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Introduction

This report analyses employability and academic skills, the skills which I have and the skills that I need to develop and learn. Research for this report was conducted through questionaies in which I was able to evaluate my own skills and what I need to do I order to be a better leader and manager. I then reflected on what I had learned.




























Employability Skills In general

The economy is rapidly changing and it demands a workplace that is adaptable and dynamic. Employees need to develop a set of skills that are highly transferable between different job roles. These skills are known as ‘ Employability Skills’ and having them will turn you in to a very attractive candidate or employee. 
Hind and Moss states that Employability Skills are;
“ a set of social behaviours and skills that you can learn to help you interact and work with other people in a variety of situations.”

The top ten Employability Skills are;


1. Organisational skills
These skills tie in nicely with ‘Time Management’ skills, taking things a step further, being able to plan your work to meet deadlines and targets. It means being focused and self motivated with effective use of mental capacity, physical space and resources among others. Also monitoring and adjusting the progress of your work to stay on track. Managing tasks and people, prioritising and delegating.
Examples of these skills being used and devloped are organizing an event or project, planning a timetable and changing plans if you run out of time or plans change.

2.Using initiative and being Self Motivated.
Being able to follow instructions making sure you can put forward yourown ideas and see something through to the end.
Examples of these skills are finishing work without being asked and suggesting new ideas.

3.Time Management
These skills include being able to meet deadlines and targets, being a reliable person. Bad time management may lead to work- life imbalance and ultimately transform into 

professional and personal- life related issues. It involves planning the use of available resources (time / money/ effort/ people), establishing tasks or a project time frame.
Examples of  these skills are to finish work before the deadline so you have time to check it over. Prioritising commitments ( Urgent, non- urgent) and planning the most of your time.

4. Adaptability
In the 21st century, change is the name of the game and companies look for people who can quickly adjust to the ever shifting business landscape. Being able to learn new thing, learn from success and failures and adapt to things better.
Examples of this skill is always thinking how to make your work better, putting yourself forward for courses to learn new skills nd to share ideas and feedback.

5. Problem solving 
This involves analysing facts and figures and devising contingensy plans. Creating and implementing solutions. Identifying key issues in a problem and using your knowledge and experience to over come problems.
Examples of  this skill designing objects and materials in design and technology, analyzing results in maths or science or planning a STEM club project.

6. Numeracy IT skills / Technology and Information 
Information is now the ‘new currency’, as sometimes a single piece of information can become a make or break factor for an entire organisation. Employers look for people who can;
A. find the right information in any medium.
B. Organize it in a meaningful way.
C. Analyize it and draw conclusions.
D. Communicate it to others, using data and numbers to support your workand obtain meaningful information..
Examples of  this skills is using numerical evidence in a STEM project or business idea, helping friends or family with money decisions and learning new IT skills.
To stay employable you must keep up with technologies relavant to your profession.


7. Teamwork / Collaberation.

Well organized teams can achieve much more than any of its members could if they went solo. To do this you must know how you and others work best together. Getthings don when working with people with different skills and backgrounds. You must be able to resolve conflicts with the team and recognize your teams strengths and weaknesses.
Examples of this skill is to plan ahead when working with others. Taking in to account of how your team are feeling when working together.

8. Negotiation Skills
Being able to think about what you and others want and need, ‘give and take fairly’ when working with others.
Examples of this skill is looking for ideas that benefit others as well as yourself. Asking a favor from someone by offering something in return.

9. Valuing diversity and difference.
Being able to respect others and value skills and experience that different people have. (Their strengths and weaknesses), showing consideration for the needs of different people.
Examples of this skill is working with people who have different skills, making sure everyone is involved in conversations and activities.

10. Oral Communication Skills and Interpersonal Skills
To be a good communicator you need to be able tp listen, empathize, draw logical conclusions, build rapport, adapt language to your auidience and act accordingly upon the information gathered. You need to explain and present what you mean clearly, written or verbal. You should do your best to understand others.
 There are certain employability skills that make you more employable to others. Tere are many traits Employers look for such as ;
A. Professionalism
B. Drive
C. Enthusiasm
D. Confidence
E. Creativity
F. Transparency
Examples of  showing these skills are to do a presentation, speaking infront of others and giving instructions to others. 


My Employability Skills.


Hind and Moss states that;
“...these social behaviours ad skills are personal to you, although they do not nescisarily come naturally, and once mastered, can be applied in a variety of different situations, hence they are transferrable…

In Retail, all of these Employability Skills are needed to be able to Manage people, Manage Customer Service and Manage Retail operations. As a Manager I use all of  these skills on a day to day basis.
My current ES are;

1. Oragnisational Skills- Prioritising and Delegating.

“Management is getting things done through others.”

Effective delegation free’s up time as a manger to be able to devote more time to high- leverage tasks, thereby increasing effectiveness with more chance of promotion and allowing  me to go home at a sensible time. It also means that many decisions are taken nearer the front line, these decisions are faster and better than decisions taken in the office. Therefore improving effectiveness of the store and reinforcing promotability.


The team enjoy being given more authority, they grow and develop as individuals becoming more motivated, more committed and more skillful because of this. This not only contributes to the success of the tea,, but ot gives the satisfaction of knowing that they have been encouraged and helped.
Skills involved in Delegation are;
A. Agreeing objectives
B. Gaining commitment to the objectives
C. Building and maintaining motivation
D. Training and coaching
In the words of General George S Patton;
“Never tell people how to do things. Tell them what you want them to achieve and they’ll surprise you with their ingenuity.”

Here is how I monitor and track my delegation process as a Manager;


A. Can the job be delegated?


Important, but not urgent                                      Important and Urgent


Not Important or Urgent                                       Urgent but not Important. 


B. Who to?
Once I have decided which tasks I am going to delegate, I need to decide who is the best person to do this. I consider the skills needed, do they need to be creative? Do they need to be fast or is it more important that the job is completed accurately?

C. Sell the job.

Positive- Be positive 
Objectives- Provide a clear objective
Outcome- explain the outcomes required 
Timescale- tell them when it needs to be completed
Method- explain how the task needs to be completed
Resources- show them resources they can use
Support- let them know you are available if they need help.

D. Train/ Coach

As a manager do the job first and delegate watches.
Both do the job together
Delegate does job with Manager watching
Delegate does job and Manager reviews at the end.]Job can be delegated in the future.

E. Encourage

Acknowledge the effort that has been put into the task, give individual credit where it is due and thank them for their help.

F. Trust.

Once a job is delegated it is important that the manager doesn’t interfere. If the individual cannot be trusted to complete the job satisfactority then it needs to be asked, was the right person selected for the job and have they been trained sufficiently.

G. Check at regular intervals

Set up a system of regular checks to ensure the objectives are being continued to be met.

H. Praise and give feedback.

Acknowledge performance, give credit where it is due and identify what could be improved.

I. Delegate next job. 

Another Employbility Skill that I have is Negotiation skills. Here is the process from start to finish which enables me to stay focused, to know where I am in the negotiation and t check that everyone is working at the same stage. There are four stages to the process;
1. Preparation- determines the strength of my position when I enter the negotiation
2. Problem definition- both parties seeking solution to be a problem. Clearly define       before looking for solutions
3. Problem solving- when trading takes place offering and receiving concessions 
4. Completion- ‘closing the deal’ making sure its water tight.
Preparation is the main contributor to a negotiation and a good result. Both in like and work, we all have the choice to negotiate for our personal gain. It is important that negotiation objective is a wise outcome that enables and encourages all parties to ‘do business’ with eachother again, all parties win.









I will now look at any skills I don’t currently have, or are weaker than others.

Gap Analysis

	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?

	I want to be a more respected and successful manager, and become area manager





	 I have understading, I can empathize .Positive teambuilding skills
	I am lacking confidence
	I need to find out what my sales team think what type of manager I am , am I a leader?

	 I want to communicate better with my sales team






	  I communicate well through written work, emails, letters, giving written insructions 
	 I am lacking communication skills, verbal skills
	 Do I speak with authority? Watch ted talk you tube videos on speaking in front of people. Use a different tone or language.






I have become aware from my gap analysis and self evaluation that I lack confidence and communication skills .

Moss and Hind states;
“ES training involves much self evaluation. The self evaluation process will probably identify any characteristics that might hinder your inter- relationships with there people. When such traits have been identified, steps can be taken to overcome them, making you more personable and sociable……it is only when you see yourself as other people do, that you can start to modify your behaviour so that more effective personal relationships and skills are established.”

I believe it is important to have confidence and communication skills to become a good leader in the workplace and because I lack these skills, It then affects how I come across to my team which will affect team success and my leadership skills.

Ken Blanchard states to ask yourself;
“Is your leadership style the way you think you behave…or the way others say you behave?… If you think you are an empathetic, people orientated manager, but your people think you are a hard-nosed, task orientated person, whose perception of reality will they use? Yours or their own?
Even if I thought I had some confidence, he also states that this only tells me …”how I intend to act. Unless it matches the perceptions of others, it is not very helpful.”
As I am unsure of how my self- confidence is viewed by my sales team, I will conduct primary research to help me put my image into perspective.




How confident am I questionaire. Example.





                                     Question                                              yes                      no

Do I come across confident in meetings?                                                             X
Do I remain cool and calm in situations?                                     X 
I don’t get easily offended?                                                                                  X 
Do I speak with authority?                                                                                   X 
Do I encourage other people to be confident?                             X 
Am I a decisive Manager?                                                                                    X 
Am I aware of my strengths as a Manager?                                                        X 
Do I take initiative?                                                                      X
Do I maintain an open body posture?                                                                   X 
Am I loving and humble?                                                            X 





After asking ten menbers of my sales team, they all had six or more ‘No’ answers which tells me I lack self confidence.



Identifying my lack of self confidence at work

Confidence is often associated with feeling happy, energetic light hearted and generally in control of life. Most people regard being confident as having faith in their own abilities, a sense of purpose in life and the belief that, within reason, they will be able to do what they wish, plan and expect. Identifying lack of confidence can be done by noticing different signs. Do I procrastinate until I run out of time to complete a project? Do I sabotage myself by not putting the necessary effort in to a task because I believe that I am not going to succeed anyway? This is not to say that every work problem is cause by, or a sign of low self confidence, but it can often be the under-lying cause of larger problems.
If I lack self confidence, then those feelings of low self esteem can be apparent to others. If I do not believe in myself, why should my team believe in me?
If others at work are noticing my lack of self confidence, it can create a vicious cycle. I don’t feel confident, then my boss senses it or sees results of procrastination, then my boss may give me less important assignments and put less trust in me. I then notice their lack of trust and it may affect my self confidence even further.

Action plan - How to improve confidence and communication.

	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 be more confident/socialise in a group of more than three.
	I need to think positive thoughts not negative and don’t overthink. I need to visualize success and stay motivated.
	By asking the group how I came across after I socialized with them and see what their response is.
	I have a team outing next week after work.
	I need help from friends to boost my confidence and remind me of my strengths.

	To be able to speak well in public/ do a presentation confidently in a meeting 
	I need to be better prepared which will make the public speaing less stessful 
	I will have pride in a job well done and from overcoming fear.
	My next meeting is in 1 month so I have this time for preperation
	I need support from my family and friends with childcare.











Reflection model- Terry Borton (1970)

What?
Through this report of analyzing employablity skills in general, and then looking at the employability skills that I have, I became aware of my lack of confidence and communication skills. I have learned that confidence is not a ‘have’ or ‘not have’, it is not switched on, it grows. Starting the journey is all it takes to build and from there, the only limit is myself.
So What?
Because of all of this learning I have done, I will be able to motivate myself, make commitments, create good moods, visualize success, and overcome fears which will in turn make me a better Leader and Manager.
Now what?
Now that I have much more confidence, I will apply for the area managers job that I want, I am able to focus positively on what I can do well in work and in my personal life. I can now build my way up to difficult tasks and situations that I had previuosly found challenging or that I avoided all together.






Part 2- Academic Skills

What are academic Skills?

Academic skills don’t just get you a job, you use these skills in your job and also to keep it, you use them in your everyday life. Academic skills encourage students to become more efficient learners. These Academic skills are;
1. Professional writing
2. Digital research
3. Harvard referencing 
4. Using office software
5. Using VLE
6. Assigment submission
7. Presentation skills
8. Critical thinking 
9. Dissertations



What academic skills do I currently have?
My current academic skills consist of;
1. Professional writing - writing health and safety inspections, reporting accidents in the store, handling customer complaints, wages, comission productivity and staff scheduling.
2. Dgital research - researching brand competitors, customer feedback through social media.
3. Assignment submissions-  meeting deadlines with productivity reports, sales goals and setting targets.
My weakest academic skill would be presentation skills.

Gap Analysis academic 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?

	






	
	
	

	






	
	
	

	
	
	
	






Improving academic presentation skills through retail management meetings.

A presentation is any situation which involves speaking to a group of people in order to make a point, educate or share information. As a manger, around 40 % of my time is spent in meetings and it is estimated that two out of three meetings fail to meet goals. The ability to effectively chair a meeting is seen as a critical test of my ability as a manager. Important questions to ask myself after a meeting would be;
“how did my presentation skills come across?”
“did people come away with action points?”
“ did things move forward as a result of the meeting?”
A meeting should have a goal or a desired  outcome, what is it trying to achieve? Everyone should be aware of the purpose of the meeting and the best way to do this is to circulate an Agenda. To be able to write a good agenda shows an academic skill of professional writing and good agendas are the key to good meetings. My academic skills or presentation and professional writing can be developed through the procedure of ‘Planning and conducting meetings’..

 I have conducted a self assessment questionaire to evaluate my presentation skills in a meeting. Here is an example of the outcome; 




Statement                                                                          agree                          disagree 

Everyone was aware of the meetings objective                                                          x
People were listening to eachother                                                                             x
People out forward suggestions/ideas                                x
All items on the agenda were covered                                                                         x
The meeting kept to time                                                     x
I controlled the meeting well                                                                                        x
Everyone left the meeting knowing what action had to
be taken                                                                                                                     x 
A consensus was reached and decisions were made                                                x


It is clear that I need to improve on my presentation skills to be able to have successful meetings. Here is an action plan which I have put together to improve these skills and become more successful in the future.
My job as a manager / chairperson is to ensure that the meeting keeps to the point and that disagreements are controlled. I need to unite my tea to achieve the outcome that everyone is motivated by and in concensus with. To do this I must be able to recognize the behaviour of my team members during a meeting and come up with possible solutions which in turn become positive outcomes and results.









Behaviour of my team                                Solutions/ actions that I need to take in the future 

Aggressiveness/blaming/critism                  Allow them to make their point.
                                                                    Stick to facts, not opinions.
                                                                    Ask the person what is wrong.
                                                                   Locate the source of the problem
                                                                   Ask the opinion of a neutral member
                                                                   Add a touch of humour
Competing                                                 Ask closed questions
                                                                  Question them on facts
                                                                  Do not compete with the dominant member
                                                                   Stay alert, ensure I spot when the conversation goes off the point.
Sympathy seeking                                    Use non-verbal signs to indicate that the conversation has drifted
                                                                  Say “I think were going off point here “
                                                                   Summarize the main point the person was trying to make.
Negative Humour                                     Question their facts
                                                                 Put them on the spot
                                                                 Change the course of the conversation.
 Withdrawing                                             Ensure all people who come the meeting find it relevant
                                                                  Assess why the person isn’t contributing, lack of confidence?
                                                                 Ask the person for their opinion directly.
          
                                                                   


Action plan - academic presentaion skills 

 
	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?

	Improve academic presentaion skills through mangement meetings
	I need to do alit of planning in advance of the meeting
	When all team members fill in the questionaire I completed (previous) and all agree or majority agree with the statments.
	My next meeting is in one week time
	I need support from my team and from my family also with childcare to ensure I plan well for my presntation.






Reflection model graham gibbs (1988)
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	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?
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