
Skills for the Workplace
Module Assignment Submission 

Student Name:	Elise Hudgell
Student Number:	1901206
Module No:	BMSK4001
Module Title:	Academic and Employability Skills


Statement of Confirmation of Authenticity
By the act of making this submission, the student declares that this is the work of the student named above. The work has not, in whole or in part, been knowingly presented elsewhere for assessment, or where assessment has been built on a previous assessment, this has been identified. Where materials have been used from other sources it has been properly acknowledged. If this statement is untrue, the student acknowledges that an assessment offence has been committed.
Attention is drawn to the plagiarism and unfair practice policies of both the University and of ILM.



Table of Contents
Introduction	3
Part 1 Employability	3
1.0  Explore ‘Leadership Employability Skills’ in general	3
1.2  Evaluate own Leadership Employability skills	4
1.2.1 Current Employability skills	4
Gap Analysis to identify ‘gaps’ in knowledge/skills	4
1.2.2 Action Plan for Improvement	5
Part 2: Academic Skills	6
2.0 Reflection on Academic Skills required for University Level Study	6
2.1 Evaluate own Academic Skills	6
2.1.1  Current Academic Skills	6
Gap Analysis to identify ‘gaps’ in knowledge/skills	6
2.1.2  Action Plan for Improvement	7
Conclusion	7
References	8
Appendix	9





[bookmark: _Toc456901515][bookmark: _Toc32491435]Introduction 
In this unit I will be exploring the difference between employability and academic skills. Discovering and identifying the training needs of myself to make sure that I am ready and qualified to become and leader or manager in my job sector, to better understand my position in the industry of my choice, and the way that I can look at tasks to be completed. I will be using my own industry sector of hospitality to help me complete this unit.

[bookmark: _Toc32491436][bookmark: _Toc456901517]Part 1 Employability 
1.0 [bookmark: _Toc498692289][bookmark: _Toc32491437]Explore ‘Leadership Employability Skills’ in general
There are many skills you will require to become employable, this will enhance the chance for you to become more appealing to the person who is employing, there are 10 main skills that you should have and these  are things such as communication and interpersonal skills, this is the ability to explain what you mean in a clear  and concise way through either written or spoken means, it also helps to relate and listen to other people when talking to them and to act upon key information or instructions. Another skill that will help you become more employable is working under pressure and deadlines, this means that when you are handling the stress when it come to your deadlines and insuring that you meet them, this will show that you are reliable and can handle tasks you are given. Team working is also a skill you should have, working well with others is key when wanting to be a leader or manager but also working well with people from different backgrounds and who have different decalins and expertise shows you can work as a team and accomplish the task that has been set for you this also co-insides with another skill that is Valuing diversity and difference, to be willing to take on bored other people’s feelings and thoughts, but also to express your own requirements in an unemotional clear way to be able to achieve a win-win outcome that is best for the team.   
And the other skills are,
· Problem solving skills (to understand the problem and identifying key issues, implications and identifying solutions)  
· Using your imitative and being self-motivated (showing a strong personal drive and ideas that are your own that can be developed)
· Organisational skills (being methodical and organised, planning and setting time to complete work and hit deadlines)
· Ability to adapt and learn (learning from your own mistakes and being enthusiastic about your own work)
· Numeracy (using data and mathematics to support evidence) 
 

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

On researching employability skills, I came across a company called STEMNET, with advice on how to maximise your skills to match closer to the criteria of company or business that you would want to work for. Along with a good technical background that are needed for most positions in the modern workplace. I aim to describe a few of the attributes that I feel give a good grounding for a good working practise that most employers would require for an all-round working staff member.
Communication and interpersonal skills, to be able to convey, in a direct and concise manner the information need to complete task given, watch vocal pitch, tone and body language.
Problem solving skills, breaking down problems into smaller parts to easily solve the issue or to distributed to utilise your staff to be efficient and get the task completed. Also using knowledge of staff and product to have the right people in the right place for the task. 
Using your initiative and being self-motivated, having the drive to get on with jobs without being told what to do, developing strategies and ideas to put your personal and hopefully better make on the company.
Working to deadlines and under pressure, handling the stress and pressure that comes from working to deadlines, making sure that you and colleagues finish in that time.
Organisational skills, making sure you are up to date, up to speed, monitoring that you are up to pace of practice of business and best practice in the business.
Team working, to get enthusiastic about your position and work, to be able to work well with all backgrounds and using different disciplines, to get to your task nor goal.
Ability to learn and adapt, to be exited to learn and improve working practices to impress your employer.
Numeracy, not just numbers but the ability to use data to form evidence or part of presentations.
Valuing diversity and difference, knowing the value of a diverse landscape and the value it can bring to the workplace. Understanding needs of different individuals for different reasons.
Negotiation skills, to listen to other goals and requirements and to look at your own to gauge an unemotional clear response and subsequent outcome. Emotion can at some point can help enthuse a task and motivate the team into faster or more defined action.
Looking at all these identifiable tasks and attributes, I feel that I would perform well to be able to give to the best of my ability to the tasks given and also to distribute tasks to others in a way that would benefit the business and the task at hand so therefore increase my employability in all sectors of business.

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

As a current supervisor in a very busy and successful restaurant, bar and bed and breakfast establishment I have acquired many employability skills, these include organisational skills as I have to manage bookings for the restaurant as well as the bed and breakfast  and also make sure all the staff know what they are supposed to be doing during the shift, we all work very well together as we are a small team so everybody understands the roles that they must play in making the business as successful as it has become . Numeracy skills also come into play when having to organise rotas to make sure everyone has to correct hours and making sure all the tills add up at the end of the night , we also use social media to promote the business so monitoring how many people are seeing each post and are actually coming in to visit us helps a lot. 
Another skill that I have is problem solving, I utilise this when there is either a problem with a customer or a colleague  and try and solve it as fast and efficiently as possible, but if it is something that I can’t solve I will get my manager as my last resort.     
[bookmark: _Toc32491440]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?

	
Communications





	I can talk to people when I need something done in the workplace.
	I sometimes need to make sure that words come out in the correct manor and in the right tone.  
	

	
Speaking in public 





	I can speak in a small group but not in large audiences.
	I lack in the confidence that I need to be able to speak to a large group of people.
	Knowing my subject in depth and taking in front of the class to build the confidence. 

	
Confrontation
	I can handle confrontation when dealing with customers.  
	But when it comes to confrontation with other staff members and management when trying to get my point across when I don’t agree with a decision or action.  
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	[bookmark: _Hlk2954238]Objectives
	Tasks
	Success Criteria
	Time Frame
	Resources

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

	Become a manager of a restaurant  
	More experience and working closely with my current manager. 
	When I get a job as a manager.
	2022
	To have the determination and drive to get a manager role 

	Complete my first year of university
	To graduate the first year.
	When I get the call that I have passed 
	2020
	My tutor

	To compete the 3-year degree 
	To pass and graduate after the 3 years of university. 
	When I get the  degree for management and leadership  
	2022
	My tutor 

	
	
	
	
	










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

[bookmark: _Toc32491443][bookmark: _Hlk498694375]2.0 Reflection on Academic Skills required for University Level Study 
[bookmark: _Toc456901523]Using Gibb’s model of reflection, I will be reflecting on my academic skills needed for the future and to finish my management and leadership course to the best of my ability. I am very motivated to learn new skills and enhance my future employability prospects. I am really enjoying the course and finding that it is pushing me to become more academically capable and am to get to grips with the academic research and releasing the advantages of Harvard referencing 
· Feelings 
When I started the course, I was overwhelmed by the academic research that is required to carry out for each assignment and wanted to complete each one to the best of my ability and reive a good grade, but when having a full-time job to consider and the lectures I need to attend this was hard for me to juggle time management. 
· Evaluation
 I have struggled to find balance in full time work, family life and university but I think that I am stating to get into a routine to balance them both out. I found starting an assignment I procrastinated a lot rather than getting on and doing the work and then finding myself rushing at a few days before its due, but once I started, I found I really enjoyed all aspects of the module and had a lot of amazing people on the course to help me when I needed advice. 
· Analysis 
I have found that talking and communicating with the university group and my lecture to develop solutions to things that I did not understand, or I was unsure about. I developed a good understanding of the CRAAP test and applied this to my academic research. 
· Conclusion 
I am on my way to completing this assignment and the first year of this course with the help of my tutor, group and family. I hope I will complete the course to the best of my ability, and it will help me to succeed in the future with jobs but in future I will stop procrastinating and just get on with the assignments.
· Action plan
I have decided that after the first lecture of a new assignment I will be dedicating and hour each evening or in the morning if I am working late to complete the assignment, this will insure that it is completed on time and not rushed the week of the due date.  

[image: Gibbs Model of Reflection | Leading in Action]
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[bookmark: _Toc32491445]2.1.1  Current Academic Skills

This course has added me to increased my academic skills, by empowering me with knowledge and the confidence to be able to take team members to be able to look at their individual strengths and weaknesses and to be more assured in myself that I can build a better team to work together and to pull together to achieve the best outcome for the task set. My at present supervisory role is not enough for me and am wishing on completion of this course to be in the position to be able to take my career onward and hopefully upward. I also attended catering and hospitality college, which helped me start my path to wanting to manage and own a restaurant myself in the future, but it also helped me with costings for bar and kitchen and also how to work with others in a professional manner and i think that it’s a very important skill to have . 
[bookmark: _Toc32491446]




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?

	Doing my current course in management and leadership 





	I can already lead a team successfully 
	The qualifications to get a management job 
	By completing the 3 year degree 

	Increase my knowledge of management with my workplace.






	Lead a team
	Experience
	Ask for more responsibility. 

	Harvard referencing 
	Basic referencing 
	To be able to advance my referencing to a better standard 
	Ask my lecture or look up on YouTube or through moddle 





[bookmark: _Toc32491447]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?

	To complete this course 
	To be on time and finish all assignments to the best of my ability
	When I have my grades back from my lecture  
	By the end of the academic year  
	With the help of my lecture and group 

	Increase my knowledge of management 
	Lead a team effectively 
	When I get a job as a manager 
	2022 I will hopefully have moved into a management role 
	The support of my current job and family 

	Better my Harvard referencing 
	Spending more time learning on how to better my skills on Harvard referencing 
	By enhancing my assignments and getting better grades because of it  
	By the end of the academic year 
	UWTSD library and my lecture 

	
	
	
	
	




[bookmark: _Toc32491448]Conclusion

In conclusion I would like to state, that in this process it has helped me to understand what skills I have, the skills I will need to work on and also skills I will need to acquire to become more employable.  
I think that so far during this course and working as a supervisor I have learnt a lot about the relationships that are built up between yourself and work colleagues. These can sometimes have flaws with the length of time you have worked with them and the imperfections in the working relationship can widen, but with the new perception that I feel that I have developed will expand my knowledge a look in depth into the relationship to enable me to distance myself to better understand a better working team. I hope that as I go further on with my studies in this course, I will develop a more academic and employability skills that will help me to get a job in a higher position but while also doing things that will make me a good manager or leader.
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