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

There are many employability skills which are required at leadership level, which at times may need to be develop. (Kumar, 2020) These would include things like communicating clearly and efficiently with your team. This avoids you going off on a tangent and making it easy and concise to understand and as a result you maintain the full attention and interest of your team members while conducting the meeting. Interpersonal skills such as active listening and maintaining eye contact. It demonstrates patience, empathy and positivity. All these lead to effective communication as listening is not the same hearing, so it is vital to pick up on non-verbal ques as well as what is being said. Another important part of effective communication is to pay attention to what you said and how you say it. This is because people can mis understand what has been said and get upset or take offense from it. So, by explaining things simply and avoiding jargon, you are not over complicating what is being said. Also, by maintaining a positive attitude and smiling often means people are more likely to respond positively. Even when things to work out and go to plan it is important to stay optimistic and learn from it rather than letting is beat you up.
Employability skills differentiate between mangers and other members of staff. For example, they are expected to give instructions out. When these instructions are given out, they should be clear to understand for the whole team and adapted for the target audience. For example, if you were to conduct the same meeting for both higher up management than yourself and then your team. You may need to adapt the context of the meeting as what your team may understand will be different from management. You are also managing a team; this would involve writing reports for your manager and PDP for your team and even dealing with sensitive staff issues. To do this effectively a skill that would be very useful is valuing diversity and difference. This is knowing the value of diversity and what it can bring. Also, understanding and being considerate of the different needs of different individuals. This is important as some staff may have different needs to others therefore requiring you to adapt your approach to aid this.
 Organisational skills from the list in the appendix means being organised and methodical. Able to plan work to meet deadlines and targets. Also, by monitoring progress of work to ensure you are on track to meeting a deadline. This would be key as a manager as you would need to manage your workload, your time keeping to be able to monitor the progress of  yourself and your team to be able to meet deadlines and targets that are expected of you. Working under pressure and to deadlines talks about having the ability handling stress that comes with deadlines and making sure that they are met. Being a manager, you need to be able to handle your stress and ensure your organised to be able to meet your deadlines. This skill also ties in with extras that are required of you as a manager. (Here Is a Look at the Role and Responsibilities of Today's Manager, 2020) These include managing projects and writing reports for your manager. It is important that you are able to manage your workload and use your time efficiently. You would also need to think critically about the projects, understanding how the project would fit in the bigger picture, is it going to benefit your team and the business? Are you going to be able to balance it with other work requirements?
Negotiation skills talks about having the ability to take on board other people’s feelings and explain your own requirements in a clear fashion to have both a win win outcome. By being able to negotiate you can get what’s best for yourself and your team.
The ability to learn and adapt is another vital skill that as a manager you would need. The table states that it is to be enthusiastic about your work and identify ways to learn from your mistakes which as a result then would mean you and your employee could benefit. As a manager I think its really important to show willingness to learn new skills as I think that you can both yourself and your team can benefit from it. It is important to accept feedback to move forward. Being able to self-evaluate which means to see yourself as others see you as a good skill to develop. This is because you may be able to pick up on ways you can tailor your approach to things. An example of this would be assertiveness Sometimes this can come across the wrong way making you sound aggressive towards an employee, so by making sure you adapt it so that you are approaching the situation with assertiveness instead. This will have a positive outcome then for both you and the employee.


[bookmark: _Toc32491438][bookmark: _Toc498692292]1.2  Evaluate own Leadership Employability skills 

Currently I have a few transferable skills which I have picked up along the way from previous jobs and within the one I have currently. These include communication skills, time management, technology skills and problem solving. At present I learn from my PDP which are put together by myself and my manger, these vary on a monthly basis. However, they all work around my end goal which is a managerial role within DVLA. So, each month we set am achievable goal for me in aid of gaining or improving the current skills I have to get me to that level. An example of this would be maintain positivity. In the past I had a tendency of getting quite deflated and disheartened if feedback from meetings and calls listened to weren’t what I expected. Now, I had adapted and optimistic and positive approach and finding the good in the feedback and accepting what I can to improve for next time. I feel the skills I have currently are at a moderate level, however if I was to become a manager, I think that I would need to expand them and maybe even tailor them specially to that managerial role.
Communication is a skill that I most definitely have, however it is one that can be improved. Currently I contribute to discussion within my team in meetings etc. At times, I conduct team meetings on behalf of my manager. In these meetings I discuss the weekly briefings that are issued my head management and then discuss any worries or queries that any of the team have. But when it comes to larger audiences, I am more reluctant to give my opinion. 
Skills that I have started developing within my current position within the DVLA are the receival and giving of feedback. In aid of developing my growth up the career ladder I have begun coaching other staff members on topics and computer systems I am very experienced with. By doing this I am listening in to calls and observing the use of the systems. An example would be whether the correct system has been accessed and if do has it been accessed in the correct way. I then create a side by side marking sheet which I then go through with my colleague. Another way of aiding colleagues’ progression is by allowing them to listen in to my calls and watch me navigate through the systems.  I recommended they make notes and at the end give me feedback too. I welcome feedback from them too and will take it board.
Another skill, which I think is a vital one in a busy working environment is being able to maintain a good sense of humour and being positive while under pressure. I think this is a very important skill and is also something that all managers should have too. When under pressure I think it is great to maintain being positive and having a good sense of humour, as it will improve staff moral on the whole team and lighten the load slightly. I think if you are being negative then it will affect your self-esteem and will have an adverse effect on the day as a whole. 
Also, evaluating and monitoring your own performance is something I think is important to do and should be done on a regular basis. Currently, I review my performance on a monthly basis. I firstly look back on how the month went myself, looking at my statistics for the month and reviewing my calls that have been marked by the quality team within DVLA. From here I then fill in a PDP where I can also review previous months and evaluate how I am doing. Once I have done this, I then sit down with my manager who will review the PDP that I have wrote and she will discuss with me whether or not she feels I have been fair on myself or there is something else I can improve on. Or even sometimes she feels I have been to hard on myself and that I should accept that I have had a good month. I think this is an important skill to adapt in a managerial role if I was to become a manager. I think you need to be able to evaluate yourself at times, otherwise you can’t always see if you are doing good or bad.
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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?

	Communication/ Interpersonal skills with mass people






	Moderate level 
	The confidence to use these skills at managerial level
	Feedback from my manager and my PDP

	Familarising self with legislation





	I know a lot of legislation but need to learn them more in depth 
	Learn the Acts within legislation and when to apply it
	Research on legislation.

	Brushing up on Microsoft
	 Basic Microsoft skills from college and school
	Long time since using it in depth last
	Microsoft help tool and guide 


	Speaking in public
	Can speak in small groups but then get very nervous talking in larger crowds
	To be able to speak confidently 
	Know what you are talking about, it will help you. Aid you
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1.2.2 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?

	This course
	Keep up to date with research and assignments and ensuring they are handed in on time
	By completing this course at the end of the year and passing it
	30/09/2020
	The support of my tutor, peers in class and online resources

	Mindful based stress reduction
	Watch some online tutorials on things for stress reduction. E.g meditation 
	By being able to manage my stress more effectively and not let things get on top of me
	01/07/2020
	The use of online resoures

	Mental Health Awareness Course
	Attend a 2nd course within work hours on mental health awareness. To learn strategies to be able to help myself, as well as others
	Passing the course and gaining confidence and more awareness
	15/06/2020
	Work related course with support of work colleagues and my manager
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2.0 [bookmark: _Toc32491443][bookmark: _Hlk498694375]Reflection on Academic Skills required for University Level Study 

There are many academic skills that are required at university level. One of these being how you communicate and present information. It is really important that the information that is being presented is clear and professional. The use of good grammar, presentation and the structure of the report will help aid these points. To be able to do these taking notes in lessons of key words and important information. But it should be relevant and concise. Afterwards it is a good idea to look back over your notes, fill in or expand on any certain points or blanks and also highlighting important information that you want to ensure is included in the report. By doing this when it comes to writing up your report you will be able to look back at your notes helping to structure the report and remind you of key pointers that should be included. Within the report the use of sign posting, and paragraphs should be used. This will allow the report to flow better, give it some shape, and make it much easier to read. By doing this it will then make your report well structured and organised which can help you work towards a better grade for your assignment.
Digital technology is something that is used for every assignment at university level. Being able to research effectively through the use of the online library and online resources is a form or research which is needed to form an assignment. When sources have been found online it is then important to conduct a C.R.A.A.P. test to be able to establish if a source is credible of not. Once this is established you will be able to use this research to put together arguments against something or even to support your opinion on the report. Sometimes research is used purely for a report that just requires different level of research. By having credible sources and conducting research will result in a more reliable and factual assignment with information that has relevance. 
Information gathering is vital for conducting a report. Information can be formed in many different ways including primary resources such as a questionnaire and secondary resources that would include statistics from trusted sources. There is also the use of data handling and different forms of graphs. All of these methods will help to bulk up your assignment with reliable information which can again support your opinions are even as a valid argument against a point within a report.
Researching and the analysis of literature and how the information is presented will structure your assignment in many ways. Using different research methods such as books, journals or websites are useful to use in an assignment. They provide you with valuable information which can help to expand pointers that have been made. However, it is vital that when you have analysed literature and used it within your assignment that it has been referenced with intext citations. (Save Time and Improve your Marks with CiteThisForMe, The No. 1 Citation Tool, 2020) The style of referencing that can be used is Harvard referencing, this is a style that is typically used by university students. Referencing is important because it allows the readers to navigate through the report and locate the original source themselves. By doing this is makes the report much easier to read and makes the report more organised and structured and most importantly you avoid plagiarism.
Organising your time to study efficiently is important to conduct effective reports. Over coming potential barriers to learning is how you can do this. This is by managing your time effectively, your work life balance and the support of family, friends and even peers on this course. There are many barriers that can interfere with studying and conducting reports. However, it is important to have back up plans and ways to over come these barriers. An example of this would be being a single parent, so because of this you would have to arrange childcare in order to be able to attend class. Also, it would be allowing yourself time to complete studying and home and writing an assignment.
[bookmark: _Toc456901523]
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Currently I have a few academic skills that can be used at university level. One of these being Maintaining a positive attitude and a good sense of humour. Since starting this course, I have focused more on myself and tried to be more positive when it comes to work life balance. I feel that by myself or my peers within my class remain positive and laugh and joke with each other allows us all to be a little more positive and happier despite our workloads. Overall, I feel that this doesn’t just improve my moral but possibly the whole class and maybe even the tutor.
Active listen is another skill which currently I have but no doubt could be improved. I think that active listening is important as it allows you to be build stronger relationships and trust with your tutor and peers in class. By doing this it improves the accuracy of my assignment as less errors occur. For example, rather than concentrating on what I want to say next within a group discussion, focus on what is being said currently. Avoiding responses to be completely irrelevant and instead a response which is of value.
Another skill which I think I currently have is applying and using specific knowledge for academic assessments. I am able to do this through conducting research and taking relevant notes in class. From doing this I am then able to form a base for my assignment which over time I can fill up with more information as the research continues. I also feel that the style of research I use is just as important. This is because some assignments are requiring different research to just online. An example of this would be for the last assignment I completed many different forms of research because it was a lot to do with the analysis for data. I was able to do this by completing secondary research such as a questionnaire and then going on and conducting graphs to analyse the data.
I feel that I am a very empathetic and compassionate person which is another academic skill. I find myself very involved with my peers. I am very aware and understanding of other people’s feelings. Which is important as at times people need to share these feelings and I think it is vital that there is somebody that they feel is approachable to be able to talk about them.
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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?

	Academic Writing 






	College level structure and basic writing skills
	The structure required at university level.
	Using a thesaurus for a wider range of vocabulary and improving the structure of my assignment.

	Communicating respectfully 





	Able to engage, give eye contact etc
	At times I can be saying one thing and my body language is saying another.
	Focussing on my body language and interpersonal skills

	Management of workload
	I tend to leave my work get on top of me and create a lot of stress
	A structure plan to eliminate some stress and help with the workload
	Become more organised and create a plan to help with this.
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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?

	This course
	Keep up to date with research and assignments and ensuring they are handed in on time
	By completing this course at the end of the year and passing it
	30/09/2020
	The support of my tutor, peers in class and online resources

	Academic Writing 
	By watching guides and tutorials and eliminating distractions to focus on my writing 
	Through the feedback of my next assignment 
	27/04/2020
	Support of family, friends and peers 
Through the use of online resources

	Communication 
	By taking time to focus on the conversation or by picking up on non-verbal ques to help aid the conversation 
	Seeing the difference in how conversations flow with people/ peers and especially management 
	01/08/2020
	Familiarising myself with interpersonal skills
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To conclude, I think that both employability and academic skills are important things to have. Even if the skills you currently have fall within those categories there still wouldn’t be any harm in enhancing them. At a managerial level, it is vital for you and your team to have some of these skills. Even for myself, I think that there is always room for improvement and learning new skills which could potentially aid my progression at getting to a managerial level in the future. 
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