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[bookmark: _Toc456901515][bookmark: _Toc32491435]Introduction 

[bookmark: _Hlk35699848]During this assignment I will be looking at and analysing in depth Academic and Employability skills looked for within the workplace.
I will than look at what the differences in leadership roles i.e. managers, team leaders and the different types of these and analyse the skill, qualities and qualifications that an employer will consider and look for before hiring them for the position applied for with there companies. 
I will then review my own qualifications and skill levels and experience with my findings of what employers look for. By doing this I will be able to identify areas that I need to improve whether it be academic or general skills that needs to be achieved or gained. Once I have identified these, I put together a development plan that shows these areas of improvement that are required and try to find solutions on gaining and achieving these. This will be accomplished by the use of a Personal development plan, a gap analysis and the look into Gibbs reflective cycle witch I will elaborate on the purpose of each of them in this paper.     



[bookmark: _Toc32491436]Part 1 Employability 

[bookmark: _Hlk36040832]Employability can be defined as a person’s capability of gaining and maintaining employment. The persons employability suitability can depend on that individuals’ academic qualifications, knowledge, skills and abilities the possess and the way these qualities can benefit the employer. 
In 2007 Dancer Pool and Sewell developed The CareerEDGE module that was based on other employability models and theories. In the CareerEDGE module it identifies five important elements to aid a student’s / person’s employability these five are: 
“Career Development Learning – the knowledge, skills and experience to help students manage and develop their careers.
Experience – work and life experiences help students develop a broader range of skills and are attractive for prospective employers
Degree subject knowledge, understanding & skills
Generic Skills
Emotional Intelligence – “the capacity for recognising our own feelings and those of others, for motivating ourselves, and for managing emotions well in ourselves and in our relationships (Goleman, 1998).  This is particularly important in recruitment situations and in developing effective working relationships.”

[bookmark: _Hlk36047270]Each of these elements are important to possess and if of these is missing or lacking by the student it can greatly reduce the student’s employability prospects. Compared to other employability modules and theories (e.g. Knight and Yorke 2004) the CareerEDGE model use emotional factors as an employability aspect. The use of Emotional Intelligence in this model is a key component to be able recognise the feelings of ourselves and others and managing emotions in situations and using these to develop working relations.
Therefore, understanding the concept of emotional intelligence within the role of becoming a more effective leader becomes paramount for those of in leadership positions. The purpose of emotional intelligence included in this model in relation to the characteristics of successful leaders.
[bookmark: _Toc456901517]As for employability these qualities are critical attributes to possess combined with academic qualifications, experience and knowledge in the area to be an effective leader and to be considered by perspective employers.

1.0 [bookmark: _Toc498692289][bookmark: _Toc32491437]Explore ‘Leadership Employability Skills’ in general

What is leadership? And what are the qualities of leadership? Leadership can be understood in terms as someone that can direct, manage or influence a team or individual colleagues in the pursuit of a set out goals, company targets or a new contract that needs to be achieved sometime within a time restraint or a deadlines to be accomplished. Below we will take an in depth look at just some of the many qualities and employability skills that are looked for within a leadership or manager roles, 
· Communication 
The ability of communicating effectively is a critical skill to have as a leader. In perform one-to-one interaction with others can help them understand what is expected from them in a task or piece of work. When leader that can communicate well with their teams or individual colleagues it can motivate people and encourage input from them and can build a better working rapport. If these skills are used effectively better results can be achieved by all.

· Honesty and Integrity 
[bookmark: _Hlk36163147]Integrity and honesty are the quality of having good morals, principles and core beliefs this is a critical cornerstone quality to leadership skills. Without these qualities people are less likely to follow you or respect your decisions and guidance.  
Dwight. D. Eisenhower (President of the United States) once quoted “the supreme quality of leadership is unquestionably integrity. Without it, no real success is possible, no matter whether it is on a section gang, a football field, in the army, or in an office.”
· Vision
To have vision and purpose is the ability to visualize the direction needed to be taken with a strategy and action plan to achieve the task ahead. 
· Empowering
[bookmark: _Hlk36160114]Empowering is the ability of giving your teams your running the ability to take charge and making their own decisions in the way they complete the tasks that you have delegated to them. This is also known as Laissez-faire or “hands off leading.”   
Bill Gates quoted “As we look ahead into the next century, leaders will be those who empower others.” In this quote Bill Gates highlights one important skill required in successful leadership to have the ability empower others under them to accomplish tasks
· Decision making capabilities 
[bookmark: _Hlk36163350][bookmark: _Hlk36160095]Having the ability to take and make the right decision no matter how hard that decision may be is critical in a leadership position. Any decisions made should be thought about before they are taken and once it has been made you should always be able to stand by them.
· Accountability 
Accountability is another well sort after quality. To be able hold your hands up for when something you or your team has done wrong or not completed on time. This shows a strong integrity and character of a leader and will build more respect for your colleagues and employers.
Arnold. H. Glasow once stated that “A good leader takes little more than his share of the blame and little less than his share of the credit.”
· Inspire others 
Having the ability to inspire others is a paramount skill in a leadership role and probably the most difficult to achieve. Colleagues will look up to their leaders when things have got tough or gone wrong to see how they react to the situation, if it is shown that it is being handled well with a positive approach by their leader than this more likely to motivate and reassure the team members. Successfully inspiring your colleagues and teams will help to overcome any current or future problems or challenges. 

As seen above in the few of many employability skills are that all of these are interpersonal skills and abilities that some leaders have naturally whether that be some or all of these qualities, but that is not saying that a leader can develop and gain these key qualities over time with experience.   

· Problem Solving
Problem solving means finding solutions when you are having difficulties. It involves yourself being able to use to a logical process to figure things out. Leaders that have problem solving skills have the ability to creatively find solutions. This quality can also inspire others to tackle problems on their own. Albert Einstein once said “we cannot solve problems with the same level of thinking that created them.”

[bookmark: _Toc32491438][bookmark: _Toc498692292]1.2 Evaluate own Leadership Employability skills
 
Evaluating my own leadership employability skills, I will referencing from past positions and roles I have held in various sectors and industries and from that I can highlight all the skills I possess.
As a trainer and shift ramp manager for a global aviation company, I was responsible for the development of staffs training and developing teams and picking team leaders to run those team and setting tasks and time restraint jobs for them to complete. 
The skills I needed and demonstrated in this role where, that I could make decisions, had good communication skills with my staff, gave my team task and jobs to complete on their own there for Empowering them and throughout every shift I showed a responsibility to everything that went on during they days.  
During the years working within the private military and security sectors my roles have varied from consultant, head supervisor, team leader and medic. 
During these roles I had to show integrity and honestly trust is a major factor when in that industry when your team members lives could literally be in your control with the decisions that you make throughout all of this communication the effectiveness and clarity is key at all times in these environments communication should always be what is referred as ABC (Accurate, Brief and Clear). 
  
[bookmark: _Toc2883533][bookmark: _Toc32491439]1.2.1 Current Employability skills

On reviewing my own employability skills, I believe that the current skills I possess and could offer to a prospective employer in a leadership role are as follows, 
Previous experience in managing and running teams and individuals with time restraint tasks with good communications skills, strong principles and core beliefs showing good integrity qualities that can make decide decisions and will always be accountable for myself or my team’s failures but on the other hand will always give credit to others for the achievements accomplished by them in tasks.  
[bookmark: _Toc32491440]Gap Analysis to identify ‘gaps’ in knowledge/skills

A skills and knowledge gap analysis is a tool that is used to asses an individual abilities and how they reflect on a set out goals. This gap analysis will be completed about myself Firstly, with the gap analysis I will set out the objective for this analysis that will be the knowledge and Academic skills that I see will be needed for a leadership role, once these have been identified I will put the skill I already possess in this area, then I will look at where theses abilities are lacking in certain areas or needing a form of improvement,  finally with all these identified I will then  set out how these areas can fixed and brought up to the standards that is required for the objective.    









	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?

	 Improve my skillset and knowledge of management and leadership skills 






	 Undertaking a level 3 ILM skill for the workplace course in business management and leadership
	 Completion of the course syllabus 
	 Complete, submit all assessments on time 

	 Improve my reading and spelling issues as suffer with dyslexia and didn’t start to learn to read till my late teenage years 






	 Started reading books at my own pace and higher education course 
	The drive and time be able to sit and read 
	 Create a daily plan schedule for a reading time a day or once a week 

	To improve my ability to empower others under me more and not micromanage my teams as much
	 Learn to trust people and rely them to complete tasks on their own
	 The ability trust as be let down in the past by members of my team 
	 Build trust in my teams and there ability to use there own initiative 






[bookmark: _Toc32491441]1.2.2 Action Plan for Improvement

Now that I have identified the areas that is required to improve in my employability skills from my gap analysis I will apply this into a broader perspective of a action plan that is also kwon as a personal development plan (PDP) this will contain a list of goals and achievements I would like to gain. These will be in the order of short-term within the next twelve months, medium-term two to three years and finally long-term goals beyond three years. While doing this I will also use a module called SMART this module was developed by Doran.G.T (1981), Smart is acronym that each letter has a specific meaning for the goal you have set out they are as follows,
· Specific
Stating what the objective, goal or achievement. 
· Measurable
How will the objective will be tracked your progress or measure success.
· Achievable
 Outline steps to be followed towards a realistic goal and attainable.
· Realistic 
Goals must be achievable.
· Time-Bound 
Goals have a clear deadline.




	[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?

	Complete and pass BMSK4001 Academic & Employability skills 
	Attend lectures lead sessions on the syllabus, dedicate time to complete the module  
	Completed on time and meet the standard requirement 
	23:59   on the 27 March 27 March 2020
	Course notes and material gained from lectures  

	Enhance reading abilities and spelling 
	Start on-line eLearning literacy and reading more 
	Completion of literacy course and finish book started 
	January 2021 
	Online material from course 
And book that interest me 

	improve my leadership skills and the ability to empower team members 
	Attend a Leadership and team building sessions/ classes 
	Completion of classes and monitor how it changes my working and leadership ethics 
	January 2021
	Tools and skills gained from courses 

	Complete skills for the workplace ILM level 3 course 
	Attend lectures lead sessions, dedicate time to complete the course  
	Complete the course and gain ILM qualification 
	September 2020
	Course notes and material gained from lectures and support from family 

	Complete and gain a BA hons
  Of business management 
	Complete and gain ILM level 3 
	Complete the full course 
	September 2022
	Course notes and material gained from lectures and support from family 




[bookmark: _Toc498692297][bookmark: _Toc32491442]Part 2: Academic Skills 

Academic skills is having the ability of important skill required at an academic level. These skills vary depending on the level of education but the basic core academic skills such as academic writing accompanied with presentation these are gained through the basic education system  along with other skills like spelling, reading, writing and mathematics and critical thinking is core soft skill having the ability to put a piece of written work into a understandable context showing your knowledge and research of academic integrity.     
[bookmark: _Toc32491443][bookmark: _Hlk498694375]2.0 Reflection on Academic Skills required for University Level Study 
[bookmark: _Toc456901523]
When we get to a University or higher education level the basic academic skills are critical with also having an extra new level of skills. These new skills which are expected to be present are as followed, having the ability to research and reference accurately, doing this prevents yourself from being accused of plagiarism. You also need to be able to find correct sources and manage having a large amount of information but being able to highlight the important parts of it. This is known as independent learning. Another academic skill which is highly required whilst studying at University is, note taking. Note taking is a necessity whilst studying. Whether its in a lecture or completing independent research, finding ways to summarise large amounts of information spoken to you or in front of you is vital.  The next skill mentioned is used throughout all educational stages but when reaching university, it intensifies. This is known as Exam technique. The difference being, at university level you have to answer essay questions in a short amount of time not multiple-choice questions. This means you need to have a wide range of knowledge and have arguments to support your point in which you make in the essay.  Whilst at university it is essential to examine and break information down into parts, compile, compare and contrast information. This means you need to have the ability to not only describe what it is but also justify it. You need to provide justification for your arguments and judgements by using evidence that you have reflected on. This is also known as the Gibbs reflective cycle (Gibbs, 1988). You must justify, who? When? How? Why? And possibly at what cost? Meaning, who was involved? When did it happen? How did it happen? Why where you there? The Gibbs cycle allows yourself to evaluate an experience that has happened, possibly learn from it and furthermore plan future experiences. This specific cycle can apply to a one-off experience or it may also be used for on going and repetitive situations. Below I have inserted a diagram which shows a clear explanation of the cycle.
[image: See the source image]


Having the ability to use office software is required at this stage of education. It is vital when completing digital research, completing assignments and presentations. This is done by the use of Word, Excel and Power-point. Moving onto VLE, this is shorter terms for, Virtual Learning Environment. This allows teachers and students to communicate with each other online. This means class information, learning materials and assignments can be provided through the web. This has become essential in current situations and has proven to have a positive affect on both students and Lecturers. Finally, the last skill which is required is assignment submission. You need to be able to work around online services and follow the guidelines. Work must be uploaded within the deadline or it will be capped. This means you need to assure you give yourself enough time to submit.

[bookmark: _Toc32491444]2.1 Evaluate own Academic Skills 
Whilst reviewing my skills, it has become apparent to me that I thrive more in different skills and it is clear which skills I need to work on. For example, firstly I would consider myself to be at a high level when it comes to research. I understand how it is important to shorten information, highlight important parts and know where to find accurate sources. I also believe that I excel well in the presentation side of learning. This is mainly down to the fact that I have a job away from studying which is as a Trainer. This job role requires myself to create and present presentations on a weekly basis, this has helped my communicational skills develop deeply. Moving onto skills which I can improve on is, writing large amounts of work, this is due to suffering with dyslexia. I also struggle with referencing, although I struggle with this, I believe that my referencing skills will improve as my university experience continues. Finally, I need to work on my time management. I need to learn to adapt to having University as a priority now instead of my normal routine, I need to make time for revision and assignments. 
 
[bookmark: _Toc32491445]2.1.1 Current Academic Skills
My current academic skills would be Presentations, research and communicational skills.
[bookmark: _Toc32491446]Gap Analysis to identify ‘gaps’ in knowledge/skills

As done previous above, I will do a gap analysis about my 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?

	Improve referencing skills 






	I submit all my work being referenced to the Harvard standards.
	I am lacking the knowledge of knowing when and where to reference.
	I could read about it, possibly practice and finally speak to someone, either fellow students or Lectures.

	Improve my writing skills






	I read over my work I have completed to ensure It is academically correct.
	I believe that I am lacking the knowledge of knowing where punctuation must go.
	I can practise writing essay questions. I could also possibly start reading more. Seeing where the punctuation go may help me.

	Time management
	I always ensure my assignments are submitted on time.
	I am lacking the motivation to ensure I start/complete the assignments sooner.
	I could start assignments as soon as they have been given out.





[bookmark: _Toc32491447]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?

	Have all my referencing correct
	I need to reference to a strong academic standard. 
	When having my assignments returned back to me.
	Ideally I wish to be confident with referencing by September 2020.
	I need my Lecturers feed back.

	Have better time management
	Prepare to start assignments sooner.
	By uploading my assignment at least 2 days before it is due.
	Preferably  by the end of this term, before heading into my second year.
	I need a calendar which I can write set days in which I will be working on my assignments.

	Improve my writing skills
	Complete more essay questions to practice my punctuation.
	Having a piece of writing completed without relying on spell check as much.
	This will always be a goal of mine and have struggled for years. This means my goal will be further ahead than others, I want to complete this before I complete my 3 year course.
	Possibly receive my Lectures advice on pieces of my own writing, which isn’t an assessed piece.

	
	
	
	
	




[bookmark: _Toc32491448]Conclusion
 Finally, upon completing this piece of work I can now recognise the type of leadership skills companies look for and the vast styles of leadership. Upon analysing these and my own past employment in leadership roles I have identified my own core leadership skills and other areas that I can improve on. Doing this it has let me create goals for myself through the use of personal development plans and an area to strive towards. Finally, I looked into basic academic skills and how they transpire at a higher level of education. By doing this I was able to find through research the expected skills required and then further analyse them to my own skills. Meaning, I was able to find the skills that I am strongest at and the skills I struggle with. Once finding these, I set myself ways of improving them, once again with the use of personal development plan. 
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