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The author of this assignment is Rhian Davies, 28, living in Skewen. She is currently working for the world’s leading travel company, TUI. She has working in various departments of the business but as every day is the same she is looking for a way to excel in her career. She is juggling work, family life and study. 

[bookmark: _Toc32491436]Part 1 Employability 
[bookmark: _Toc456901517]
As a part of the study the author has done some extensive research into essential business leadership skills. One of these being investigator blog. There are 10 key business leadership skills you will need to succeed as a leader. 
The first being leading by example. This is when you will need to pitch in when needed. You are needed to lend a helping hand and make sure you are clearly understood by your team. It is better to be hands on leader rather than leaving your team to do the task. 
The second skill mentioned is passion, to inspire others through your own passion and enthusiasm. You need to believe in what you do, and others will follow your lead. You can inspire others from your own passion and enthusiasm.  
On investigator blog (Ref.9) it then explains the skill of being organised. Disorganisation breeds disorganisation. If you are confused and messy this will mean your team will be too. If you organised, then you will be more productive and so will your team. 
Another skill that has been mentioned is delegation. To be a great leader you need to delegate to a good standard. This is giving employees ownership of the work that had been assigned to them. You can’t do everything and as a leader you need to delegate effectively.
One of the key facts of being a leader or a manager is to take ownership and responsibility. The team needs to know that you will be there for them through the good and the bad – taking responsibility for the bigger picture. 
You need to get to know your team. You need to know how much they can take. You don’t need to bother with them outside of the workplace, but you do need to know what, if anything is going on in their personal life – as this is what matters to them.  	
She has taken note of the above and agrees that her current manager has the above skills. Her current manager is very approachable, leads and works by example and is always on hand if needed. She is constantly offering training in order to develop her team.
1.0 [bookmark: _Toc498692289][bookmark: _Toc32491437]Explore ‘Leadership Employability Skills’ in general
In order to lead the author needs to ensure that she needs to have the ability to influence people in order to achieve their goals. True leaders have responsibilities, generate results and set examples daily. 
The author has researched into Richard Branson who she thinks is an excellent leader. She believes that he has the following skills. (Ref.1)
Firstly, his ability to think differently - All leaders go about things in their own way. The ability to think different really sets them apart. There are no hard and fast rules about which leadership skills work the best; it is about choosing a style that fits the organisation and it optimises the talent available. 
He has an eye for talent - What leadership boils down to is people. You need to believe in yourself, your ideas and your staff. Branson claims that employers need to hire people who have the necessary skills, experience and drive but are also good cultural fit for the business.
Hands on approach- You need to get to know your staff, staying engaged with employees. ’Even though I don’t run Virgin’s companies on a day-to-day basis anymore, I still find it crucial to get out and about among our staff’. Being engaged with the business and employees will help to ensure that your employees see you as part of the team, not just the people watching from afar. 
An ability to delegate- finding the best people and giving them the freedom and encouragement to flourish. By carefully delegating tasks that are considered a low-level priority, it frees you up to deal with more important business decisions that will have a greater impact on your business. 
Willingness to listen and learn – It is vital that businesses are willing to listen and learn. This is because nobody, no matter how senior they are, or how impressive their CV, has a monopoly of good advice. Speaking to Forbes, Branson said ‘’ too much credit goes to me for what we have achieved at Virgin. The successes happen from working and learning with some of the world’s most inspiring and inspired people. 
Attention to detail – If you place the emphasis on getting the little things right and address everyday problems that come up. You can encourage a culture of attention to detail. Richard Branson told the daily telegraph – it is possible to have ‘’ a lot of fun with relatively tiny issues’’ whether this involves dealing personally with customer complaints or paying a surprise visit to front-line staff. 
Passion for the job – Business leaders need to be passionate about what they do – making strategic decisions, building teams and motivating employees to give their all. You are more inspired and to have greater ideas when you do what you love. Finding gaps in the market and creating products that make a real difference to peoples lives, can only be accomplished if you have a passion for what you are doing. If business leaders do something, they are proud of, it filters down through the team. 
Work life balance for longevity – By working hard everyday it with eventually catch up with us all. By this the human mind and body will become less productive. Branson encourages staff to take breaks, to sharpen the mind, rest, re-fuel and come back stronger. 
Finally, to make decisions – you need to be able to move on from mistakes, you need to ensure that you can ‘walk the walk’ as well as ‘talk the talk’. Nobody respects a leader that doesn’t get their hands dirty and innovate personally. It is critical to move on from the last mistake and focus on the next challenge. 
Branson was diagnosed with dyslexia, a learning disability. He focused on building his people skills that opened doors and opportunities to him in the world of business. (Ref.9)
When you compare the skills needed to be a good manager and a good leader, they are mostly used for both. 
The author has also done some research into the skills of being a manager. For this she has done her research on Carlo Ancelotti. Carlo Ancelotti is an Italian former professional footballer and is the current manager of Premier league club Everton. He is one of only 3 managers to have won the UEFA champions league three times and one of only two to have managed teams in four finals. 
Despite his initial reputation of being a tactically inflexible coach, he was given praise for his ability to find systems which would best suit his players.	(Ref.7) 
Ancelotti will take his players and make sure changes the way the team plays in order to suit them. When faced with adversity, Ancelotti didn’t quit, he didn’t give up, he simply did what he does best which is adapt. 
He is known for his modern day managing, being compared to Jose Marino who is known to be very cutthroat. His ability to switch tactics and philosophies appropriately, his faith and trust which endear him to his players, and his willingness to work within the confines, limitations and inadequacies of his employers, all make him a manager like no other.
After doing research into a manager like Ancelotti. The author sees him as a good manager. He doesn’t give up on his team. He works with him and finds what is best for them going forward. Individually and as a team. This is something that shows in his work and his previous successes. (Ref.8)





Skills needed for both-
Time keeping
Written skills
Listening skills
Oral communication
Teamwork
IT Skills
Patience
Time management





Skills needed for Employment-
Customer service skills
Skills needed for studying-
Essay writing









From the above table the author agrees that her manager shows the above qualities. Her manager shows exceptional work ethics and is someone she looks up to. She shows all the above employment skills and uses them daily. 

1.2 Evaluate own Leadership Employability skills 
The author has evaluated her own employability skills and can see that improvement will be needed. Below, through a PDP her areas are shown using the SMART model

	To be developed
	Expected goal 
	Actions
	Success
	Target date

	Working as part of a team
	Communication

Trust own decisions
	Work on different teams


Team gatherings to get to know each other
	Take note of everyone’s ideas
	01/12/2020

	Time keeping
	To work on organisation
	Timetable

To leave earlier in the mornings

Set work time goals
	Prioritise workload
	01/07/2020

	Trust own decisions
	To wider knowledge of all departments 
	Shine through my confidence
	Not second guess myself 
	01/07/2020



	Strengths
-Hard working
-Patient
-Work well under pressure
-Good knowledge of procedures
-Exceptional customers service
	Weakness
-Time keeping
-Anxious
-Second guess own decisions


	Opportunities
-Different departments 
-Lots of training
-Different job roles
	Threats
-More offshore jobs
-Store closures
-Rely of people for business
-Contact centre moving to a different part of the UK.




The author has undergone a test to see if she uses her left or right side of brain. From the results the author can see that she uses 56% of her left side of the brain compared to 44% of her right side of the brain. This means that she has a more Academic way of thinking. A person who is ‘’left-brained’’ is often said to be more logical, analytical and objective. See Appendix 1.
[bookmark: _Toc2883533][bookmark: _Toc32491439]1.2.1 Current Employability skills

The author has assessed herself and has the following employability skills. These skills are essential and needed in every job. 
1.Communication
She feels like she has good communication skills. She is used to dealing with angry and dissatisfied customers daily and putting things right. Communication is essential in her work. It doesn’t matter whether your face to face, over the phone or via e-mail, people can pick up on poor communication. Smiling whilst talking on the phone changes the tone of your voice. If you put short, sharp sentences into an email you can come across as quite blunt. It is also good to build a up a rapport with customers, employee’s as this is a good way of communicating with them. She is not afraid to speak up but is not a good public speaker. The author feels that this would take a lot of working on. 
2.Teamwork
She works well as part of a team. The author likes to hear other people’s ideas to work with as well as working with her own. She feels as though it is good to hear other people’s ideas as it can give you food for thought going forward. You can also learn a lot from your colleagues, not just your manager or leader. 
3.Problem Solving
The author is good at solving on the spot. ‘Solving on the spot’ is what shines through her work. From a business point of view is exceptional as having this done on the first call saves money and time- for both the customer and the business. This also puts faith back into the customer to return and book holidays with TUI.   
4.Initiative and enterprising
The author is good at using her own initiative and going forward with it. This is something that she does daily. Working in a fast pace environment, dealing with quite often, the press and sensitive and serious complaints, the author has always got to use her initiative and be quick thinking. When being on a call, things can change with a click of the fingers – you should always be ready to expect the unexpected. 
5.Planning and organising
She likes to know what is planned. The author likes to have structure. She is good at being organised at a work level but she wouldn’t say she was a very organised person. The author feels that she could take some of the organisation skills that she uses at work and put them in her day to day life.
 
What is the difference between a manager and a leader?
Management is a set process that will keep an organisation functioning. The process that they follow are about planning, budgeting, staffing, measuring performance and problem solving. Being a leader is very different. It is about aligning people by communication, motivation and inspiration. 
If an organisation is to run smoothly both management and leadership will need to run in tandem. Jonathan Gosling, professor of leadership studies at the University of Exeter business school. He points to the management technique known as target setting – a concept that will only work when good leadership is present. Target setting is a management technique used to focus attention to certain activities. How an organisation strikes a balance between management and leadership depends on the environment in which it operates. ‘’If the world is not changing, and you are on top, then management is essential but more leadership is really not’’ says Kotter. ‘’Leadership is always about change; it’s not about mobilising people to do what they’ve always done well to continue to do it well.’’ (Ref.6) 

[bookmark: _Toc32491440]Gap Analysis to identify ‘gaps’ in knowledge/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?

	Complete this current unit






	Already halfway through the assignment 
	Time and preparation 
	Make a timetable and get organised

	Progress in current role





	Customer service skills
System knowledge
	Business knowledge
	Pass university course.
Attend courses at work








[bookmark: _Toc32491441]1.2.2 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?

	Time keeping
	Organisation 
Work/life balance
	Timetable 
Structure 
Leave earlier in the mornings
Follow a plan
Prioritise workload
Set time goals
	01/04/2020
	Time goals 
Set a plan, stick with it. 

	Organisation
	Diary
Reminders
	Find a ‘home’ for everything
Create files
Sort emails alphabetically 
	01/04/2020
	Diary
Folder



To gain more knowledge with her reflection she has asked 5 colleagues at her workplace to answer a questionnaire about her using a scale of 1-10 (1 being awful and 10 excellent). The author has asked them the same questions for the results to be fair. 
Employee 1 – 
1. Is Rhian approachable? 
9
2. Is Rhian organised?
2
3. How confident is Rhian at her job?
10
4. Will Rhian help if needed?
10
5. Rhian’s time management?
8
6. Can Rhian solve on the spot?
9
7. Rhian’s customer service?
10
Employee 2 –
1. Is Rhian approachable? 
8
2. Is Rhian organised?
1
3. How confident is Rhian at her job?
10
4. Will Rhian help if needed?
10
5. Rhian’s time management?
6
6. Can Rhian solve on the spot?
9
7. Rhian’s customer service?
9
Employee 3 – 
1. Is Rhian approachable? 
9
2. Is Rhian organised?
2
3. How confident is Rhian at her job?
10
4. Will Rhian help if needed?
10
5. Rhian’s time management?
5
6. Can Rhian solve on the spot?
10
7. Rhian’s customer service?
10
Employee 4 – 
1. Is Rhian approachable? 
10
2. Is Rhian organised?
2
3. How confident is Rhian at her job?
10
4. Will Rhian help if needed?
10
5. Rhian’s time management?
7
6. Can Rhian solve on the spot?
10
7. Rhian’s customer service?
10
Employee 5 –
1. Is Rhian approachable? 
9
2. Is Rhian organised?
4
3. How confident is Rhian at her job?
10
4. Will Rhian help if needed?
10
5. Rhian’s time management?
7
6. Can Rhian solve on the spot?
9
7. Rhian’s customer service?
10

[bookmark: _Toc498692297][bookmark: _Toc32491442]From the above the author can see that she has scored the lowest on both her organisational skills and her time management. These are skills that the author agrees she needs to pay more attention to, both in the workplace and academically.
Part 2: Academic Skills 

2.0 [bookmark: _Toc32491443][bookmark: _Hlk498694375]Reflection on Academic Skills required for University Level Study 

Reflection is a purposeful activity for you to analyse your experiences for you to learn and to improve. In day to day life we reflect by asking ourselves things like – What happened? Why did that happen? What could I have done different? An academic reflection you can reflect to show that you have been learning along the way. (Ref.4)
In this part I will reflect I will reflect on my time so far studying my course. I began this course feeling quite anxious but also really excited for what was to come. After my first lecture I felt quite deflated and was left wondering whether I had it in me to complete this course. I wanted to stick with it and see how the next couple of weeks went. After my second lecture I felt more positive and told myself I could do this. Fast forward to my fourth lecture and something just clicked. I knew I could do this and started to enjoy studying and learning.
[bookmark: _Toc456901523]From the range of books available to me in the library and all the help and support that I receive. I can already see an improvement in my academic skills and my confidence is growing. 
I am looking forward to moving onto my second, third and final year and I am hoping to graduate from the course with a degree. I am glad I took the decision to come back to education. Even though the start was daunting it will be worth it going forward.
[bookmark: _Toc32491444]2.1 Evaluate own Academic Skills 
The academic skills required for your academic journey are –
1. Problem solving
2. Writing skills
3. Critical thinking
4. Reading 
5. Time management 
6. Research skills
7. Interpersonalisation 
8. Analytical
9. Dedication
10. Communication
11. Organisational skills oral and written  
12. Motivation 
See appendix 2.
The author feels that she has most of the above skills. She is dedicated to learning but needs to work on her motivation. When completing the assignments at home it is easy to get distracted and do something else. She is used to using her communication, problem solving, reading, writing and time management skills daily at her work. This can be carried over to studying. The author agrees that she needs to work on her time management as she is quite often known to be late.

[bookmark: _Toc32491445]2.1.1 Current Academic Skills

[bookmark: _Toc32491446]Gap Analysis to identify ‘gaps’ in knowledge/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 writing skills and vocabulary 





	Practise
Read – Use library
Listen
	Lectures 
Online support
Library
	End of academic year 2020

	Know all the steps to an assignment confidently




	Research
Write 
Learn
	Lectures
Library
Online support
	End of academic year 2020

	Better myself
	Complete course to a degree level
	Pass all years prior
	End of academic year 2023





[bookmark: _Toc32491447]2.1.2  Action Plan for Improvement

Below the author has completed a plan of what she wants to do academically.
	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 year 1 of course
	Plan
Work hard
Dedicate all spare time
Listen
	Pass
Attend graduation ceremony
	End of academic year 2020
	Lectures
Studying
Library
Online support

	Second year
	Research
Plan ahead
Attend all lectures
	Get accepted
Move onto third year
	End of academic year 2021
	Further research
Online support
Lectures


	Third year
	Lectures
Continue hard work
Timetable
	Get accepted
Move onto final year
	End of academic year 2022
	Research
Library
Lectures

	Finish with a degree
	Hard work
Dedicate all spare time
Timetable
Attend all lectures
	Get accepted
Attend graduation ceremony
	End of academic year 2023
	Library 
Lectures
Online research
Studying


[bookmark: _Toc32491448]Conclusion
 Both employability and academic skills don’t just help you in your job, but they also help you when you are learning. From doing my research I can see that you use the majority, if not all the skills in both. I feel that now I have a steady feel on what I want and what I need to do going forward. I have set goals in both my work life and my academic life and aim to complete these by, if not before, the dates I have set. From doing a questionnaire with my colleagues I can see that I need to improve on my time keeping and organisation skills. This I something that I agree with and will put into action going forward. 
After doing my research into the difference between a leader and a manager I have learnt differences that I didn’t know about before. There is a difference between them both and something I think, by having both a leader and a manger, businesses would benefit. Both the leader and manager I have researched about show very good employment skills and are extremely good examples to follow.
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