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Employability skills required by management and leaders in the workplace

Employability skills required by managers and leaders are the core skills needed to be able to organise, communicate and overcome difficulties that arise within the workplace. In the modern workplace employability skills have never been so important, due to the ever changing and developing industries. Over the last forty years modern workplaces have gone through massive change as technology advances. In the 1970s-1990s in most office spaces people were positioned in cubicles and expected to work independently, compared to modern days were team work and collaborating to complete tasks is highly encouraged. Sophie Deering (2016) was a good source of information on this. Employability skills are something that all employers look for, teamwork and communication is considered to be the most important employability skills to have in the modern workplace. An employer will always look for a high level of employability skills if you were to apply for a managerial position, due to the constant change in situations that arise require a high understanding to overcome, which having employability skills give you. 
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So what are the employability skills that employees look for in management and leaders?
Time Management- The ability to time keep and complete tasks within a time frame is possibly one of the most important employability skills. Time management has a massive knock on affect with efficiency and quality of work if not properly managed. Every job will require you to work within a certain time scale and being able to properly organise yourself and your team. Poor time management can lead to staff not given efficient time to do the task in hand or left to rush it which then effects the quality of the work. Time management isn’t difficult and does become a lot easier with experience. Being able to calculate how long a task is going to take allows a manager or leader to create a plan to work to, to achieve the target set. 

Delegation- This employability skill is being able to give tasks to your co-workers or employees in accordance to individual abilities, But improper delegation has a knock on effect with efficiency. A good manager delegates who does what job by ability and experience whilst at the same time being fair to their staff. In the workplace you wouldn’t want to put a new employee who’s inexperienced doing a task that requires a certain skill or knowledge as it would bring down work rate, but at the same time you have to delegate it so the inexperienced have opportunities to practice their skills and gain experience. By doing this it benefits the team in the long run.

Reflection- Being able to look back at a task you’ve completed or currently doing and being able to see where you’ve gone right or wrong to improve yourself,  your team or your work process. To be able to reflect on your actions you need to be able to see and understand where you or your team has gone wrong or right so you can then create an action plan of improvement from which you can come up with ideas to aid efficiency and productivity. To be able to reflect on your actions, it does help that you document the results on the task you have completed and compare it to work of a the standard you targeting for. 

Interpersonal communication- Being able to communicate is a skill that all managers, leaders and employees need to be able to pass on information, ideas and skills. This is the ability to convey information about the task in hand clearly to others, via written or verbal communication. Poor communication results in mistakes and a drop in work rate which overall drops productivity. Alison Doyle (2019) was a good source of information on this topic. In the modern workplace communication is considered to be possibly the most or second most important skill to have. Good communication skills allow you to learn about your co-workers or employees, giving you a better idea of their abilities at certain tasks. Been able to communicate properly also means being able to listen to others ideas and feedback which helps to improve process making them more productive and efficient. 

Problem Solving- This skill is being able to identify where and why you’ve gone wrong, and finding a way of adapting and overcoming any issues faced. As a manager or leader in the workplace you’ll be using this skill on a daily basis as issues arise. Every job will have unexpected barriers you’ll need to overcome, being able to problem solve and identify the issue and fix it is something all workers need, from the most basic employee to top management. Problems can arise in stock availability, staff requirements or skills and many other everyday tasks. 

Team Work- being able to complete a task as a group, and understanding certain team members are more qualified or knowledgeable in the area or task and taking on board their ideas and techniques rather than taking over when it’s not suitable. Some tasks that are physically demanding are usually made easier if working as a team. Being a good team player means helping your co-workers and employees in their tasks as well as being able to receive help and take advice on aboard.

Computer skills- This is having the knowledge on how to use computers and programmes to aid tasks in the workplace, by using excel and word to create files and input data to use to improve production and performance. The modern businesses and workplaces are massively run by computerized systems, which means people need computer skills to program them and record data. It’s not only Windows office files needed to be used. A great deal of manufacturing is done by computer controlled production, which requires a user to input data for it to work to. 

Multi-tasking- Organising yourself and your team to be able to complete more than one task at the same time whilst maintaining a high standard that you and others would expect. Management have to multi-task constantly, having to organise staff and training, as well as stock take and ordering. Being able to multi-task is a big must as manager or leader as you’ll be expected to deal with one more than one situation at once whilst remaining calm and keeping control of everything. 
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I would say in my opinion my leadership employability skills are good, but some skills do have area for improvement. My time management skills are good but I have occasionally lost track of time which has cause me to fall behind on tasks or having to rush to complete them causing a drop in my quality of work. Usually I am not to bad at following a time scale, and I do normally aim to complete a task ahead of time allowing me time to rectify errors and mistakes. My computer skills are good, but need refreshing on using office programs such as excel and PowerPoint, as its been a while since I have done some tasks on there. My teamwork skills are good, and I have no issues working with others and I enjoy helping others to complete tasks. My computer skills are good but would need improvement if I was to take on a managerial role which would require me to keep records and make spreadsheets displaying information.
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My current employability skills I have learnt are team work, inter-personal communication, multi-tasking, problem solving and delegation. I have learnt these skills from when I have had to work by myself or In a group of two or more, working in jobs varying from military, manufacturing and retail. Which meant working to a set speed to complete a goal or target by working together and communicating. I had to use my communication skills in every job I have had to be able to pass on information such as co-ordinates or manufacturing plans, and listen to others ideas and techniques on how to complete tasks more efficiently. In most jobs I have had, I had to complete tasks within a time frames as a group of two or more, such as planning routes in the military to ensure we reach the target destination with the time frame given. When planning co-ordinates I had to use problem solving skills to work out current location and accessible routes to take. I improved my computer skills when I had to program manufacturing plans into the robotics system and upload data to excel and other office programs, ensuring the all the correct parts were painted, increasing manufacturing rate and efficiency by doing so. I also had to improve my multi-tasking as I had to program the plans into the system whilst cleaning and loading parts and occasionally training others which meant one on one communication skills were needed. When working in retail my communication skills were in constant use relaying information on stock levels or communicating with customers around the store or at the till. In every job I have had, I had to be able to reflect on my performance to improve, usually I had performance meetings with management to see how training was coming along or areas of improvement, which meant I gained a lot experience and a fast rate. 
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	Objective

	Current Position

	Deficiency

	Action


	Learn to be able to input and track data using excel and other office computing programs. 


	 I am able to make charts and graphs but have a very basic knowledge in using Microsoft excel
	Knowledge on using excel and other officing programs 
	I will watch online tutorials and attend classes in computing.

	Improve my ability to work under pressure






	I can usually keep a clear mind, but when a job becomes frustrating as it isn’t going as planned or I haven’t been properly trained, my productivity decreases.
	Concentration and experience
	Get more confident at the processes needed to complete the task and don’t allow other issues distract me  

	Improve my written communication skills and punctuation
	I can write, structure a sentence and spell.
	Better knowledge on punctuation
	Take English lessons and research books and the internet to learn. 
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	Tasks
	Success Criteria
	Time Frame
	Resources

	Improve my Computer skills and learn to use Microsoft office better.
	Research using sources such as YouTube and Google. Attend a computer skills class.
	by completing the computer skills classes.
	Whenever possible.
	A computer skills class and tutor. Sources such as YouTube, Google and Microsoft office.

	Improve my time management.
	Create a schedule and ensure that the tasks are completed within the time scales set.
	By following the schedule I’ll plan and create.
	Whenever possible.
	A diary, to plan a schedule to follow.

	Improve my delegation skills
	When in charge of a group, I need to allow less experienced people to gain experience and skills, rather than giving the jobs to the more experienced.
	By being fairer when delegating jobs within a group.
	When completing a task as a group next.
	A group of two of more to put it into practice.
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What are Academic skills?
Academic skills are the skills needed to successfully learn at a higher level of education. These skills are what assist when constructing a sentence, revising, referencing and using programs to research.  Academic skills help students become more efficient learners. These skills include researching and independent working, which are transferrable in all aspects of life. Academic skills also make up a lot of employability skills too. 
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What academic skill are required for a university level study?

Digital Skills- At a academic level you need to be able to successfully use Microsoft office programs such a Word, PowerPoint and Excel to be able to create presentations and assignments on the topic your studying. As well as being able to confidently use internet browsers to research information on the given topic. Another reason digital skills are so important because it opens to door to use of social media platforms or research tools such as Moodle and MyTSD. Daniel Basel (2017) was a good source of information on this topic.

Research Skills- When studying in university, you’ll be expected to go off and research a topic for your assignments. Being able to find relevant links and books to the topic you need to be researching is something you learn over time. Part of knowing how to research is knowing what sources or links are relevant to the topic your needing to learn about. Research skills allow a student to be able to provide detailed information, analysis and advice on the subject. Having good research skills allow a student to identify an issue, gather relevant information from credible sources and come up with answer for the issue. ReachIvy (2017) was good source of information on research skills.

Independent learning- In university level education, you are constantly expected to go off on your own and research a topic. Being able to learn independently is a skill that’s needed by students in both academic and employability positions. Part of independent learning is setting deadlines and targets as well as organising yourself, your time and your work. A good way of independent learning is to create a study plan to work out what your weaknesses and strengths are, then you can figure out what aspects you need to revise or research more in order to advance your education. University of hull (2018) website was good source of information. Independent learning is also made up of other skills such as time management to be able to keep on track of what your learning.

Harvard referencing- When studying in university, being able to Harvard referencing is a necessity to avoid plagiarism for stealing others work or information. Harvard referencing means that if you quote an author, website or book, that you give credits to them, by inputting who the source was in the same paragraph and then giving the full information at the end in the reference page of your assignment, in regards to where you sourced the information such as the author, website or book name, as well as the date it was published and the date you accessed the information. There’s a few methods of referencing but Harvard referencing technique is the one that’s accepted by all education establishments in the UK. When students have to write assignments, Harvard referencing is used to back up what’s been written and provide evidence to a statement. 

Professional writing skills- When writing exams and assignments at an academic level you will be expected to use correct punctuation, spelling and grammar. Without this, errors can be made in understanding the information and can result in you possibly losing marks for your work. Professional writing is a tool of communication that’s essential in any every aspect of a students life; academically and socially. Most university courses require students to go off and write assignments which means this skill plays possible the important part in a students life. 
 
Numeracy skills- this importance of this skill is determined by what your studying in university, for a lot of courses numeracy isn’t used that much except for when it comes to working out statistics. If your studying for instance physics and mathematics then it would play a very crucial part in your learning. Some courses are more literacy based meaning you are expected to go off, research a topic and writing an assignment rather than doing equations or working out statistics, which means numeracy skills are not often used. But it is a skill that’s useful no matter what course you study as well as in everyday life. 
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My academic skills are relatively basic due to leaving school at sixteen years old, after finishing my GCSES, but I have always had a good knowledge when it came to academic subjects such as maths and English. My digital skills have always been relatively good in comparison to others when it came to programming, I can confidently use Microsoft word and search the internet to research for my assignments but I need to work and develop my Microsoft office skills as it would benefit me if I was to work in an office job. Currently I can send emails and attach relevant documents as needed. My research skills are acceptable as well, and I can confidently use internet browsers and books from the library to aid any studying I have to do. Ny numeracy skills are very good and I don’t struggle with any aspects of mathematics, and I feel confident I could complete any numeracy topics presented to me. My professional writing skills could use a bit of work, as my punctuation isn’t always correct or as good as it could be. But my writing skills in regards to spelling is good, and have no issues reading or structuring a sentence. The main academic skill I am lacking knowledge in is Harvard referencing due to having never been taught that technique through out high school education as we used a different system to reference our work. My independent learning skills could be improved as I can some times get distracted and fall behind the time scales I have set or had set for me. 

[bookmark: _Toc36239925]2.1.1  Current Academic Skills

The current academic skills I have such as digital computer skills I have learnt from ICT classes, when I attend high school, where I learnt to create presentations and essays on topics we were studying, we were taught to use Microsoft excel and other office programs. And shown how to create graphs and charts using them. My other skills I have learnt have been independent learning from when I have been studying and revising for my GCSE’s. Where I would set aside 2-3hours a day revising independently as part of my study plan using my own work and information on the internet or work books. My numeracy skills are good, I am quick at working at mathematical equations and statistics. And can put my skills to use in any academic situation its needed. My professional writing skills are good and I can structure sentences and write information correctly. My punctuation skills could do with a little bit of improvement, in knowing when to use certain punctuations correctly. My knowledge on Harvard referencing is very basic and have all recently learnt it, as it wasn’t something I was previously taught on how to do. I can reference websites with one author or organisation but other than don’t know how to reference books, podcasts or quotes. My research skills are good and I am able to research subjects relevant to the topic I am looking into. 
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	Objective
	Current Position

	Deficiency

	Action


	To get confident at Harvard referencing.






	I can currently reference websites with one author.
	I do not know how to reference books, authors and blogs.
	I can access and use the PowerPoint on Harvard referencing provided on the UWTSD Moodle website. I can also using internet to research this topic

	To improve my Research skills.






	I can use Google and other search engines to search for basic terms relevant to the topic.
	Knowledge of good research websites to use. 
	Ask my tutors on recommended sites to use to research on topics.

	Get confident using Microsoft office and improve my digital computer skills.
	I can use Microsoft word and PowerPoint. And have basic knowledge on how to use excel.
	I don’t know how to use excel confidently to store and present data at a high standard.
	By using YouTube tutorials and websites on how to use Windows Office. Use the ‘how to’ guide provided and set myself targets to hit, in order to progress.
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	Objectives
	Tasks
	Success Criteria
	Time Frame
	Resources

	To improve my punctuation skills.
	Practice my punctuation and use online programs to learn.
	By Setting myself targets to hit to progress my skills.
	Complete as soon as possible
	I will use online punctuation learning tool programs and I can also practice by writing either on paper or a computer.

	Learn to Harvard reference websites and quotes
	Use a Harvard reference learning computer program or book to learn from.
	By completing the Harvard referencing learning program or book. And by setting myself targets to complete.
	As soon as possible, so I can use it to benefit my course assignments
	I will need online learning programs or books to learn from. 

	Improve my independent learning by creating a study plan 
	I need to be more organised and take time to structure a study plan.
	By creating a study plan to complete then reflect on what I’ve learnt to track my progress
	As soon as I am given my assignment, come up with a study plan and time structure to work to.
	My tutor to provide me information on the what the assignment is and what is expected to be researched and learnt. And the date it is due in, so I can work and plan from that.

	Improve my Windows Excel knowledge
	To learn to create spreadsheets, merge data and create reports using Windows Excel
	By setting targets to achieve and recording progress and comparing it to what I wanted to be able to do within the given time scale.
	To be completed as soon as possible
	Will need to use windows excel.
Will also need to attend a computer course either in person or an online class
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