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Introduction 

Employability skills will be examined, Soft skills are the personal attributes, personality traits and communication abilities needed for success on the job, these skills characterize how a person interacts in his or her relationships with others. Nearly every job requires employees to engage with others in some way,  being able to interact well with others is essential in any job. Also known as transferable skills that can be taken between various different jobs and used regardless of the job at which the person is working. Effective leaders require a number of soft skills to positively interact with employees or team members, they should be inspirational, adapt a coaching mindset and have the unique ability to put others first and motivate a team. Leadership skills are skills you use when organizing other people to reach a shared goal, Leadership is not one skill but more a combination of several different skills working together.
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A set of skills, understandings and personal attributes to gain employment and be successful in a chosen occupation ( Knight and Yorke, 2003). The ability to keep a job or get the job that’s desired (Rothwell and Arnold, 2007). Demonstrating skills and experience you have to make you stand out and importantly those that are relevant and sought after by the employer. Communication skills will be key in successfully conducting an interview. Obtaining employability skills (soft/transferable skills) core skills needed in every job, being able to work well with others, apply knowledge and problem solve to name a few will make applicants more desirable to employers. Possessing specialised knowledge (career specific) known as hard skills are job specific acquired through education or training (Doyle, A 2019). 


 6 elements seen as essential for sustained employability are as follows (Neugebauer and Evans-Brain, 2016).


Manage applications
· Follow the application form process, address the organisations needs, no grammatical spelling errors.
Qualifications
· Qualifications and achievements relevant.
Continued learning
· Demonstrated through additional study, employment or volunteering.
Experience
· Demonstrated through, work, volunteering or personal achievements relevant and transferable.
Self-belief
· Confidence and passion for your chosen field.
Interpersonal skills
· Relate well to others and across organisations.
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Whichever field you choose to work in, certain leadership skills are fundamental for success. Every job role demands dealing with various types of people and situations, developing interpersonal skills ( the behaviours and tactics used to interact with others effectively) will help this (Tarver, E 2019). Communication plays a key role in influencing co-workers helping to achieve better results, communication should be efficient, enthusiastic and persuasive when required. Being patient, able to listen and good writing skills are also needed. Persistence and hard work will help achieve goals and show commitment, focus, self-discipline and positivity instils confidence and courage to take initiative and risks under pressure.

Leaders need to be organised, use creativity to problem solve, accept challenges and embrace new opportunities, being flexible and willing to adapt and change, a good leader should be creative and willing to learn from others, self-awareness will help to analyse and improve as a leader (Kumar, S  2019). Leaders need to be inspirational and motivational to be successful, they need to inspire workers to go the extra mile, this can be achieved by giving more or new responsibilities, recognition or reward. Delegation is also essential, a good leader will delegate tasks to different employees based on their skill sets so that focus can be applied to more important tasks. Positivity is also as important to create a happy workplace especially at stressful times, employees are more likely to be reliable working in a positive atmosphere (Doyle A, 2019).
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· Oral communication
· Written communication
· Positivity
· Delegation
· Motivation
· Time management
· Trustworthy
· Self-awareness
· Organised
· Problem solving
· Adaptability
· Commitment
· Confidence
· Initiative
· Flexibility
· Creativity
· Active Listening

4 main leadership styles according to iedunote (2017).


Autocratic
· Gives orders which must be obeyed, without consulting and imposes what immediate steps they must take.
Advantages
· Decisions will be made at speed and approval doesn’t have to be sought before making decisions.
Disadvantages
· Members may resent decision making and be unsupportive and can hurt group morale.
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Adolf Hitler is recognized worldwide for his leadership in the Nazi Party, His leadership style was autocratic leadership as he believed in acting like a dictator and focused on making decisions himself, He never trusted his generals and felt no need of having communication as he wanted to have complete power in everything. He was reluctant to take advice from anyone and made all decisions on his own.


Democratic
· Usually gives instructions after consulting with the group, policies worked out in group discussions.
Advantages
· Enhances morale, increases co-operation between management and employees, reduces complaints.
Disadvantages
· Slows decision making, possible compromises that please everyone but doesn’t give the best solution.
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Also known as participative, Donald Trump has built a business empire encouraging other people to freely share information, have a shared power so that the best decision can be reached, he factors various outcomes and considers other peoples opinions in every decision, makes others feel empowered and is an effective delegator with his employees and assigns tasks efficiently. 


Laissez-faire
· Free rein leadership, gives employees a high degree of independence and responsibility for most of the work.
Advantages
· Opportunity for individual development, to express and function independently.
Disadvantages
· Lack of group unity towards objectives, little direction and lack of control.
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Non authoritarian, the direct opposite of autocratic, let people do as they choose,(hands off) Herbert Hoover had this leadership style, allowing people to use their own skills and talents to succeed, would only intervene when it is absolutely necessary and provide a minimal level of supervision, would make very few decisions and allow others to choose appropriate solutions.


Paternalistic
· Paternal or fatherly, relationships between leader and group is that of family members.
Advantages
· Happily work together, help, guide, protect and provide good working conditions and services.
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A managerial approach with strong discipline, a dominant authoritative figure that decides what’s best and treats members as part of a large extended family unit. Jose Mourinho would inspire his team to redirect their thinking to achieve a certain goal and motivate them to do more than they thought possible, in exchange he expects loyalty trust and obedience.

A good leader would apply all leadership styles as and when needed.
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[bookmark: _Toc36035544][bookmark: _Toc36143393][bookmark: _Toc36209894][bookmark: _Toc36210037][bookmark: _Toc36210095][bookmark: _Toc36210173][bookmark: _Toc36210549][bookmark: _Toc36239011][bookmark: _Toc36242246]During a SWOT (Humphrey, A 1960) analysis clearly I have many strengths, being committed, flexible, organised, adaptable and able to use initiative are all employability skills needed in leadership, I am generally a positive person and can take this forward to help instil a happy work environment, being an active listener and having good oral communication will give me an opportunity to conduct a good interview although lack of creativity and confidence will hinder the chance of conducting a good interview and these weaknesses need to improve by thinking more positively, taking myself out of my comfort zone, taking risks and setting and achieving goals (Doyle, A 2019) Looking at my weaknesses, written communication, I need to practice this by writing clearly, concisely and effectively with no grammatical errors. My Self-awareness and confidence also needs to improve, placing myself around confident people, taking advice and feedback from others will help me achieve this.


Time management needs to improve, I need to learn to prioritise my workload to maximise efficiency and obtain a work life balance. Learning to delegate will help me with leadership, I like to complete tasks myself with no interruption from others, I need to trust in others delegating tasks appropriately suited. Showing praise and recognition of others achievements, mentorship or setting achievable goals will help me become more motivational.   
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	strengths
	weaknesses

	Oral communication
Organised
Problem solving
Adaptability
Commitment
Initiative
Flexibility
Active listener
Positivity
	Written communication
Confidence
Creativity
Self-awareness
Time management
Delegation
motivation

	opportunity
	threats

	Oral communication
Active listener

	Written communication
Lack of confidence
Creativity
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Oral communication happens all the time in the workplace, having efficient communication skills can help us have a good relationship with colleagues and superiors, can create a good working environment and help us complete work more efficiently. I particularly enjoy problem solving, I enjoy a challenge, analysing facts and implementing solutions, the more I problem solve the more I should improve my creative thinking. Active listening can show I’m a team player, listening techniques can help show an interviewer I have interpersonal skills. 

I am totally committed to any tasks undertaken and like to see things through to the end, happy to take initiative, translate new ideas into action and adapt to new situations (Doyle, A 2020).
Flexibility being a valuable skill, it means modifying my approach to tasks based on the preferences of each situation, willing to learn new skills and to do whatever is necessary to get the task completed. Organisational skills are present, being able to plan ahead to a timescale and have attention to detail. I also consider myself to be adaptable, changing to work conditions, being able to work effectively in a team or independently when required.



· Oral communication
· Problem solving
· Active listener
· Commitment
· Initiative
· Flexibility
· Organised
· Adaptability
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Conducting a GAP (Scott, M 1978) analysis many soft/transferable skills are present and I can take these between jobs, these are the basics of my employability skills but many skills are missing and I need to work on these to have the best chance of success in different ways using different methods. Good written communication will be achieved by taking a professional writing course and practising writing effectively without grammatical errors. I need to build my confidence through being around other confident people and setting myself goals and achieving them. Creativity is also a problem and I need to learn to develop my creative thinking by reducing distractions, taking advice and feedback from others and using the 6 thinking hats (De Bono, E 1986)to develop my ordinary thinking into creative thinking to make improvements (Appendix A).
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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?

	Obtain managerial job. 






	Oral communication.
Organised.
Problem solving.


commitment
	Written communication.
Self-awareness
	Practice writing clearly and effectively without errors.
feedback

	






	Commitment.
Adaptable.
Initiative.

f

	Confidence.
	Taking risks and setting and achieving goals.

	
	Flexibility.
Active listener.
.

	Creativity.
	Reduce distraction.
Take advise and feedback.
Problem solve
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Using a personal development plan (PDP) will give me an insight into the key areas where I need to improve my leadership skills, it will help me be self-aware and reflect my attention where it’s needed the most. My Self-awareness and confidence needs to improve, placing myself around confident people, taking advice and feedback from others will help me achieve this. My creativity is also a problem and I need to learn to develop my creative thinking by reducing distractions and problem solving issues to help me think more creatively. My written communication needs to be addressed, I need to practice and take a professional writing course to help me succeed.
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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?

	Improve confidence
	Surround myself with confident people, set and achieve goals.
	Through advice and feedback.
	Achieved by October 2022
	Colleagues, friends and family. 

	Think more creatively 
	Use different models to improve creativity
	Feedback.
	October 2022
	Colleagues.

	Improve written communication
	Take a professional writing course, practice.
	Results, feedback.
	October 2022
	Access to online courses.
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Recognising the importance of academic skills not only in achieving success on your programme of study but also after you leave university, as you look for employment as a graduate. Developing and practising these skills while you are studying will therefore better equip you for the workplace. Practising these skills leads to the development of attributes, such as problem solving, effective communication, and creativity. Academic skills consist of core skills 
such as academic writing, presentation skills and referencing, which underpin more complex skills, such as critical thinking and reflective practice, Academic Skills Specialists (2013).




Core skills

· Learning independently
· Writing
· Presenting
· Research
· Referencing

Academic skills

· Criticality
· Employability
· Academic writing
· Time management
· Managing information
· Understanding assessments
· Producing longer pieces of work (Dissertations)
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A process of reflection is a cycle that needs to be repeated, learning from and through experience (Finlay, 2008) to gain new insights. Reflection is a process for all allowing us to make links from one experience to the next, it allows us to become more aware of our professional knowledge, Ultimately, reflection makes sure all students learn more effectively as learning can be tailored to them. Being reflective will also make sure we have a wider range of skills, develop our knowledge and also develop abilities to solve problems. 




Undertaking the Schon (Schon, D 1991) reflective model ‘Reflection in action’ and ‘Reflection on action’  it allows me to deal with incidents that may happen in a learning environment, allowing me to be responsible and resourceful, drawing on my own knowledge and allowing me to apply it to new experiences. It allows a more personalised learning deciding what works best any given time. Reflection in action is the doing stage, reflecting on the incident as it happens, This is a particularly efficient method of reflection as it allows me to react and change an event at the time it happens, allowing me to deal with surprising incidents that may occur in a learning environment. It also allows me to be responsible and resourceful, drawing on my own knowledge and allowing me to apply it to new experiences. 


Reflection on action should encourage ideas on what I need to change for the future, it requires deeper thought and encourages me to consider causes and options, Schon (Schon, D 1991) reflective model has a questioning approach, I will enable me to consider why things are a certain way and how they could be, consider areas of development, question why experiences are this way and how to develop them. It is important to keep repeating them to make sure knowledge is secure and progression continued.
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	Schon

	What happened?
	How to act
	What might I do different?

	Reflection in action

	My referencing lacks quality sources.


Managing information.


	Spend more time researching quality sources.

Read more thoroughly. 
	Use the university library or books.


Less distraction.
Take notes more clearly.

	Reflection on action

	Time management.


Research insufficient.



	Allow more time each week for study.

Find better sources.
	Allocate study time each night.

Spend more time researching for quality sources.
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Gibbs (Gibbs, G 1988) Reflective Cycle is a simple 6 stage process that can help me to reflect on my experiences, I will learn what went well, as well as what could have gone better, and put together an action plan to address my weaknesses. Describing what happened, how I feel about it, what was good and bad, what would of helped, what could I of done differently and what will I do in future, all 6 stages need to be addressed.


Advantages
· Easy to understand and easy to use.
· Allows me to learn over time based on my experiences.
Disadvantages
· Doesn’t contain any probing questions.
· Doesn’t analyse the situation from a different perspective. 



Description

· Insufficiency in many academic skills.
Feelings

· I am unhappy that i lack many academic skills.
Evaluation

· Learning I have many employability skills is good but my missing academic skills are bad.
Analysis

· Improvement is needed and more time studying would of helped.
Conclusion

· I could of spent more time on practising and learning skills that I am missing.
Action plan

· I will in future spend more time learning new skills.
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Using SWOT (Humphrey, A 1960) analysis clearly I have more weaknesses than strengths, time management needs to improve otherwise it will become a threat to my studies, managed well it will give me an opportunity to improve my work and results. Academic writing needs to be learnt, I need to research this and possibly take a course to give me the opportunity to achieve better results. Managing information is a downfall and I need to learn to avoid distraction and concentrate more as well as take notes more clear and detailed.

 Not understanding assessments properly can be a threat and I need to take more time to study and absorb information this will give me the opportunity to apply better work and achieve better results. My employability is my strength I have enough skills to take me between jobs but this is not enough academically and I need to follow a course of action to improve, criticality will be learnt in the near future.
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	Strengths
	Weaknesses

	Employability.




	Criticality.
Time management.
Academic writing.
Managing information.
Understanding assessments.

	Opportunities
	Threats

	Academic writing.
Understanding assessments. 
Time management.


	Time management.
Understanding assessments.
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Undertaking a GAP (Scott, M 1978) analysis will help me evaluate my academic skills, it shows me the academic skills I am missing and recommend steps to help me meet goals, it will help me plan, focus and execute actions to reduce the gap between the skills I have and the skills I desire. Currently I have soft/transferable skills which I use academically but am deficient in many academic skills, I need to asses carefully and take action to reduce or eliminate the gap in my skills. I have identified my missing skills, the gap analysis (Scott, M 1978) process has evaluated everything I currently do so I get the “big picture”, clearly my skill set falls short and needs to change. I need to expose what’s missing between my performance and my potential and establish a strategy to help me progress and eradicate any gaps.
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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?

	Gain academic skills.









	Oral communication.

Problem solving.

Active listener.

	Criticality.



Time management.


	Learn.


Plan ahead.

	






	Commitment.

Initiative.

Flexibility.

	Academic writing.



Managing information
	Practice.
Take a course.
Reduce distraction.
Take clearer notes.


	
	Organised.

Adaptability.

	
Understanding assessments.
	
increase study time.
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Considering an personal development plan (PDP) the method of creating an action plan based on awareness, values, reflection, goal-setting and planning for personal development, it has helped me become aware of the skills I already have and identify the skills I need to develop, work out what I want to achieve and how to achieve it and help me focus on my goals and key areas of development. Upon reflection clearly I am inefficient in academic skills but aspire to be efficient by undertaking strategic action to achieve my goals within my given time frame.





[bookmark: _Toc36242262]Personal development plan

	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?

	Criticality.

Time management.

	Take a course.

more organised.
plan ahead.
	Results.

Results.
	2021.

2020.
	Lectures.

More time.
Less distractions.

	
Academic writing.

	
Practice.
Take a course.
	
Results.
Feedback.
	
2021.
	
Lectures.
Course.

	
Managing information.

	
Reduce distractions.
Take clearer notes.
	
Results.
Feedback.
	

2020.
	
Lectures.
Write more explanatory.

	
Understanding assessments.
	
Increase study time.
	
Results.
Feedback.
	
2020.
	
Lectures.
More time.




[bookmark: _Toc36242263]Critical thinking


Critical thinking is about having the ability to think clearly and rationally and understanding the connection between ideas, critical thinking requires you to use your ability to reason and being an active learner rather than a recipient of information. Critical thinkers will question ideas and assumptions, identify analyse and solve problems. WE can learn to improve our critical thinking ability by developing activities and applying them to all problems that present themselves.

Skills needed for critical thinking

· Observation
· Analysis
· Interpretation
· Reflection
· Evaluation
· Inference
· Explanation
· Problem solving
· Decision making



Critical thinkers need to be able to.


· Think about an issue in an objective and critical way.
· Identify different arguments in relation to a particular issue.
· Evaluate a point of view to determine how valid it is.
· Recognise a weakness or negativity that are in the argument.
· Notice any implications that may be in the argument.
· Provide reasoning and support for the argument.






Throughout this report I have applied the CRAAP test (Blakeslee, S 2004) used to check the reliability of sources across academic disciplines, an acronym for Currency, Relevance, Authority, Accuracy, and Purpose.  The CRAAP test make it easier for us to determine if the sources can be trusted reducing the likelihood of unreliable information.
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Using different models throughout this report has given me a clear insight as to what I want to achieve and how I’m going to achieve it, using the SWOT (Humphrey, A 1960) analysis has shown my current strengths and help me understand my weaknesses and how I can turn them into opportunities. The GAP (Scott, M 1978) analysis has taught me what skills I am lacking and how to set goals to eliminate the gap between where I am now and where I want to be. Applying a personal development plan (PDP) has made things even more clear, I now have a clear course of action to help me develop the skill set I aspire to achieve and to a specific timeframe. Achieving these goals will give me a better quality of life in the future.
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