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INTRODUCTION

The purpose of this report is to analyse my own academic and employability skills. This report will be analysing  leadership, management, decision making, team working and communication skills. Academic skills are vital for the understanding of university learning. Employability skills are transferable skills that are needed for the workplace. The report also addresses weaknesses and looks at how to improve them through a Personal Development Plan.

SWOT analysis
SWOT represents strengths, weaknesses, opportunity and threats. It is useful as it allows strengths to be highlighted and a plan can be put in place to address the weaknesses.

Strengths:
1. Leadership 
2. People Management 
3. [bookmark: _Hlk37950988]Decision making 
4. Team working 
5. Communication

 
Weaknesses:
1. Time Management Skills
2. Organisational Skills


LEADERSHIP SKILLS

Leadership is the ability to be inspirational whilst planning the direction for a team. A leader recognises the task at hand and can convince others of the plan of action. A leader finds inspiration from a source which normally reflects their values. Leaders have a clear inner model of their role. (Skills and Enterprise Network, 2001 cited in Cottrell, 2015). Leadership is an essential and valuable skill within any organisation. 
	
Leadership is important in the workplace as it allows the vision of the organisation to be achieved effectively. A good leader coaches and builds a team that will be motivated and inspired with the same vision. Leadership allows the strategic development, co-ordination, implementation and delivery of projects within the workplace. During times of crisis, according to Iordanoglou, (2018), a leader should have and demonstrate person qualities such as integrity, optimism, and resilience.
	
Leadership is essential at university when working in groups to complete assignments. The role of the leader of the group is to ensure that group members are motivated and working together effectively to achieve the same goal. This helps the students to submit a comprehensive assignment on time.

I have leadership skills because I have had the opportunity to apply this skill at work and university. I have directed many teams of several sizes over the years. I currently lead a team of ten members of staff who share the vision of the organisation. To maintain the vision of the organisation, I conduct regular staff meetings, one to ones and appraisals. I maintain motivation by keeping staff updated and celebrating achievements along the way which boosts staff morale. Additionally, I use this skill at university when doing in-class exercises and working as a group. 

PEOPLE MANAGEMENT SKILLS

People are at the heart of every organisation and come from diverse backgrounds and capability. It is for this reason that managers must possess effective management skills. Management skill is the ability to oversee and influence the workforce in a way that supports an establishment and its staff, to achieve excellent outcomes in a cost-effective manner. An effective manager will coordinate, operate, inspire, and control the information sources of an organisation. 

Management skills are important in the workplace because it ensures that the organisation operates in an efficient and effective way. The manager is needed to motivate the team and provide direction. The skilled manager will know the strengths and weaknesses of each team member allowing him/her to delegate tasks appropriately. Other examples of how this skill is applied are; managing conflict between staff and get to a swift and amicable resolution, managing the recruitment process and ensure staffing levels are maintained, manage the budget and ensure financial procedures are adhere to, and keeping abreast of all relevant legislation and ensure that all staff adhere to them. The Pareto principle of time management can be used to prioritise task and ensure that 80 percent of results can be attributed to 20 percent of input.

In addition, management skills are also important within a University setting so that the staff can be equipped with the relevant training and guidance that allows the smooth running of the operation. This skill is essential when maintaining integrity, accuracy and when facilitating the information exchange between senior management and staff. Furthermore, management skills are required to carry out valuable one to ones, staff appraisal and team meetings.

I have this skill because I have been a manager for over twenty years, both in the public and private sector. It is true that managers experience immense pressure and so do the staff member when it comes to giving their best, appraisals and promotions. All of which can cause dissatisfaction and resentment. Losing control and saying hurtful things, weakens manager staff relationship, making you less effective. (Stein, 2007, cited in Tripathy, 2018). To overcome this issue, as a manager, I take part in regular management training such as the World Class Managers training programme. My team remain highly motivated as they too attend regular training as part of their PDP. 



	
DECISION MAKING SKILLS

Decision making is the process of choosing one alternative over another. Decision making normally occurs when there are options to choose from a selection of actions, amongst different probabilities. Effective decision making will weigh up given options rationally, however there are some mechanisms such as achieving pleasure and avoiding pain, that can greatly affect the decision-making process. (Ceresnik, 2012)

Effective decision-making skills are important in the workplace because it guarantees that the right choices are made that are beneficial for the employees and the corporation. This is an endless practice in every corporation of management and non-management staff alike on a day to day basis. For example, when recruiting, a decision must be made for the most suited candidate. In addition, decision making process can increase productivity when decisions are made quickly and acted upon. This allows employees to get on with the task to be accomplished, consequently saving time and money.

Decision making skill is also important at university as lecturers and students need to make vital decisions that will have an impact on their families, communities and potential jobs. Decisions needs be made regarding, assignments, lectures, deadlines and career path. Ceresnik, (2012) also showed a correlation between students with high learning capability, also having high self-esteem in decision making.

I have this skill because I have completed corporate training concerning this. Moreover, I have had the opportunity to apply and develop this skill over many years in the capacity of Development Manager for a Local Authority. I make decisions daily that results in positive outcomes in the following areas: Human resources, Finance and Budgeting, Project Management, Customer Service and Legal. I achieve this by recognising the challenge, simplifying the aim, acknowledging the consequences, and finally making the correct decision.




TEAMWORKING SKILLS

Teamworking is the ability to demonstrate a definite commitment to the group approach by exchanging ideas and helping colleagues in order to reach a common goal. According to Parker, (2008), successful team working occurs when there is an informal, relaxed atmosphere. Team members are free to express their feelings and ideas regardless of whether there is a disagreement. 

Teamworking within the workplace means contributing actively during team meetings/events. Teamwork is important at work because it promotes learning opportunity, increase output and effectiveness, allows diverse viewpoints and feedback and enhances harmony. Effective teamworking also means expressing one’s views within these meetings whilst remaining sensitive to the needs and circumstances of colleagues.
	
Teamwork is important at university because students are required to work in groups for completion of assessments. Students and lecturers will communicate in an open group setting to share skills, knowledge and information. Studies have shown the effectiveness of teamworking, in that presentations and formal lectures produce less benefits than learning in a group. (Skills and Enterprise Network, 2001 cited in Cottrell. S, 2015, p.137)

I have this skill because I have been working in partnership for several years with my colleagues and staff. I use this skill to ensure a successful result is achieved when dealing with daily tasks. Furthermore, I have seen the benefits of effective teamworking in my workplace and currently at university. When setting targets for the team, they are specific, measurable, achievable, realistic and timely (S.M.A.R.T), (Mindtools, 2020)

COMMUNICATION SKILLS

Communication is the ability to convey information clearly, accurately, and confidently to a wide range of recipients using various channels. Communication styles vary depending on the complexity of the message and the recipient. Effective communication has been described by Tomescu-Dumitrescu (2016) as having a relationship which is based on trust, respect, listening, attention and mirroring.
Communication skill is vital in the workplace as this guarantees that the vision of the organization is communicated to the staff. Additionally, effective communication safeguards the smooth running of the operation. For example, during the recruitment process effective communication in needed to recruit the appropriate candidate. This communication needs to continue during staff appraisals and employing policy and procedures where necessary.
[bookmark: _Hlk38396300]Communication skills are crucial to facilitate exchange of information, with staff, customers, partners, stake holders and other departments. For example, during staff meeting, emails and telephone conversations with customers, conversations with contractors and project managers, conversations between departments like Human resources, finance, legal and information technology department.

[bookmark: _Hlk38396262]Communication is a fundamental skill used at university as it allows students and lecturers to exchange information in the classroom or via modern technology. This communication is normally oral or written. For example, lectures and student can exchange fundamental information regarding assignments in a brief manner. Communication skills are essential at university as it is necessary to allow students to work in groups via various methods to complete assignments. 
	
I have this skill because I have had the ability to practice it over many years at work, university and in social settings. In my current role, I communicate effectively with, members of parliament, senior managers, chief executives, colleagues, and staff. I communicate key issues succinctly and matches style and complexity of message to the needs of the receiver.


WEAKNESSES AND PERSONAL DEVELOPMENT PLAN (PDP) 

Time Management Skills

I need to improve on my time management skills by conquering procrastination, starting my tasks early, setting deadlines and prioritising my workload. I will use Eisenhower’s Urgent/Important principle to immediately recognize the task that I should focus on. Pareto’s 80:20 rule theory is also an option that can be applied to enhance my time management skills.

Organisational Skill

I need to improve my organizational skills by avoiding distractions and planning my time better. I can achieve this by creating a to-do list and constantly take notes. I will work to improve the above skills by setting targets using S.M.A.R.T. I will utilise the UWTSD Library and learning resources. I can watch videos and take part in relevant available training courses. 

CONCLUSION

The purpose of this report was to analyse my own academic and employability skills, which were Leadership, Management, Decision making, Teamworking and Communication. I was able to I have lo I have learned that these skills individually and collectively are extremely important to the modern economy as people skills are at the heart of the fabric of society. Most academic skills are transferable which in turn prepares students to enter for employment.  
Although being a manager requires you to have all the skills mentioned above, there’s always room for improvement, which can be accomplished through various training courses. 
Finally, as a result of analysing these skills, I have a deeper insight and understanding into my own personal qualities and the impact they have had in my career thus far. I now also able to analyse and apply these same skills from an academic perspective. Consequently, I have also been able to identify my weaknesses and make steps towards improving them through a Personal Development Plan.
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