interpersonal skill score).
3. Sumthe responses onitems 3,6,9, 12,15,and 18 (conceptual skill score).

Total Scores
Admicisusive s _ o1
Interpersonal skill: __oL 3
Conceptual skill: __0.0)

Scoring Interpretation

The leadership skills questionnaire is designed to measure three broad types of leadership skills: administrative,
interpersonal, and conceptual. By comparing the differences between your scores, you can determine where you
have leadership strengths and where you have leadership weaknesses.

If your score is 30-26, you are in the very high range.
If your score is 25-21, you are in the high range.
Ifyour score is 20~16, you are in the moderate range.
If your score is 15-11, you are in the low range.

If your score is 10-6, you are in the very low range.
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