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[bookmark: _Toc456901515][bookmark: _Toc35610399]Introduction
The purpose of this report is to establish employability skills within management and leadership positions. I researched various websites and also used the textbooks provided by the university to collect information and build this report.
 So, by doing this assignment, I hope to evaluate the difference between employability skills and academic skills needed to be able to further my career. And in this assignment, I also want to evaluate the difference between the academic and employability skills, that are required to run a successful business. Employability skills are very important, the way we use these skills will help us all in many different ways to find a way for a better future for ourselves. By using these different skills which are important, there is no reason why that employees cannot reach a management level. There are many different industries out there, looking for different people from different backgrounds to succeed in becoming a manager or leader. Employability skills are very important, there are many different skills that are required for different businesses. Every manager will have different skills, depending on the business that they are in. So when company’s advertise for new management roll, they will look to see what skills that you have, and the skills which are required to become a manager of their company.



[bookmark: _Toc35610400]Part 1 Employability 
[bookmark: _Toc456901517][bookmark: _Hlk35258630]Employment skills have changed dramatically. Over the year’s technology has grown and become popular in workplaces of today. Employability is one of the main education systems, with the rise of globalizations. The phrase employability skills refer to Knowledge, attitudes and the skills, abilities to secure the job that you have applied for. So, we must have good communication skills as when being interviewed the employer, will look to see if we have the ability to become a good leader and manager. (Doyle, A , 2019).

1.0 [bookmark: _Toc498692289][bookmark: _Toc35610401]Explore the employability skills required at leadership and management level

By being a manager or team leader, you must always try and lead by example. Always show your employees that you are supportive to any situations that may arise, communication is very important also make sure that you speak clearly so that your employees can understand what you are saying, even if you have to write things down, make sure that you explain things clearly so that your team members can understand what you are explaining. Address any issues that your employees may have, and always listen and answer any questions that they may have. You need to try and understand their problems, use your knowledge and experience as a manager or leader to identify, and always try to resolve the situation before it gets out of hand. Also, you should find out why it has occurred, and give those involved a talking too. This in the long run, will keep your team members happy, this will create better productivity, to get the tasks and goals done. Managers should always turn up on time for every shift and give motivation for their team to reach the goals or targets that are required. As a manager or leader, you are responsible for overseeing activities and ensure that goals or targets are achieved for your company. Being a good manager or leader, technology skills are the way forward in any company, so by keeping up to date, this means that you will have the skills and knowledge to be able to teach your team members the way forward. Having new ideas will help motivate your team, also being able to work under pressure and reaching your targets is a must. Help motivate your team by some sort of reward, by going for drinks or even a meal when goals and targets are reached, this in the end benefits you and your company, by having a happy and motivated team everyone will benefit. Being able to work as part of a team is important and having the ability to learn from your mistake, and by doing that you and your team members also benefit from this. The manager or leader is responsible for overseeing any company activities, and to ensure that the tasks and goals are met. Listed below are a few skills required for management and leadership skills as stated by (Doyle, A , 2019). 

· Teamwork
Working well together with people from different backgrounds and nationality’s is very important in the workplace, to achieve our tasks and goals that are required of us. Being able to get on with your team members, makes a happier environment for everyone to work in, and by this happy environment you can reach goals and targets with a happy crowd.

· Good communication
Being able to explain things clearly through verbal or written instructions, and to listen to other people and act upon the information given. Having good communication skills, is very important. 

· Reliable
To turn up on time for every shift and be available for extra shifts if needed. 

· Hard working
Make sure all your jobs are to a satisfactory standard and help other team members if required. By doing this you be able to reach your tasks and goals.

· Use your initiative
To be self-motivated and carry out jobs without being asked to do something else. By doing this your employer will be able to see that you are more than capable to work on your own, or work within a team.
· Empathy.
All so try and keep an open mind, for the understanding of any problems or queries that your employees may have. Your employees will come from different backgrounds, have different nationality’s and genders.
Here I have listed below, just a few skills you require to have good leadership within your businesses. (Doyle,2019).
INITIATES ACTION.
A leader is someone who initiates the action of work, to a team of employees. They must have a clear and well-spoken manor; also, good communication skills are needed to address the team, so they understand what you are asking them to do. With these skills the tasks and goals can be achieved.
MOTIVATION.
A very high standard of motivation is required, in order to get the jobs and tasks completed. This is where the leadership comes into play. Motivation in the workplace, is the most powerful emotion that all employees can bring to the workplace. With the motivation from your manager or leader, through clear communication and shared vision, is a great fundamental skill that they can bring into the workplace. All employees looking to step into these rolls can learn to inspire motivation. It is all so important to make people feel appreciated, and give as much support as you can to help those who need it, also Share organizational vision with each team member and encourage new creativity, and support any new ideas that your team may have.
GOOD MORALES.
Good Morales, in which once again this involves the leadership, with the help of your team co- operating towards the workload, the jobs and tasks can be achieved. Treat people in the same way that you would want to be treated yourself, always respect the rights of your team members. Never judge them on the ideas, or suggestions that they may have. Respect the rights of their nationality, and their gender. Even your enemies can be your friend, always tell the truth and listen to your leader.
 
[bookmark: _Toc35610402][bookmark: _Toc498692292]2.0  Evaluate own employability skills to identify potential areas for improvement 
[bookmark: _Toc35610403]       and plan improvement accordingly.

For me, as I have not been in a management role before, I’m aware of the skills that are required to run a good team. I’m able to think for myself and others. Time keeping is very important, also I’m able to follow and give instructions and delegate tasks to other team members with the correct procedures. In the past I have worked as an employee, while being a team leader I have had to show my team members the correct procedures for the job to be done correctly and to the standard that the client required. I am now looking to start my own business and further my career, therefore I have chosen to take this course in business management with the University, to be able to do this there are things that I need to do. As never used computers before, I’m hoping to get up to date with the skills that are required, along with learning new skills on how to recognise the most suitable candidate, for the position that has been advertised along with the skills for interviewing them. I also need to build up my confidence, by being able to speak to large groups of people. By doing this course I’m hoping this will help me become more confident, in myself. There is always room for improvement in this line of work, except criticism when given, and always ask for feedback on things that you are not sure of. By doing this it will make you better manager or leader. Having feedback is very important in any type of business, there is always room for you to improve. Below is a graph on swot analysis.
[image: See the source image]
STRENGHTS.
· Good time keeping.
· Listening.
· Reliable.
· Trustworthy.
· Honesty.

WEAKNESSES.
· Confidence.
· Talking in large groups.
· Patience.
· Trust.

OPPERTUNITES.
· Growth.
· Learning.
· Jobs.
· Qualifications.

THREATS.
· Competition.
· Better qualified people.
· Age.




[bookmark: _Toc2883533][bookmark: _Toc35610404]2.1 Current Employability skills
My current employability skills, I have good communication skills with other people in my workplace. I can organise my workload and plan my route, on a day to day basis. This involves putting my jobs onto a scanner, by scanning each paperwork onto my E.pod in doing this it lets our employer know what parts have gone out of the building. My time keeping is very good, I always arrive for work at least an hour before I’m due to start my shift. I’m also able to motivate my team members. And I also try and keep the moral up in the workplace, the skills that I need to gain in are being able to stand up and speak in public, this will help me gain my confidence in large groups of people. I would also like to get up to date with the technology that is being used today. By doing this course at universality, it will help me gain the knowledge, and the experience in technology that will help me further my career. I’m very reliable and trustworthy person, always looking to better myself, by going on any courses that would be available for me to do so.
 

	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?

	Build up my confidence
Of speaking in large crowds.





	Speak in small groups of people.
	I’m lacking in confidence. Not being able to speak correctly.
	By speaking to family and friends in large groups.

	Get up to date on technology.






	Just the basic work on computers.
	I’m lacking in the experience in technology.
	Go on a computer course

	After building up my confidence and getting up to date with technology.
	Basic technology skills and talk in small groups.
	I’m lacking in experience and confidence
	Attend all lectures, talk to family and friends.





[bookmark: _Toc35610405]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?

	Gain more confidence
	Attend all my lectures and communicate with my team members.
	When I’m confident in speaking within my group.
	Within two months.
	Attend my lectures and practise with team members and family.

	Gain more technology and computer skills.
	Look into doing a computer course.
	When I’ able to use a computer with confidence.
	Within two years from now.
	Go on computer course.

	Get my degree in my university course.
	Pass all my assignments and complete my course.
	When I finish my course and graduate.
	Three years from now.
	Attend university and complete all assignments.

	Further my career and have more security.
	Complete and achieve all of the above.
	When I’ able to do all of the above with confidence.
	Within three years from now.
	Attend all lectures, family and friends and complete course.







[bookmark: _Toc498692297][bookmark: _Toc35610406]Part 2: Academic Skills 

[bookmark: _Toc35610407][bookmark: _Hlk498694375]1.0 Prepare an individual reflective submission demonstrating awareness of academic skills required for your learning journey.
[bookmark: _Toc35610408][bookmark: _Toc456901523]Below is a list of academic skills, along with a graph on the reflection cycle.
Gibbs (1988).
Description.
· Describe the activity, and situation in detail along with what happened and what the outcome was.

Feelings.
· Describe how you and your team felt leading up to the activity, and during it, and how you all feel about it now.
Evaluation.

· Find out what you and your team members contributed to the activity, and what was going well and what was not, and how you and your team members would change things around next time.
Analysis.
· Find out what you and your team members experienced about the activity, and what you learnt from the activity.
Conclusion.

· Look back and see if you and your team members could have done anymore in the situation, and work out the positives and negatives, and discus together if things could have been done better, or in a different way.
Action plan.

· As you and your team members look back to see where things didn’t go so well, you will all be able to approach the activity in a different way next time. 


[image: Image result for Gibbs Reflective Cycle]




2.0 [bookmark: _Toc35610409]Evaluate own academic skills to identify potential areas for improvement and plan the improvement accordingly.

The areas that I need to improve in for my academic skills are, the use of information technology (IT) skills which is around today. As when being in school, we were not fortunate enough to be able to take computer classes. So, by being on this course with the university, it will help me gain the knowledge that I need, to further myself in my career opportunities. By doing this course with the university it will also help me gain more confidence ,of being in large crowds of people, and be able to speak to large crowds of people with the right wording and understanding of the meaning of the wording that I may use. There are many different academic skills required for everyday life, different skills are required for every industry. Basic skills such as English, reading and writing, are the common ones that we use in everyday life.

[bookmark: _Toc35610410]Current Academic Skills
My current academic skills are not to a satisfactory standard as I would like, I’m below standard with my information technology (IT)skills. This is due to not having the opportunity to work with computers while I was at school, therefore my knowledge of information technology (IT) is limited. Since starting this course with the university, I have learnt the basic’s in information technology (IT) skills. There for I’m going to take some classes in information technology (IT) skills for me to improve on this, by doing this it will also have me further my job opportunities and help with my studies. My time keeping is very good, I always arrive at work over an hour before my shift starts. I like to be organised with my workload as not to get things wrong, and to make sure I can get out on time with my deliveries. I’m able to work as part of a team as well as working on my own, also I can follow instructions as well as delegate work to other team members, to achieve the goals that are required of us. I would say that I’m very reliable person, as in my last employment most of the jobs that I covered were key jobs, which meant that I was responsible for the keys, and alarm codes to the building in which I had to carry out my work, this is where the honesty and trust came into place. As this type of work had to be done outside of hours, as it involved taking machinery into the buildings, example carpet cleaners or buffing machines which I used to seal and polish up the floors. Also, there was a lot of responsibility when I used to clean the building societies, again they were key jobs along with the alarm code because I could only go inside after hours. I also have qualifications as shown below.
· Level 2 and 3 in Hairdressing from the period (5.3.90 to 12.11.91).
· Power Clean, Operating machinery and Daily Maintenance of the Tennant Sweeper. (16th June 2009). While working with One complete Solution, (O.C.S).
· Certificate of Competence in the ability to perform manual handling, also the ability to strip and re-seal floors with machinery as well as doing it with hand tools example: mops and buckets. (17th August 2011).
· Training Licence Certificate so I’m qualified to be able to train and deliver a course in training for One Complete Solution (O.C.S). (10th March 2015).

[bookmark: _Toc35610411]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?

	Communicate better in large groups.






	Speak in small groups.
	Confidence.
	Mix more with larger groups.

	Technology experience.






	Basic technology skills.
	experience
	Computer course

	Build on both above.
	Speak in small groups, and the basic in technology.
	Confidence and experience in both above.
	Communicate with people on a computer course.



[bookmark: _Toc35610412]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?

	Build up my confidence.
	Mix with large groups of people
	When able to speak without hesitation.
	Within three months.
	Family, friends and team members.

	Get up to date with technology.
	go on a computer course.
	When able to use my computer on my own, and without any help.
	Within two years.
	People with experience and go on a computer course.

	Gain more experience in the industry.
	Understand and gain the knowledge of different businesses.
	When a good placement is achieved.
	Within four years.
	people with the experience that I need.

	Complete my university course.
	Complete all of my assignments on time.
	When I graduate.
	At the end of the course in three years.
	Attend all lectures.








[bookmark: _Toc35610413]Conclusion
By doing this assignment, I have come to recognise that there is still a lot of information technology (IT) skills that that I need to learn. I’m able to muddle through the assignments with the basic skills that I have in information technology. Unfortunately, the way I communicate in work is with speech only, and not directly through computers so by taking a course this will help me gain the knowledge that I need, in information technology (IT) skills. Also, by doing this assignment for academic and employability skills, I have come to understand, that teamwork in the workplace is very important. Also, good communication, and being able to clearly explain yourself correctly is very important to achieve the tasks and goals that are required, to keep any business running. It is also very important for any manager or leader to take any criticism and feedback on board to be able to run a successful company. By doing this, in the long run everyone will benefit, having a happy team makes life easier for everyone, nobody likes to work within an atmosphere. With out your team and a happy workplace to work in your business may not run as well as you would like it to. So by finding out the skills that I need to improve on, with the help of this course, team mates and tutor ,I can improve on them and get the help that I need to succeed.
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