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1.0  Explore ‘Leadership Employability Skills’ in general

Employability skills from my own understanding are skills that you have or can build upon and that you are able to demonstrate. They are skills that to see in you or get from you when looking to employ or promote in a work environment. 'Employability is having a set of skills, knowledge, understanding and personal attributes which make a person more likely to choose and secure occupations in which they can be satisfied and successful.' (Dacre Pool & Sewell, 2007)
My previous understanding and thoughts behind leadership was associated with a directive, dictatorial person delegating work to others in a lower stature that themselves. However, since exploring and evaluating leadership my opinion has somewhat changed. I have learnt that there are a much more complex and varied skills sets that are required in order to be a leader. I am now able to see and understand what an employer will seek to find when looking for someone to be a competent leader and what type of skills and qualities are required to fulfil the roll.   I have also learnt that a leader is not someone who necessarily has the role of a leader but however has the skill in order to become one. 
Having looked in more depth of leadership skills I have identified 6 different skills that I feel an employer would be expecting from a leader or someone in a management position.
Being able to self-evaluate is a skill that helps an individual to observe, analyse and evaluate their own professional work and with the results to look to make improvement. Self-evaluation can be used in various ways in my place of work we use self-reflection through appraisals. Dick Grote, author of How to Be Good at Performance Appraisals says  - “I’ll admit it’s important to get the employee’s point of view in the process but this is the wrong way to do it,” In his view, since study after study has shown that we are horrible judges of our own performance. Timothy Butler, a senior fellow and the director of Career Development Programs at Harvard Business School also agrees with Grote however states “They’re an important source of information about what happened as long as it is done is a positive way”. So, although self-evaluation can draw out the negative points about yourself it also helps to highlight the positive and gives you a view of your strengths and weaknesses which then draws out the improvements that can be made. As a leader self-evaluation would need to be more frequent to analyse your ability to be innovative and to be able to adapt to change and aid those to adapt to change also. The Book of Tea by Okakura Kakuzō (1906) says “The art of life is a constant readjustment to our surroundings”. 
Time management is a skill that enables a person to be able to carry out more work in a short period of time they are able to do this by organising and planning, enabling you to consider how much time to spend on each activity. As a leader you would be expected to not only manage your own time accordingly but also take into consideration the time that you must provide to others and be able to help them to better manage their time and help equip them in doing so. 
Delegation as a leader is an important part of the role, Gary Yukl Ping Ping Fu (09 March 1999) explores the importance of developing and empowering individuals and how this is an important part of delegation. However, it is not a simple of process of just giving someone who is a lower potion then yourself your work. There are skills required to be able to delegate your work effectively and there are also processes in order to do so. Firstly, you would need to be able to assess and identify another person's experience, knowledge and skills and their overall ability to carry out the task in question. You need to look at the person's current work load an ensure that they have the time to take on the extra work. And would delegating this work require you to recognise their workload and responsibilities. 
Kwiatkowski C. (2019) Effective Team Leader and Interpersonal Communication Skills, looks at the how interpersonal skills and how this impact on the overall performance of a business. And it has helped me to better understand the role of interpersonal communication skills in effective leadership. Being able to make effective decisions is a big part of being a leader and doing this involves using your interpersonal skills such as having empathy and patience when making these decisions. How we interact and communicate with others is important, demonstrating active listening, demonstrating dependability, Motivation and flexibility. Having these interpersonal skills help us to be more adaptable and an attractive selling point to an employer. “Employers value interpersonal skills because they contribute to positive work environments and help maintain an efficient workflow” (Indeed.co.uk). 
Throughout this course we have gone through the process of reflection in order to be able to evaluate, analyse, draw to a conclusion and put in place actions to help improve our learning and development. In leadership having this skill would enable you to think about past events and take time to look and what happened during that event, what feelings did you experience during the event and after the event. Then take time to look what went well and what did go so well. As a leader you would need this skill to analyse the situation and then conclude and consider what else could have been done and what improvements could have been made. This could relate to training, meetings or a general conversation with another team member.
Transferable skills are skills that can be used in a different role, for example communication and organisational skills are skills that we use daily weather that is in the workplace or in your personal time. Forbes.co.uk states that there are 7 transferable skills that employers look for when seeking someone to fulfil a leadership role. 

· Technical
· Communication
· Critical Thinking
· Multitasking
· Teamwork
· Creativity
· Leadership

Looking at the list of skills I have touched upon and what Fobes.co.uk states I can see that some of these skills overlap with each other. For example, critical thinking skills involve analysing, interpretation, explanation and about being open minded we also use these skills when we use our reflection skills and self-reflection. Communication, empathy, listening, trustworthy, motivational are skills involved in being leaders and these skills are like interpersonal communication skills. Simon Sinek (1994) leaders eat last, states “leaders are not those with simply authority, they are selfless figures willing to relinquish their best interest for the betterment of those they lead”. A good leader is able to put other first, value them as individuals and as a reault of this gain their respect and trust.
[bookmark: _Toc32491438][bookmark: _Toc498692292]1.2  Evaluate own Leadership Employability skills 

Before looking at my own leadership and employability skills I decided that I would carry out an online leadership skills test ( Appendix A) to be able to evaluate these skills a little further. Communicate Vision was my result. I would say that I agree with the results as I communicate well and feel I communicate effectively.  
Having explored the different skills required in leadership employability it has aided me to explore and reflect on my own leadership skills. In this course I have learnt different methods and processes in order to help me to understand how to analyse and reflect such as Gibbs' reflective cycle (1988) & Kolb, D.A. (1984).  In my current role as housing law case worker we are required to be self-managed and be effective in manging our case work and workload daily. I have the skills to look at my work experiences such as when dealing with difficult cases and think about how well or not so well I dealt with the matter in hand.  Look at what was positive about the outcome of the case and look at what I could have done better. I am able put things in place such action plans in order to prioritise how I deal with the case and make decisions and what actions to take first. My job is very demanding and managing your time is very important however thinking about how I manage my time effectively I would say that my skills manging my time are pretty poor as I often get carried away with a case and often do less case work than others and also don’t always respond to emails in the time frame requested.  I recognise that this particular skill is one of my weakness, I can look to make improvements “What a man can be, he must be. This need we may call self-actualization” (Maslow, 1943).  Delegation is something that I do but not very often and there is no decision making involved within the process, I complete a case and it is the admin team who I then pass my work onto for them update my work systems. So, I don’t have to take into consideration their workload or their capabilities so my skills in delegation I would say are limited as I understand what delegation is and recognise it, however the skills I use to delegate work are minimal and weak point in my skill sets. I would suggest that my interpersonal communication skills are good and effective, I communicate with a variety of people on a daily basis and often have to use my listening skills to take in information and also have to show empathy and understanding to the client in the situations they are facing. (Kumar.S 2019) National skills network states that one of top required skill is to be a ‘good communicator’. However, I don’t use interpersonal skills in a team leader or managerial role such as understanding someone’s abilities and adapting or making changes to meet their needs. I am not responsible of much decision making or have team members that are dependent on me, however I have in the past been a manager of a homeless project and have had to use my own initiative in coming up with creative ways to make the project a success, I had to be self-motivated to make sure that deadlines were met and staff needs were met along with the clients. Negotiation was another skill that I used during my managerial role and being able to prepare a discussion, come to an agreement and implement the course of action. Looking back at this experience I felt that the confidence I had in my role as a manager helped to aid my negotiation skills. ‘Confidence is one of the most important skill in negotiation’ 9 Cochran2019). During the time of the project I had a heavy workload and looking back at that experience I feel that I worked well under the pressure. I have worked in a variety of different roles throughout my working career and have also worked in and around different countries and cultures.  So I would suggest I have a variety of transferable skills, my communication skills are good as I can communicate to a wide audience with active listening and demonstrating understanding where needed so for example if I have a person of a mixed ethnic back ground I am able to overcome language barriers and also show willingness to help in whatever situation they present themselves with. I work within a team and take part in team meetings and give my individual input as well as team input.
1.2.1 Current Employability skills
In order to look at my employability skills and look to make improvements I am going to carry out a GAP analysis to explore what I want to improve, by doing this I can highlight my strengths and my weaknesses and put in place an action plan to aid improvement. 'knowledge itself is power' Bacon's Meditationes Sacrae (1597).
[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?

	
Be able to improve my time management skills





	
Organize my calendar and team meeting agenda.  

	
Planning and preparing for additional workload and demand.
	
Prioritize, make lists, set some boundaries, stay away from distractions. 

	
Be more organised 





	
Organise my calendar. 
	
Being able to stick to my set calendar.
	
Set lengthy tasks in the morning as I work more efficiently in the morning rather than the afternoon. Try not to overload calendar 


	Be able to delegate more effectively.
	I know how to give work to others. 
	The understanding of what work would be better delegated to give myself more time for more complicated cases. 
	Look at my cases individually and look at hat cases can possibly be passed on the free up workload. 






[bookmark: _Toc32491441]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?

	Time management skills 
	Prioritize, make lists, avoid distractions, not take on too much work & set boundaries. 
	More cases will have been completed.
I won’t feel overwhelmed with other work-related tasks. I won’t work past my normal working hours. 
	Within 1 year 
	Employers 
Team members 
Stationary 


	Organizational skills 
	Lists 
Use calendar effectively 
	My completed cases will increase.
I will feel less pressure.
I will have set guidance to the layout of my day. 

	Within 1 year 
	Employers
Team members 


	Delegate effectively 
	Look at the abilities of admin staff
Identify easy cases that can be passed on such as general queries. 
	My hard outcome will increase, and soft outcomes reduced. 
	Within 1 year 
	Employers
Team members
Admin staff

	Successfully complete skills of the work place 
	Complete an assignments and carryout relevant research. 
	Assignments will be assessed and marked, and feedback given. 
	September 2020
	Tutor support
Online resources & library 
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There are a variety of academic skills required at a university level, time management, critical thinking, academic writing, presentation and writing skills are the particular skills that I have chosen to explore in this assignment. 
Time management is a process of looking at your specific activities and planning, organising and looking at ways to divide your time on each task presented. Having organization skills aids you to manage things in order of priority, difficulty and in a timely order. Having completed previous university courses at level 4 I agree that time management when submitting your assignment is crucial. Having good time keeping enables you to work more effectively and allows you not to work harder but have more time in order to complete the tasks in hand. And with the success of good time management you will get more things done in less time. University study entails a lot of research in order to underpin your arguments and this is a lengthy process all of which I have and am experiencing through this course. However, ensuring that tutor sessions are regularly attended and reading thoroughly all the reading material, from my experience is an important part of time management as each tutor session delivers the course material in bite size chunks this giving you time to digest the information and make sense of what is being asked of you in order to compile and complete the assignment. 
Academic writing is a style of writing that is used at university level and this helps the reader to be able to understand and make sense of the information being presented. It is planned and focused on a specific topic and answers the question presented and demonstrates an understanding of the subject.  It is structured, coherent, written in a logical order and brings together related material and points. It is evidenced, demonstrates knowledge of the subject area, supports opinions and arguments with evidence, and is referenced accurately. In my current university course, we are required to use Harvard referencing which is a reference style that I am not used to and find on occasion challenging. The way we are required to wright are assignments are of a formal tone and style, we are expected to write as a third person and use appropriate language and it needs to be concise and balanced. It also needs to demonstrate a clear path that gives the reader a clear guidance of where the point of the assignment is leading to and conclude.  
We as students are required to think clearly and rationally, and demonstrate understanding of the logical connection between ideas, this is called critical thinking. Critical thinking is a much-debated topic since the time of early Greek philosophers such as Plato (69/470-399 BCE) and Socrates (469/470-399 BCE) they emphasized that things are often very different from what they appear to be and that only the trained mind is prepared to see through the way things look. It is vital when carrying out research for our assignment we check that they are credible, and we are encouraged to carry out a CRAAP test on our information sources to ensure that the information is correct and relevant. 
Presentation skills are a process of being able to present a topic to an audience. You have to be able to demonstrate and introduce a topic the look to persuade and inspire the audience in your way of thinking. It is a speech that is informative and motivational and a good way to present a new idea or product. At some point during this course I am expected to present a small business idea and the challenges I face with this will be having the confidence in standing and presenting this to an audience of people engaging my persuasive skills enough to capture and motivate my audience. Harvard Business Professor John Antonakis looked at charismatic verbal tactics. In his research, he discovered that when executives used these verbal tactics, their leadership ratings rose a whopping 60 percent! When presenting, you should incorporate these three charismatic verbal tactics:
· Use Metaphors, Similes, and Analogies
· Rhetorical Questions
· Speak Powerfully
All of which I will be mindful of when carrying out my first university presentation. 
Writing skills are and important form of communication and the writer should be able to write their thoughts/ideas/opinions/facts/stories in a way that is readable and legible. Writing skills at a university level need to be to a high standard vocabulary, spelling, grammar and punctuation should always be checked before any submissions are made. It needs to be coherent so that the reader can easily understand what it is they are reading.  It should also give a clear picture of what you are trying to communicate. The beginning of the assignment needs to flow from the introduction to the very end conclusion. 
[bookmark: _Toc32491444]2.1 Evaluate own Academic Skills 
Having been out of education for a long period of time I have found it difficult to adapt my skills to the level that the university requires. My previous level 4 courses have been work based so most of the work was evidenced through the work and not a lot of academic writing was required. I have completed two assignments on this course as far and I have had the opportunity to look at feedback given and look to make improvements where needed. However, my time management is still an issue and this skill needs a lot of improvement. The impact of my personal life such as having 3 children and a full-time job can create difficulties in my attendance in classes and the ability to be able to regularly read through class material. And often find that my submissions for assignments are very last minute which has an impact on the quality of work I produce. As discovered in my leadership employability skills my time keeping and organisational skills are a weak point. 
My academic writing skills are I feel are one of my strengths however carelessness sometimes and not paying attention to detail has resulted in lower results and disappointment. I feel that I can present an assignment that is legible and gives the reader a clear understanding of the topic being addressed. I can give argument to my topic however sometimes forget the importance of evidencing my statements and underpinning them. Harvard referencing is new to me and I find it a difficult format to use however with the feedback and guidance from my tutor and discussions with other students I am slowly making progress on this. 
Since doing this course it is the first time, I have encountered critical thinking so being able to understand that information that I provide to evidence my arguments has to be from a reliable source is a new challenge. However, since doing this course I have learnt how to carry out a CRAAP test that helps me to ensure that my information sources are credible. Being critical of what you read on the internet, in books, the paper or social media is a new skill that I have acquired since doing this course. 
As far I have not had to do any form of presentation on this course however I do have previous experience, but the way that the presentation was delivered is different as to what is expected at a university level. In my previous presentations it was a way of delivering information to funders of the organisation and was more of a factual delivery of figures, so no capturing of the audience was required. Delivering a presentation with the skills that are required at a university level does give me some confidence issues as I have no experience, or the skills required. However, I do have the confidence in my tutor and fellow students to help me to learn and improve on these skills. 
My writing skills are good, and I feel that I have skills to be able to deliver well-presented and legible work. I know the importance of checking spelling, grammar and punctuation. Feedback from this course so far has helped me to identify patterns in errors that I commonly make for example being lapse with punctuation and certain words I often spell incorrectly. However, this is progress as the feedback is helping me learn and develop my writing skills. 

2.1.1  Current Academic Skills

As I have done for employability I am also here focusing on gap and SWOT analysis in relation to my 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 my time keeping skills. 





	Attend tutor lead sessions.


	Organization of time.
Lack of time in attending all tutor lessons.
 
 
	Manage personal time better by putting a timetable in place.
Complete action plans and prioritise my work. 


	Increase my understanding of critical thinking.




	I have to the knowledge and understanding of what a crap test is. 
	The time to think more about where I get my sources of information from and being pro-active with CRAAP tests. 
	Get help and guidance from tutor. 

	Gain confidence and skills in carrying out presentations.
	I am able to do a presentation. 
	I am not able to capture the audience imaginations. 
	Gain skills from speaking to public spealers.
Guidance from tutor. 
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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?

	To complete skills of the workplace programme. 
	Complete assignment to the best of my abilities. Use feedback to make improvements. 
	Through graduation and completing the course. 
	September 2020
	Tutor feedback
Tutor support


	Confidence in public speaking.
	Overcome fears by carrying out presentation within this course. 
	By completing the presentation and passing the module. 
	September 2020
	Tutor support
Public speakers input. 




[bookmark: _Toc32491448]Conclusion

Having carried out research into employability skills and academic skills I feel I have identified that I do have desired skills.  I have highlighted my strengths and weaknesses through carrying out both GAP and SWOT analysis and as a result of this now have an action plan in place to continue to grow and develop the skills that require some attention. I have discovered that leadership involves a variety of skills set some of which I already possess which has given me confidence in moving forward with this course and gaining the qualification that I am currently working towards. 
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