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[bookmark: _Toc456901515][bookmark: _Toc36240688]Introduction 
 Having good academic and employability skills is very important to achieve success in your career life.  You can apply academic skills in real life situations, within in workplace and day to day tasks. employability skills involve having responsibility and critical thinking which plays an important role in the workplace. Several studies help grow in the carer journey in lots of different ways. Every student is required to have academic knowledge to survive in modern workplace environments. Academic skills help students to improve their professional behaviour such as, formal writing, Digital Research, Harvard Referencing, Using Office software, Using the VLE, Assignment submission etc. Employability skills help people to develop their careers. Employability skills need academic skills to prove their capability. Gibbs learning model will help the report writer to identify any skill gap. Anyone can use this learning model to overcome their skill gap.

[bookmark: _Toc36240689]Part 1 Employability 
[bookmark: _Toc456901517]Employability is sets of skills, which helps you increase your formal behaviour in your workplace. employability is being able to have the enthusiasm to do the work set and having the will to finish it. Employability helps identify every individual’s personal brand. There are a popular 10 sets of skills which every UK employer looks for in their employees
Employability Skills can be defined as transferable skills needed by an individual to make them ‘employable’. Along with a good technical understanding and subject knowledge, employers often outline a set of skills that they want from an employee. These skills are what they believe will equip the employee to carry out their role to the best of their ability. Employability depends on your knowledge, skills and attitude, how you use these assets, and how you present them to employers. The table below has been compiled by a range of UK-based companies (see company details at the end of this guide), and it how they have listed their own the Top 10 Employability Skills which they look for in potential employees – that means you! We asked the companies to define exactly what these skills mean, and how you could show evidence of these skills in an interview or application for a job.
The report writer will be explaining how these behaviours affect the workplace and how a leader can use them in their lifestyles to become a greater leader in their job role using the following.

[bookmark: _Toc36240690]Communication and interpersonal skills
Interpersonal skills involve the ability to communicate and build relationships with others. Often called “people skills,” they tend to incorporate both your innate personality traits and how you’ve learned to handle certain social situations. Effective interpersonal skills can help you during the job interview process and can have a positive impact on your career advancement. Different. (indeed,2019)
This skill helps employees to work well with one another. They can finish any tasks successfully by understanding other team members which increases the company’s efficiency. Many great leaders used this skill to become known well in history.
Every leader must have communication skills some are good, and some used it badly. Martin Luther King is one of the best examples for having a good communication in the history. By using this method, he managed to make his speech motivational and inspiring which made him one of the greatest leaders in history. people still follow his techniques of communicating to become a better leader. He introduced four important communication lessons which made him a great leader.  They are following
· Power of communications.
· Unique effect of specific word choice.
· English language.
· Audience he spoke to, whether through written or verbal communications.
(Laura Petrolino, 2019).
Martin king Luther Never Underestimated the value of Words because this was only way to connect to the audience. When he speaking to his audience, he always chose words based on the following elements:
1. Tone of the message he wanted to preach.
2. The type of audience listening
3. Being simple only focusing on the topic.
4. Being passive towards his audience (very poetic with words)
5. Painting a picture in the listeners head to be understood better
Always thinking on positive which inspire his action. He never ignored the pain, sufferings or negative 
current situations but he only focused on dream as positive futures. He was always thinking of the positive which influenced his actions. He saw a positive future amongst all the pain and suffering
To become great leader, he kept his speeches simple and easy to understand by using straightforward words, he used one form of communication at a time. 
 (Spinsucks,2019)
Problem solving skills

Solving problems is a universal skill which applies to all positions in any industry. Not everyone is good at this, but everyone is usually having to face some sort of problem solving in their workplace. (CareerBuilder,2017)
Every organisation has problems and every individual has problems too. Some problems are more complicated than others. Whatever the problem is big or small problems these skills help to solve it effectively. These skills are very importance for employability because its helps to make the impossible, possible by using their individual knowledge. People are trained to do their usual jobs in the. If anybody becomes a good problem solver in their workplace, they become popular and easily noticeable. (CareerBuilder,2017)
A well-known leader, Richard Branson the founder of Virgin. He is a prime example of having a good problem solving skills he suggested that the main way to solve problems was to listen to others view of the problem, every time he approached a problem he asked his members of staff for a solution and ideas. He was always willing to listen to those who could help. He believed that there are no quick and easy solutions to a problem but asking or hiring the right people could solve the problem.
(Natalie Clarkson,2016)
[bookmark: _Toc36240691]Using your initiative and being self-motivated
Being self-motivated is being able to complete an activity successfully without being supervised. If working and one finds it difficult to complete the task, others find it easier to find possible solutions by using these skills. Using their initiative and being self-motivated gives the person new ideas to increase the sales and finish the tasks quicker.
[bookmark: _Toc36240692]Working under pressure and to deadlines
There are many jobs in the UK. Industries will always have a deadline that you have to meet, to achieve the company targets. this is include finishing the tasks by the selected time frame. Most of the time in the workplace you must show this skill to your employer.
In the current situation we are in where we are suffering from Covid-19, a great example, of a leader who is efficiently using this skill. The Prime Minister of the UK Boris Johnson is currently working under an immense amount of pressure. He is still managing to perform under this pressure and meeting the deadlines set. He has managed to use these skills and come up with a possible solution, which is to stay home to protect themselves and to stop the spread of the virus
[bookmark: _Toc36240693]Organisational skills
This skill will allow you to use your time, energy and resources to achieve the things which you have always wanted to achieve in the employability. This positive skill makes you unique in the workplace. If you work for a large or Small company, you need to keep a tidy and neat work area. it helps you to show your ideas and thoughts in clear way. 
[bookmark: _Toc36240694]Team working
This is a process where a group of people work together to achieve a goal or targets. The leader who can’t work with a team he/she has failed the team. Teamwork provides the best learning opportunities, such as, it can help you learn from one another and learn from each other’s mistakes. When team members work together, they can share their ideas, expand their skill sets and achieve the workload targets.
[bookmark: _Toc36240695]Ability to learn and adapt
This skill has become very popular and successful in the modern workplace. Technology is improving every day with these skills person can adopt a new technique to overcome the obstacle of changing technological power.in some jobs you have to be able to multi task and doing this will create a stress free environment and will increase the efficiency in the workplace
[bookmark: _Toc36240696]Numeracy
Having this skill means you are good with using numbers. Most businesses look for an employee who has a basic sense of numbers on the other hand, larger companies look for an employee with an advanced numeracy skill. This is mainly for working on numeral data.to This is another important skill to impress a modern employer.
[bookmark: _Toc36240697]Valuing diversity and difference
this skill teaches you, how to respect everyone. By understanding that everyone is different by their, race, religion, ethnicity or by their different ideas, but they all should be treated the same. Everyone should be treated equally in the workplace. Racial discrimination is unacceptable and more importantly it is an offence. To become very confidence and strong in workplace you must be diverse and value those who are different. 
[bookmark: _Toc36240698]Negotiation skills
Within workplace, negotiation is a process of building an agreement between two parties or more- employees, employers, co-workers, outside parties. There are multiple jobs where employees must possess a good negotiation skill to being successful in the workplace including sales, management, marketing, customer service, real estate, and law. sometime UK employer look for this skill, for example in the interview. (Alison Doyle,2020)
[bookmark: _Toc498692289][bookmark: _Toc36240699]Explore ‘Leadership Employability Skills’ in general
 To become a good a leader you must utilise and follow the 5 essential skills.  This also necessary to have the following skills to perform any job or fulfil any task in the workplace. personal qualities are very important as a leader as well as using all this learning point. (Morgan,2017,page. 227)
Some suggestion of techniques that can help a leader to solve complex situations.
Report writer will discuss the 5 essential skills below which can a help a leader to become a better leader.
[bookmark: _Toc36240700]Communication
As it was mentioned earlier of how one of the best leaders in the history used these skills to become a great leader. Any leader can have the best degrees, ideas but if they fail to communicate with their employees then the businesses success will be limited. Communication is the first step where a leader can make an understandable relationship with their employees. The main key is to understand every individual in the team and be familiar with their strengths and weaknesses you do this by listening to them by and from studying their body language. (Dori Meinert , 2019)
“The ability to communicate with clarity and purpose is the key to personal and professional success,” says G. Riley Mills, co-founder of Pinnacle Performance Co. in Chicago and author of The Bullseye Principle (Wiley, 2018).
[bookmark: _Toc36240701]Motivation
A great leader always holds a clear vision, is honest, kind and confidence. If a leader is not confident then he can never motivate his team to be successful. There are so many things that motivate us. A common reason to lose confidence is the fear of failing. A great leader is never afraid to hire people who are better than them. They will always help people to reach their goals and employees with leader’s support they can overcome their fears will become successful.  (Sean McPheat ,2017)
[bookmark: _Toc36240702]Positivity
 A great leader never judges the other team members, they always look for possible solutions. With having a positive mind set and creating possible solutions, a leader will achieve their goals with their team. Leader don’t just talk positive they make the impossible plan, possible. Being positive improves the employee’s morale and creates a good working environment for everyone to enjoy.

[bookmark: _Toc36240703]Creativity
Being creative is important in every industry, it allows leaders to add new things to the company and improves the atmosphere, it also enables leaders to solve problems quicker. It allows leaders to think of new modern things and helps them invent innovative ideas. Every leader is creative in their own way. Creative leaders can solve problems where others can’t.
(clutch, 2018)

[bookmark: _Toc36240704]feedback
feedback from a leader can help the employees to achieve their goals. it also builds a trust between the leader and the employee. An employee who receives regular feedback from the leader will improve their productivity in the workplace. It also raises their confidence to the job better.
(Ian Cornett , 2019)

[bookmark: _Toc498692292][bookmark: _Toc36240705][bookmark: _Toc2883533]1.2 Evaluate own Leadership Employability skills 
[bookmark: _Toc36240706]1.2.1 Current Employability skills
Employer always wants to hire an individual who has different sets of skills. Currently I have following leadership traits:
[bookmark: _Toc36240707]Numeracy /IT skills
In the contact centre I mainly use computers to do my work. As a team leader I’m good with the computer to complete my work.
[bookmark: _Toc36240708]Regular coaching
As part of my leadership role, I monitor my team’s activities daily. I coach them regularly and record their feedback on their file to encourage them to achieve their goals. I give feedback to my members to unsure the company reaches its set targets for the sales. Also, I monitor if they need any further training to complete their job correct and efficiently.
[bookmark: _Toc36240709]Health and safety
I ensure that the work environment is safe and clean for everyone to use, there are a few rules that the employees are familiar with so that they can keep themselves and others safe. I make sure that every new employee undergoes a training session, where they are taught the health and safety before they start their job. Any hazards in the work area is quickly dealt.
[bookmark: _Toc36240710]Motivating members
In the call centre employees are often stressed and tired. To overcome this issue every month I arrange different activities this is to motivate them, and to appreciate their hard work. I also do a monthly prize for the top seller so that they are encouraged to continue their level of work more. 
Interviewing new employee
My job also includes hiring new people. I make sure I hire the right people for the right job then these people find their role in the company enjoyable and interesting. I do this to make sure that every employee feels that their job is well suited to them. After interview I always show them the contact centre and introduce them with some key colleagues so that they can feel the working atmosphere themselves, to help them decide if they would like to work for the company.
[bookmark: _Toc36240711]Team meeting
 I arrange team meetings with my team members every month. In the meeting we discuss any issues anyone is facing internally or externally of the workplace. I listen to every single team member; I also bring up problems that we are facing and ask each member of their view. Also, I raise the issues discussed to a higher power in the company this to ensure that it is solved. By doing this my team knows that I’m supporting them, and they find me approachable to them. 
[bookmark: _Toc36240712]Monitoring attendance 
If an employee is ill or an emergency arises, I keep record of their absence, so that they can know how their absence rate is also then can check back in the future why they needed the day off. After the employee returns, I fill up a return to work form to fully understand their situation and find out if they need the company’s support, such as a change of hours or extra days off. Also, I make sure that they are fully aware of the consequences and the company’s policy on absents.

To find out my own leadership styles I asses myself with an online leadership self-questionnaire survey. After finding out the score from this survey I understand my leadership style better.
Which will show in my appendix A



[bookmark: _Toc36240713]Gap Analysis to identify ‘gaps’ in knowledge/skills



	





	Current Position

	Deficiency

	Action


	What do I want to do?

	What can I already do?
	What am I lacking?
	How do I fix this?

	
Health and safety training





	I have basic idea of my own and team safety, so I always make sure every workstation meets the company’s standards
	Proper training
	I will ask the management to arrange a training course so that I fully understand Health and Safety

	First aid






	I always keep the essential first aid kit with me for my own and colleague safety
	Proper training
	I will ask the management to arrange a training course so that I fully understand Health and Safety

	Progressing to a higher power
	I perform my team leader duties very well and my team is achieving their monthly targets.
	Being coordinated
	Set a development plan to show the managers that I’ve improved and overcome this weakness






[bookmark: _Toc36240714]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?

	Reduce the call que in the contact centre
	Keeping the wrap and hold at a minimum
	Seeing the call que reduce over a month
	24/05/2020
	Identify the reason why employees use the wrap and think of a solution

	Improve team members time keeping 
	Make sure the members know their work timetable
	Members will be at their desk ready to go at the end of the break
	31/3/2020
	The most organised member will receive a treat.

	Become contact center manager
	Keep on top of all my tasks and completing them to the best of my ability
	Become noticed and in the recommendations to become a manger
	1/2/2021
	Further training, a development plan

	
	
	
	
	













[bookmark: _Toc498692297][bookmark: _Toc36240715]Part 2: Academic Skills 
Utilising academic skills enables students to become more efficient learners. It gives the students courage to participate in the courses. This skill involves critical thinking and note taking these are vital for success in any career. Having these skills increases you chance of employability.
I will discuss some of the very important academic skills below:
[bookmark: _Toc36240716]Communication and presentation skill
This skill helps you to present your information clearly in the report you are writing or your PowerPoint, that you are presenting. It also shows your use of grammar, flow, structure and that you have fully understood the task set. This also involves answering questions relating to your presentation by using the facts and evidence that you have researched.
(Morgan,2017, Page.43)
[bookmark: _Toc36240717]Using modern technology to support learning
Having academic skills, help you to use modern technology which enables you to have more support for learning. You can apply the CRAAP test to understand the accuracy of your research. Using modern technology also helps you to use online libraries to allow you to bring your learning to a higher level. (Baker, T. 2016)
.
Learning how to gather data
Academic skills allow you to gather information effectively by using basic research. People with academic skills are good with handling data because they can efficiently sort it out, they can apply the statistics found to their work effectively to boost their performance. (Pasadena, California.2006)
[bookmark: _Toc36240718]Submitting work by researching and analyzing
Completing work sufficiently always requires evidence to support your point(s), the only way to source your evidence is by researching books, journals and online pages, using academic skills gives a full understanding of how to do this.
[bookmark: _Toc36240719]Analyzing and evaluating information
Academic work always requires referencing, when submitting a piece of work, you need to have the right referencing for the work. The referencing must follow the Harvard referencing technique. Using referencing allows students to achieve higher marks for their work
[bookmark: _Toc36240720]Time Management
Being academically smart helps you commit to you work, it is important to have good time management because it enables you to balance your work life with family life, also it enables you to complete work before the deadline.
(Morgan,2017, Page.52)

[bookmark: _Hlk498694375][bookmark: _Toc36240721]2.0 Reflection on Academic Skills required for University Level Study 
[bookmark: _Toc456901523][bookmark: _Toc36240722]Gibbs’ Reflective Cycle (or Gibbs’ Reflective Model)
 In 1988 an American sociologist, Graham Gibbs introduced his reflective cycle model, in his book 'Learning by Doing'. Gibbs reflective cycle inspired people to think logically about the experiences they have had. Gibbs' Reflective cycle model is used in various situations and is used during the evaluation of activities. From Learning by Doing reflection is used to improve the understanding of practice-based learning. 
(Gibbs, G. 1988)

His reflective cycle has 6 stages, they are described below:
[bookmark: _Toc36240723]Description
Giving a clear description of experiences by using specific and relevant details that happened during the event or situation
My experience was when I did my 1st assignment and now, I will use Gibbs reflective model to reflect on my experience. 
[bookmark: _Toc36240724]Feelings
 Feeling is how you felt during the experience, you can find this out by answering the following questions related to the situation or event. 
· How did you feel before the experience happened?
· How did you feel throughout the experience?
· How did you feel at the end of the experience?
· How did respond to the experience?
I was very excited for this assignment, and quite nervous as it was my first assignment, throughout the experience I felt very confused because I wasn’t sure about the research I had to conduct, at the end I felt relieved because I had no work left. My response to this experience was that I now knew what research I had to do and how I would present them in my assignment.

[bookmark: _Toc36240725]Evaluation 

 Evaluation is judging the experience; you can evaluate your experience by completing the following questions, this generates the positive and negative feedback for your experience:
· What worked during the experience?
· What didn’t work throughout the experience?
· How did the experience finish? 

During the experience I found that my use of knowledge helped me write the assignment, and using my notes worked with writing it, I found that using some facts didn’t work because they were false and they hadn’t been CRAAP tested on. Overall, in the end the experience finished off quite great as I found a solution to what didn’t work well.
[bookmark: _Toc36240726]Analysis
This is explaining the causes and consequences of your experience that occurred. It is mostly description
· Why do you think that some things went wrong?
· What do you think this led to the things that went badly?
· What do you think could be improved to avoid these things in the future?
· Why do you think some things went well?
· What do you think led to some things going well?
· Do you think that you could add more to make it even better?
I think that some things went wrong because I failed to use the correct form of research, the thing that led to this was my lack of knowledge of google scholar and online libraries. I could write down my sources of research before I start the assignments so that I’m not confused when it comes to use them also I can fact check my research. Some things went well because I had planned them out before I started the assignment. I could maybe add more research prior to the writing of the assignment and also, I could be clearer with what I’m going to do.
[bookmark: _Toc36240727]Conclusion 
This sums up your experience and what you’ve learnt from it?
· Did I learn anything new during this experience?
· What did I learn about myself in this event?
· What could’ve been done differently my me?
· Did I accomplish any of my learning objectives?
I have now learnt that I must clearly lay out my timetable and manage it to make sure I complete the task to the best of my ability, I learnt that I work bad under time, next time I should start earlier so that I can overcome this issue, I felt that I did reach my learning objectives and I passed the assignment.


[bookmark: _Toc36240728]Action Plan
This plan states your actions that have been designed to improve your knowledge or ability and experience, this needs to be specific.
· What steps should I take to achieve these advancements?
· In what areas can I improve on?
· What should I do to be well equipped to deal with this experience again in the future?
To achieve this I must read the textbooks so that I can improve my knowledge, I should improve on my evidence area as I can’t put evidence in to back my points up to overcome this I will highlight all appropriate evidence needed. To be well equipped in the future I shall read more around the topic, clearly lay out the work and prove read my work for small errors.
(Learning performance,2019)
[bookmark: _Toc36240729]2.1 Evaluate own Academic Skills 



[bookmark: _Toc36240730]2.1.1 Current Academic Skills
Currently as a university student, I am learning new things every day, I have described my current academic skills below:
[bookmark: _Toc36240731]Writing skills
I can present my work academically and grammatically correct, I also use the correct layout
[bookmark: _Toc36240732]Presentation skills
During my presentation I always use the correct flow and I make it interesting so that everyone is actively listening.
[bookmark: _Toc36240733]Time keeping
I manage to complete my assignments on time as well as balancing my family life, I also manage to work part time.
[bookmark: _Toc36240734]Learning log
I keep a learning log record to track my journey at to spot any improvements, seeing an improvement in my learning logs encourages me to do even better.
I keep a record for my learning journey to track my improvement. My learning log give me confidence when I see my improvement






[bookmark: _Toc36240735]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?

	To achieve higher marks.






	I know how to present an assignment and taking detailed notes.
	Knowing the structure of the assignment.
	By paying close attention when the teacher is explaining the structures. 

	
Referencing.





	I know how to source the references.
	I don’t know how to apply them to my work.
	 Ask the teacher to explain further. 

	Time managements.
	 Hand in assignments on time
	 Spreading my work load out, so that I can do it easily.
	 By starting my assignments earlier and create a study plan.

















[bookmark: _Toc36240736]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?

	Improve English writing and speaking
	Join an English learning course
	By seeing an improvement in my speaking and grammar tests.
	27.01.2022
	I need the correct course for me.

	Improve my focus in the classroom
	Need to take notes, ask questions and listen actively
	Higher marks in the assignments and I have learnt more
	26.03.2021
	I need the teacher to give me feedback.

	Being organised
	Plan ahead, don’t rush the work
	Improvement in assignments and being stress free
	24.07.2020
	 Highlighters to colour code my work.

	
	
	
	
	




[bookmark: _Toc36240737]Conclusion
Overall, in conclusion I have found out that your success relies on your academic skill capability and your employability skills. They are hugely connected; you can’t achieve a high-power job without using your academic skills as well. Finally, I saw how most of the great leader used both skills set to achieve what they did. 
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[bookmark: _Toc36240739]Appendix A
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