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[bookmark: _Toc456901515][bookmark: _Toc32491435]Introduction 
Every individual needs to possess certain qualities and skills in order to hold and maintain a job. Employability and academic skills are important skills that are essential for career development. During this module I have gained many new skills such as, the use of digital technologies to support learning, researching, organising study effectively and analysing literature and presenting findings. These skills will help me in my learning journey. Other aspects covered on this module are reflective learning, personal development plans and action plans. Through this I have been able to strategically plan my study with the university. I have also written about my learning journey so far and have applied Gibbs reflective model to help structure my assignment. The model contains the following stages: description, feelings, evaluation, conclusion and action plan. (Gibbs, 1988). Reflective writing involves writing about past experiences and describing how you felt at the time of the experience, as well as reflecting back once the experience is over and explaining what you could have done differently.

 






[bookmark: _Toc32491436]Part 1 Employability 
[bookmark: _Toc456901517]
1.0 [bookmark: _Toc498692289][bookmark: _Toc32491437]Explore ‘Leadership Employability Skills’ in general

Employability is about the essential skills and qualities that an individual can offer in order to make them employable. Robinson (2000) suggested that employability skills are generic and not job-specific and are used in all industry types, business sizes and job levels ranging from the lowest to the highest position. She postulated that employability skills are generally split into three skill sets such as basic academic skills, high order thinking skills and personal qualities that are necessary for obtaining, maintaining and thriving in a job. She defines basic academic skills as being the skills needed to perform well in a job, whereas higher-order thinking skills are essential for logical and practical thinking, as well as problem-solving in order to progress. Personal qualities refer to the attitude and actions of employees such as being responsible and having a good work ethic. 
[bookmark: _Hlk34828977][bookmark: _Hlk36228531]Many employability skills are transferable and can be applied to a variety of different jobs and industries, they are often referred to as soft skills, and include communication ability, team working, problem solving and time management. These are the skills and qualities that are most sought after by employers and can be developed over time as well as being acquired through previous job positions, academic study and personal life. Other employability skills can be job-specific and require expert skill or knowledge in a particular field. These are known as hard skills and can be developed through job related training, formal education and online courses.

 Doyle (2019) lists the following employability skills as being important for workplace success:
· Communication - Many employers look for individuals with strong interpersonal and communication skills. This includes verbal and non-verbal communication, written communication, good listening skills and personal qualities such as dependability and strong work ethics. The ability to speak clearly and effectively encourages teamwork and productivity within the workplace and good personal qualities promote employee relationships.
· Teamwork – The ability to work well with others in groups and teams as well as working with people from different backgrounds and expertise in order to accomplish a specific task or goal.  
· Critical Thinking – The ability to identify problems, gather information and find viable solutions. Employees need to think logically and make reasonable judgements. 
· Ethics – Companies want employees to understand and follow company rules and procedures, as well as being trustworthy, reliable and act professionally and responsible. 
· Computer – Basic computer skills and knowledge are essential for most jobs and employees must exhibit a willingness to learn and adjust to new and changing technologies.  

All skills are equally important when it comes to job applications, but for management and leadership roles there are additional employability skills needed in order to promote the basic functions of management such as planning, leading and organising. The following six skills are the additional skills that a manager or leader may need to develop in order to “manage employees effectively and efficiently to get the best from them” (Brighton School of Business & Management, 2020)
1. Communication – Although an essential skill for every employee, effective communication is vital for managers and leaders within the workplace. Strong communication promotes the basic functions of management and when managers set specific goals and issue clear directives, employees understand what is expected from them. 
2. Good organisation – The second most important employability skill for a manager or leader. Having good organisational skills allows managers to plan, schedule and prioritize work in order to keep a department or project running smoothly. Managers and leaders within the workplace should have clear visions on what they are trying to accomplish and strategically plan ways on how to get there
3. Team building – This is an additional employability skill that a manger will need to acquire. Good managers encourage teamwork in order to strengthen relationships between employees and increase productivity within the workplace. A successful team relies on the trust between employees and managers. 
4. Leadership – Another important skill for managers and leaders within the workplace is leadership. An effective leader should motivate and inspire their team members and effectively push them in order to achieve set goals. 
5. Ability to deal with changes effectively – This skill refers to a manager being adaptable and flexible.  Managers and leaders within the workplace are required to guide their team through problems and provide relevant ways on how to problem solve enabling them to make the right decisions for the team and company
6. Domain knowledge – Although not as important as the other employability skills, managers can benefit greatly from understanding information that applies to a specific profession, industry, subject or activity. 

It is imperative for managers and leaders to have the fundamentals of employability skills, to sustain the life cycle of an organization and get the most productivity from their employees. Although the skills required by managers and leaders are similar to those required by general employees, it is apparent that a good manager should continuously improve and adapt their skills within the workplace to become an effective leader.  




[bookmark: _Toc32491438][bookmark: _Toc498692292]1.2  Evaluate own Leadership Employability skills 
[bookmark: _Toc2883533][bookmark: _Toc32491439]1.2.1 Current Employability skills

After identifying the skills needed by managers and leaders within the workplace, I compared them to my current employability skills. I have identified that many of these skills are transferable and have been acquired over time through various past job positions. Using a SWOT analysis to determine personal strengths, weaknesses, opportunities and threats, I was able to identify the skills requiring improvement, as well as additional skills needed to progress towards a managerial role within my workplace. 
[bookmark: _Toc32491440] (S)trengths –
Working in the hairdressing industry has led me to possess a high level of communication and interpersonal skills due to interaction with clients and team members within the salon. I can provide effective communication including written, verbal and listening skills which are imperative for managerial roles. Working as a team has led me to develop team-building skills and has encouraged creative thinking and promoted idea exchange. I have the ability to ask key questions to get the answers I need. Additionally, computer and organisational skills have been developed through reception duties such as scheduling appointments and can be improved to reach leadership and management level within the workplace.
 (W)eaknesses –
Having no management experience, I have weak leadership skills. In a team, I prefer to take a supportive role rather than a leading one, and I struggle with using my initiative unless I am very aware of what I am doing. I also lack problem-solving skills and delegation skills as working in my current job position does not require them.
 (O)ppourtunities – 
To grow leadership skills and better understand the role of a manager, I can request more responsibility from my employer. Another way I can build my current leadership skills is to take active roles within the community, such as becoming part of the PTA organisation at my children's primary school. This gives me an opportunity to improve current skills as well as gain knowledge on how to lead and support others. An additional opportunity to gain relevant management skills is through academic learning at the university. On completion of the skills for the workplace course I hope to gain management and leadership knowledge and skills.
(T)hreats – 
A threat to developing management skills is my lack of self-confidence. Although I can provide effective communication, I do not have the confidence to lead and inspire others. My current job role can also hinder my ability to develop leadership skills as I am not in a position to manage others and give authority.  
As a result of performing the analysis, I have identified that although most of my current employability skills match up to the skills required at the management and leadership level, I further require development in some areas. I plan to develop a wide variety of skill sets that are beneficial to becoming an effective leader and allow me to be successful and professional when applying for future management roles. I will measure my success with how satisfied I am with my performance at work and my ability to use newfound skills.  
Using gap analysis to measure the gap between my current skills, and required skills for a management role, I have formed a leadership development plan. This is presented below:    
[bookmark: _GoBack]

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 time management and organisational skills.




	 Use time efficiently and stick to a schedule.  
	Inability to multi-task and plan accordingly. 
	Evaluate goals and work at a sustainable pace. 

	Develop Leadership skills.






	Effective communication, Team-building skills.
	Self-confidence, inability to deliver authority and instructions. 
	Positive thinking, practice leading, gain knowledge in management skills

	Develop critical thinking skills.
	Analyse client feedback, contribute to promotional strategies.
	Problem solving skills
	Contribute ideas and solutions, evaluate decision making. 





[bookmark: _Toc32491441]1.2.2 Action Plan for Improvement

Comparing current employability skills with the skills required at the leadership level, I have produced an action plan for improvement. An action plan is a sequence of steps that must be taken, or activities that must be performed well, for a strategy to succeed (Good one to know!, 2020). The objective of this plan is to attain management and leadership skills and knowledge to enable me to apply for future managerial positions. Outlining a guideline provides a source of evaluation for progress towards achieving the end goal. 

	[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?

	Gain an understanding of leadership
	Get a mentor such as my manager to introduce new ways of thinking.
	Receive constructive feedback. Performance employee appraisal
	End 2020
	Receive constructive feedback.

	Build confidence in leadership
	Volunteer to lead and take roles with responsibilities. 
	Receive feedback from co-workers
	End 2020
	Mentoring and guidance from manager.

	Develop knowledge of core business skills 
	Complete university course. Accept relevant training.
	Re-evaluate my personal development plan to ensure I’m staying on track.
	End of skills for the workplace course.
	Attend course regularly.  

	Gain additional skills for the workplace.
	Complete university course. take advantage of new opportunities. 
	Feedback from tutor and assignments. 
	End of skills for the workplace course. 
	Complete assignments 







[bookmark: _Toc498692297][bookmark: _Toc32491442][bookmark: _Toc32491443][bookmark: _Hlk498694375]Part 2: Academic Skills 
2.0 Reflection on Academic Skills required for University Level Study 

Introduction
[bookmark: _Hlk36233090]A personal reflection of the skills I will need in order to study efficiently with the university. The skills have been gained over a few months from different modules during the skills for the workplace course. Academic skills enable students to pursue a high level of learning, which is imperative to survive in the modern economic and workplace environment. I have written about my learning journey so far and have applied Gibbs reflective model to help structure my assignment. The model contains the following stages: description, feelings, evaluation, conclusion and action plan. (Gibbs, 1988). An example of the model can be found in the appendix. 
[bookmark: _Toc456901523]
Description
Academic skills are a collection of learning strategies, study habits and time-management tools that enable students to study effectively at a university level. I started this course as a pathway into further education, as well as to gain additional skills for the workplace and to enable future employment opportunities. The first module of the course was about professional career development. During this module, I have learned about the various learning styles such as Honey and Mumford, Dantec and Vark, and used questionnaires to identify my learning style. I also learnt how to produce a personal development plan and on completion I was able to establish my employment goals. 
The second module was about digital skills and research methods. I learnt how to search effectively for relevant information through the online library and learnt how to appropriately C.R.A.P.P test research to ensure it’s from a reliable source. This has provided me with confidence when submitting assignments. Furthermore, the module I am currently studying is about academic and employability skills. Through this module, I have learnt about many academic skills such as how to communicate and present information, research and analyse data and organise study effectively. These are the skills that will help me to succeed in my academic studies during my time at university.
Feelings
When applying for the skills for the workplace course at the university, I felt very apprehensive before starting and unsure of the expectations required from me. Having never studied at a higher education level, I had some concern over the academic skills I possessed and how they would match up to the skills required at the university level. However, concerns started to diminish when I completed my first assignment and received feedback. Although not completely satisfied with my result, feedback from my tutor encouraged my studies and informed me that I could further develop my academic skills. I found my second assignment challenging and the academic writing was stressful. I struggled with referencing and found it difficult to grasp, leaving me to feel less confident when submitting my work. I also struggled to find relevant research and misunderstood parts of the assignment. 
During my current module, I have felt more confident throughout my learning process. I feel that I have learned the most from this module and it has provided me with essential academic skills that are required in order to continue on the course. 
Evaluation
I have enjoyed many aspects of this course so far, but my preferred topics have been employability skills and digital research skills. I think that both these topics have gone well for me. Through the topic of employability skills, I discovered what my strengths and weaknesses are and identified the areas needing improvement. This was useful to me and helped plan out my future career development.
 During the topic of digital skills, I learnt about qualitive and quantitative research methods and how to collect data. I also learnt about the importance of C.R.A.P.P testing to ensure my research is from a reliable source. This is an essential skill for my academic writing and has made me more confident when submitting my work.
Analysis
At the end of all three modules, I believe that I have developed and improved the skills needed to successfully complete the skills for the workplace course. I have developed effective methods that I believe will help with my academic writing and have a better understanding of what is required from each module. I can research sources and relevant information efficiently, and through the learning of time-management skills I am able to meet deadlines and plan my study effectively. 
Conclusion 
[bookmark: _Hlk36130279]During this module, I have learned about the various employability skills required at the management and leadership level. I have outlined time-management, reflection, inter-personal communication and networking as core skills needed to become an effective leader within the workplace. I have developed the use of digital technologies through research on the online library and have learnt how to appropriately C.R.A.P.P test research to ensure it's from a reliable source. I have identified my strengths, weaknesses, opportunities and threats for both academic and employability skills through SWOT analysis, allowing me to create a personal development plan to achieve effective leadership and overcome barriers to learning. 
Action plan
In order to be better prepared for future assignments, I will take more notes during class. This will help me recap over lessons and avoid confusion over module content. I will also be more vocal and ask for help when I do not understand something. I will read feedback in order to asses where I am going wrong and discuss strategies with my tutor on how to do this.   




[bookmark: _Toc32491444]2.1 Evaluate own Academic Skills 
After reflecting on my learning journey so far,  I evaluated my personal study skills and identified the gaps in my knowledge. I have gained many academic skills from attending the skills for the workplace course, such as how to write assignments, how to reference and how to manage time in order to study effectively. On completion of a gap analysis I have identified the gaps in knowledge and skills and know what I need in order to progress on the course.

[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 academic writing.






	Write structured assignments. Provide research to support opinions. 
	Clarity when answering questions
	To write assignments more clearly and provide more detail when answering questions

	Plan effectively for future assignments





	Manage time for study. 
	Follow an academic learning plan
	Take notes during class. Take time to understand requirements of assignment

	Academic referencing 
	C.R.A.A.P test references to ensure they are from a reliable source. 
	Ability to citate references correctly
	Refer to reference guide. Make use of the online library recourses. 





[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?

	Complete assignments on time
	Study effectively, Plan accordingly, adhere to study timetable. 
	Submitting assignments in on time. Feedback from tutor.
	End of every module.
	Study plan organise time in order to study efficiently. 

	Gain additional employability skills
	Follow study plan and complete each module. 
	Ask for feedback from tutor. Follow action plan.
	End of the course
	Follow personal development plan.

	Gain skills in order to become an effective leader
	Improve leadership skills when working in a team or as part of a group
	Feedback from fellow students.
	End of the course.
	Utilize leadership skills during team building exercises.  

	Complete the skills for the workplace course. 
	Complete assignments on time. Study efficiently.
	Feedback from tutor. Complete assignments on time.
	End 2020
	Orgainse time to study effectively on the course. Complete assignments on time










[bookmark: _Toc32491448]Conclusion
Employability is about the essential skills and qualities that an individual can offer in order to make them employable. Some of the skills most required by employers are time-management, reflection, inter-personal communication and networking. These employability skills are transferable and can be applied to a variety of different jobs and industries. They can be transferred from academic studies, previous job positions and online courses. Developing your academic skills is an essential part of successful study at university and your future employability. Academic skills include the use of IT, numeracy, academic literacy, problem solving, critical thinking, working with others and research skills (Skills for Learning: An academic skills resource, 2020). During this module I have used a variety of tools to help identify my employability skills and academic skills such as a SWOT analysis, gap analysis and personal development plan, and through reflective writing I have identified areas needing improvement in order to succeed on my course at the university. 
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