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This assignment will focus on academic and employability skills. Firstly, it will focus on employability skills in general. There will be talk about employability skills at leadership and management level. Alongside this, the assignment will focus on my own employability skills. There will be a discussion on my own personal employability skills and there will be two tables. One of which will help to identify Gap analysis which will show gaps in employability skills and how to strengthen them. The second table will be an action plan for improvement, this will help identify areas on which I need to improve on to achieve my goals and strengthen my employability skills. The second part of this assignment will focus on academic skills. There will be a reflection which will evaluate my own academic skills. Following the reflection will be a table which will identify gaps in academic skills. Lastly, there will be another table which will be an action plan on how I will improve my academic skills. 
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[bookmark: _Toc498692289][bookmark: _Toc32491437]1.0  Explore ‘Leadership Employability Skills’ in general

Science, Technology, Engineering, and Mathematics Network (STEMNET) (no date) state that an individual’s transferable employability skills are what makes an individual employable. Alongside the skills employers normally require, such as, subject knowledge and great technical understanding, employers also want a range of set skills. These set of skills are what employees need to be able to do their job to the best standards.

STEMNET (no date) have identified and put together a list of the top ten employability skills that employers seek in their potential employees. Firstly, communication and interpersonal skills. This means having the ability to be thorough and clear when communicating, either through spoken or written methods of communication. They also need to be a good listener and be relatable. Alongside this, they need to be able to be good at taking instructions and acting upon crucial information. (STEMNET, no date). Doyle (2018) states that communication is the most crucial skill that a leader can have. Leaders need to communicate effectively and clearly when liaising with their teams, it is vital that information given is concise and clear so that there can be no ambiguity or confusion. It is vital for leaders to remember that alongside being a good speaker it is also vital that a leader is also good at listening. 

STEMNET (no date.)  identify that the second most important skill wanted by employers is problem solving skills. To be able to problem solve it requires a person to be able to understand recognise a problem. To do this the problem needs to be broken into smaller parts to be able to recognize the main issues and to be able come to a conclusion to solve the problem in question successfully. Having a good knowledge of different areas will help towards solving any problems. Llobis (2013) states that for a leader to be an effective problem solver, it is vital that no shortcuts are taken to solve any problems. Problems should be looked in to thoroughly and solved from the core of the issue. Leaders should help reduce the risk of any problems occurring by tackling them directly and promptly to prevent the problem turning in to a bigger issue. 

Thirdly, STEMNET (no date) identifies that an employee being self-motivated and using their own initiative is the third most wanted skill the employers seek in their employees. A person using their own initiative and being self-motivated means that they have the ability to identify when a task needs doing and goes ahead and completes the task out of their own free will, without being prompted to do so by another person. Management study guide (2020) state the importance of a leader being self motivated and using their own initiative is a vital skill for a leader to have. Leaders need to be self motivated themselves before motivating their employees. When a leader is self motivated it has great effects on their employees as it makes them passionate, excited and motivates the employees to become more productive. 

Fourthly, STEMNET (no date) states that working to deadlines and under pressure is the fourth most popular skill wanted by employers. Working to deadlines and under pressure means that a person can handle stressful situations whilst also meeting specific deadlines. University of Leeds (2020) acknowledge that working to deadlines and under pressure is a vital skill requirement for a leader. Leaders need to ensure that they respond effectively under pressure and are able to overcome problems effectively and successfully. Leaders may often need to reschedule or change plans when solving problems. It can therefore be vital for a leader to have more than one plan in place. This can help leaders be prepared if one plan was to fail. 

Fifthly, Organisational skills are the fifth skill required by employees (STEMNET, no date). Organisational skills are when a person can plan and prioritise work which needs to be done, whilst meeting targets and deadlines. It is also beneficial for an employee to monitor progress of a task to ensure it is working and at the correct time scale to meeting certain deadlines. Vidotto (2016) states that it is an essential skill for leaders to be organised. Leaders need a clear plan to ensure procedures are done accordingly. Leaders who are organised find it easier to build relationships with their employees. Being organised can make work life a lot easier for leaders, and their positivity will reflect on this. It is also vital that leaders acknowledge any objections that may disrupt their organising and solve and prevent them from happening at an early stage. 

Sixthly, team working is the sixth most required skill that employers want from their employees (STEMNET, no date). Team working is when people from a range of multi-disciplinary teams come together to accomplish a goal. All people within the team must work well together and communicate effectively. Murphy (2019) identifies that teamwork is an essential skill which a leader needs to be an effective leader. Leaders can help to build all members of the team up, empowering them, trusting them, and enabling employees to be confident in their role within the team. Leaders should also let employees give their input and opinions to the goal to help them feel like they are a part of the whole task. A leader needs to be open and honest to their team, check in and support and guide them and applaud achievement and successes. 

Seventhly, STEMNET (no date) states that the seventh skill employers looked for in employees was to have the ability to learn and adapt. This means that the employee must be able to identify and acknowledge ways to learn from their mistakes. This can benefit the employer as well as the employee. Keating (2018) states that leaders need to have the ability to learn and adapt as well as their employees. Leaders should approach tasks with an open mind. Changes happen often and leaders should use these tasks as an opportunity to use their flexible thinking skills and be prepared. 

Eighthly, STEMNET (no date) identify Numeracy as the eighth most looked for skill within employees. Numeracy skills are when a person is able to use mathematic skills and data to demonstrate a focus or to support some evidence. 

Ninthly, STEMNET (no date) states that valuing difference and diversity is another key skill that employers look for. Employees must consider and understand the different types of needs that certain individuals may need. Some individuals will have different barriers. It is vital that all leaders ensure that these barriers are overcome or helped with. Leaders also need to ensure that equality of access to resources and learning needs adapted to all employees. 

Lastly, STEMNET (no date) identifies that the tenth most common skill that employers look for within their employees is for them to have negotiation skills. To have negotiation skills means that a person needs to be able to consider other people’s opinions and feelings as well as voicing their own opinions. Everyone’s feelings need to be considered and put together to agree on a mutual agreement from all participants. Kaplan (2018) identifies that it is vital for leaders to be able to negotiate. For a leader to be able to negotiate it is said that there are 5 key parts of negotiation skills of which a leader should adhere to. These include to be able to delegate tasks, to be able to collaboratively think, ensure record keeping is good, remain calm and to get ahead of a situation before it leads to a problem or a difficult situation (Kaplan, 2018).

These ten skills are valuable for all types of employees, regardless of the type of job role they do. It is effective for all people within the workplace to have or to achieve these employability skills to ensure they are the best employee that they can be. 

[bookmark: _Toc32491438][bookmark: _Toc498692292]

1.2  Evaluate own Leadership Employability skills 

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

Having accessed myself, I have identified that there are certain skills I need to improve on to improve my employability skills to become more employable as a leader. I have established that I need to be more assertive. I am lacking courage and feel as if I am uneducated. Gaining courage through confidence training and learning better vocabulary will help strengthen these weaknesses and help me become more assertive. I have also established that I also need to become a better problem solver. To become a better problem solver, I need to be able to voice my opinions or disagreements confidently. Confidence training will help assist with me gaining confidence in voicing my opinion. I will also need to be able to learn to remain calm in stressful situations, confidence training will also help with turning this weakness in to a strength. Lastly, I need to gain a better vocabulary. By having a better vocabulary, I will have better knowledge and be better spoken. To have a better vocabulary I will need to learn and read more to help strengthen this weakness. I have addressed these issues below in the Gap Analysis table. Underneath the Gap Analysis table is an action plan for improvement table. The Action plan for improvement table shows the goals I have set, how I am going to achieve these goals, how I will measure success, time frame of when I will have achieved these goals by and what and who I will need to help me be able to achieve the set goals. I have ensured that all goals are set out in a timely manner to ensure that they are achievable.
[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?

	Be more assertive.






	I am reasonably assertive but don’t like the feeling of confrontation.
	Courage, uneducated.
	Confidence training, learn better vocabulary. 

	Be more of a problem solver.






	I can see when something is wrong and needs solving.
	Voice disagreement with other parties, discuss problems confidently.
	Learn how to stay calm in stressful situations, gain confidence in confidence training.

	Have a better vocabulary.
	I already have a vocabulary but would like to improve on it.
	Knowledge and understanding on some vocabulary.
	By practising vocabulary and reading to broaden my vocabulary.
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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?

	Be more assertive
	Gain confidence via confidence training, learn better vocabulary.
	On gaining confidence and knowledge.
	2022
	Tutor, reading materials, confidence training course.

	Be more of a problem solver.
	Voice disagreement with other parties, remain calm in stressful situations, do confidence training.
	On gaining confidence.
	2022
	Confidence training course.

	Have a better vocabulary.
	By reading and learning other words.
	On gaining a better knowledge on vocabulary.
	2022
	Reading materials.
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Part 2: Academic Skills 

[bookmark: _Toc32491443][bookmark: _Hlk498694375]2.0 Reflection on Academic Skills required for University Level Study 
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For this reflection I used the Rolfe et al model. (University Of Cumbria, 2016).
What? 
I struggled during my time studying at school due to the death of my father. This caused a massive knock on effect on my life causing me to have no interest in school life, or even trying to learn at all. My mind was elsewhere, and I really struggled to focus. This had a detrimental effect on my education and ended up with me leaving school without even sitting my GCSEs. When finishing school, I went on to do hairdressing, a field of which I do enjoy to a certain extent but didn’t find it as rewarding as I had initially thought. After much debate I decided to end my hairdressing career. I then went on to work in the National Health Service (NHS) as a domestic assistant and thoroughly enjoyed my time working there. I stayed within the NHS as a domestic for 12 years. Working within the NHS environment has made me realise that this is the area of which I want to spend my career working in. I value the NHS massively and the effect it has on the general public and its employees. As I have grown up and progressed in life, I have developed passion and drive to better myself in my career. I want to go on to gain qualifications and my end goal is to achieve my dream job role of being a switchboard supervisor within the NHS.
So what?
Whilst working within the NHS I acquired lots of hospital experience and knowledge. I then became successful in a bank job working as a relief switchboard operator. I instantly felt at home within this job role, and job satisfaction was at a maximum. I worked as many shifts as I could, whilst working my contracted domestic post and juggling home and family life. I gained experience working within the switchboard department and have recently become successful in a permanent post as a switchboard operator within the NHS. As this is an area that I am passionate about I want to progress in this role and work myself up to gain a job promotion. I need to progress in my academic life and obtain more qualifications to help me achieve my goal of obtaining my dream job as switchboard supervisor. 
Now what?
Now that I am a permanent switchboard operator, I want to progress in my job role. To help me be able to gain a job promotion in this field I need to gain further skills. These skills include, speaking Welsh, completion of Skills for the workplace level 4, go on to study level 5 Leadership and management and lastly complete a customer service NVQ. To successfully obtain these skills I will need to work hard, stay focused, get support from family members and my manager at work. I will need to look in to Welsh language courses and find one suitable. I will need to ensure that the course can be studied around my current University course and around my working hours. I need to speak to my current supervisor and manager and ask for them to help me apply for and study the customer service NVQ. The customer service NVQ is a qualification which is able to be studied through my current job role within the NHS. I do not want to start the customer service NVQ straight away as I feel it is more significant and important for me to complete the Welsh language course first. Welsh language is being promoted widely throughout the NHS most recently. The NHS acquires for all their employees to be bilingual to help assist with Welsh language patients, staff and visitors. I shall wait to finish and successfully finish the Welsh language course before applying for and studying the customer service NVQ. I feel it is vital to do them one at a time as it seems more realistic and manageable. By studying these separately, and at different times, I can put more of my attention and focus into my learning which will cause me to have a better outcome and to get the most out of the course. Whilst studying and completing the courses I adhere to do, I will continue to work within the switchboard department and gain more valuable knowledge and experience. Once successful on completion of all of the steps I need to do, I will search and wait for the switchboard supervisor job to be advertised. On waiting for the job to be advertised I shall use my time effectively to ensure that my application is perfect for the job role, and I shall practise for interviews. Making the most of the free time I will have will benefit me to help me to be massively prepared for the application and interview process.
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	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?

	Learn to speak fluent Welsh.






	 Speak basic Welsh words.
	Confidence and knowing the Welsh language fluently.
	By undertaking a Welsh language course.

	Complete skills for workplace course at level 4 and proceed on to leadership and management level 5.






	I am already currently studying level 4 skills for the workplace course.
	Need to complete level 4 and progress on to level 5.
	By working hard and passing level 4 and proving to my university lecturer that I am capable of doing level 5 work.

	Start a customer service NVQ qualification.
	I already work in a customer service-based environment.
	I am yet to enrol on to a course.
	I need to prove to my manager that I am capable of completing this course around my current workload.
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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?

	Complete skills for workplace level 4 course.
	Come to class, complete all work on time, stay focused. 
	On completion and passing of the course.
	October 2020.
	Tutor, University, Librarian, Family.

	Learn Welsh Language.
	Sign up to a Welsh language course.
	On completion of the course.
	September 2021.
	Family, College, Tutor.

	Gain Job promotion.
	Gain experience, complete Level 5 leadership and management course.
	On completion on level 5 and on obtaining a job promotion.
	January 2023.
	Family, University, Tutor, Manager.

	Customer service NVQ.
	Ask my manager to sign me up to a customer service NVQ course.
	On completion of the course.
	January 2022.
	Manager, Tutor, Family.
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Conclusion

[bookmark: _GoBack]To conclude, there are ten main employability skills of which employers look for within their employees. All of these top ten employability skills are also needed for leaders. These top ten employability skills are an essential set of skills which are vital for the workplace regardless on if you are a junior employee or if you are at leadership or management level. For myself I need to work on three main employability skills which will help me to go on to hopefully become successful in obtaining my dream job within the NHS. Alongside employability skills it is also essential that employees have academic skills. Each profession will require different academic skills and the skills needed for the job of which I specifically want are ones of which I am going to learn and hopefully obtain. To become successful in obtaining the employability and academic skills I personally need, I need to stick to the plans I have said within this assignment. To obtain the skills I need, it is important that I work hard and follow the steps and processes needed at a realistic time scale so that work can be completed competently and at a higher level. 
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