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Introduction 

This assignment will outline the employability skills required for the modern workplace and how they correlate to management and leadership level. It will show the employability and leadership skills I possess and how I can improve on them. This will be achieved by the use of various leadership frameworks were appropriate.
Furthermore, I will reflect on my academic skills and experiences that I have taken on board throughout the academic year using The Gibbs Reflective Cycle (Gibbs, 1988) and any additional theories as deemed necessary. From my reflection, I will demonstrate through my gap analysis and subsequent action plan potential areas of improvement.
[bookmark: _Toc35045816][bookmark: _Toc456901517]Employability 

According to the CBI (Confederation of British Industry) Employability skills have been defined as “a set of attributes, skills, and knowledge that all labour market participants should possess to ensure they have the capability of being effective in the workplace – to the benefit of themselves, their employer and the wider economy” (CBI 2009). They list these ‘transferable skills’ as;

· Self-management
· Team working
· Business /customer awareness
· Problem-solving
· Communication and literacy
· Application of number
· Application of IT
· Positive attitude
· An entrepreneurial personality

These employability skills consist of both ‘hard’ and ‘soft’ skills. Hard skills are those that are taught and gaugeable abilities that make a person technically competent.
[bookmark: _Toc498692291]Soft skills, on the other hand, include interpersonal and communication skills, presentation skills, team working and leadership, critical thinking skills, and a commitment to personal learning and development, etc. as well as academic skills. A 2017 Skills survey carried out by the CBI showed that 55% of employers’ soft skills were preferable to degree results and work experience (CBI 2017). These soft skills are predicted to be worth £109 billion per year to the UK economy by 2020 (McDonald 2015). The importance of the UK economy cannot be overstated enough.
Employability skills

The graphic below lists the top ten employability skills that are sought by a range of UK-based companies. 
These generic employability skills are becoming more important due to the labour markets competitive nature that requires a broad spectrum of attributes that employers are looking for. Besides this, as the modem workplace evolves, proficiency in information and social skills need developing for employees to thrive in the jobs market.


[image: ]
STEM learning (2019)

Taking each attribute in isolation, what mores would need fostering for any potential manager or leader to succeed;
Using your initiative and being self-motivated – being able to maintain self-control and discipline. Setting targets and working to meet them. Self-fulfillment is your reward. 
Organisational skills – being able to manage both people and projects. Having time management discipline and insight, as to, needs to be achieved.
Working under pressure and deadlines – as with organisational skill, patience, and planning. This will alleviate stress and promote mental and physical well-being. To achieve this effective time management skills are required and the use of Stephen Covey’s time management matrix as illustrated below is a useful tool to appropriate. Having good time management is important as research as shown (Britton and Tesser 1991). Further research by George et al (2008) displays an interdependence between time management and academic success.

[image: Image result for stephen covey time management matrix]
[bookmark: _Hlk34141121]Stephen Covey, (1989) 7 Habits of Highly Effective People 

Ability to learn and adapt – having a natural propensity to adapt to changing circumstances and to constantly learn and develop.
Communications and interpersonal skills – being able succinctly to explain all from organisation targets to set tasks. The more detailed the better. This should be conferred at all levels via all means. Interpersonal skills should be utilised effectively by being approachable and having social and emotional intelligence to create effective lasting relationships.
[bookmark: OLE_LINK1]Teamwork – as with organisational skill, a leader would need to imbue positivity for a successful team to flourish. Be responsive to the team’s needs. The ability to set clear goals and persist in achieving them. Doing so would require delegating responsibility to able team members but not necessarily authority (Charles B. Handy 1976)
Negotiating skills – Emotional intelligence is a prerequisite here. As is resilience, patience, perspective, and passion. And having the nuance to understand the situation at hand and having the foresight to see the larger picture despite organisational, cultural and pollical differences
Valuing diversity and difference – intolerance, patience, and understanding. Empathy towards others and flexibility to adapt your environment to accommodate the needs of others.
Problem-solving skills – Forward thinking! According to a Harvard Business Publishing report, Leading Now: Critical Capabilities for a Complex World, “Leaders must always be prepared to adjust their strategies to capture emerging opportunities or tackle unexpected challenges” (Axon L et al 2015).
Numeracy and IT skills – Understanding the numbers, the data and using it effectively to the benefit of yourself, your team and organisation. The ability to understand and adapt to any new IT development now and in the future
Examples of people both past and present in public life that exemplify some of the attributes required for employability as discussed above are;
· [bookmark: _Hlk34142147]Communication and interpersonal skills – actors, Matthew David McConaughey and TV presenter David Michael Letterman all of who have degrees in Communications (Communication Studies 2012).
· [bookmark: _Hlk34142325]Problem-solving skills – Albert Einstein, James Dyson and business leader Richard Branson who wrote in a blog “launching a business is essentially an adventure in problem-solving” (Richard Branson 2013).

· Working under pressure and to deadlines:  a psychological trait akin sportspeople e.g. Rory Mcllory and the late Kobe Bryant (Amy Morin 2020)

· [bookmark: _Hlk34142495]Negotiating skill – Nelson Mandela, Theodore Roosevelt and Henry Kissinger (Jeff Cochran 2018) 

[bookmark: _Toc35045817]Leadership Skills

Leadership Theories and Frameworks

According to a definition by Indeed the online recruitment agency “leadership skills are skills you use when organising other people to reach a shared goal. Whether you’re in a management position or leading a project, leadership skills require you to motivate others to complete a series of tasks, often according to a schedule. Leadership is not just one skill but rather a combination of several different skills working together” Indeed (2020). 
Management and leadership styles are not cast in stone and are a matter of personal choice. Research has been carried by various luminaries and for the purpose of this assignment four will be discussed. A more detailed but not exclusive list produced by the Chartered Management Institute (CMI 2015) and (Mindtools 2020) can be found in Appendix A.
Trait Theory – This identifies specific personality traits that distinguish leaders and non-leaders. It’s based on the understanding that it’s in your ‘DNA’. The father of Trait theory Ralph M. Stogdill surmised that certain traits lead to certain skills as a leader as per the table below;

	[bookmark: _Hlk34865868]TRAIT
	SKILLS

	· Adaptable to new environment
· Alert to the social environment
· Ambitious and achievement orientated
· Strong-willed
· Collaborating
· Decisive
· Reliable
· Commanding
· Energetic (high activity level)
· Assiduous
· Confident
· Stress management
· Willing to assume responsibility
	· Intelligent
· Abstraction
· Creative
· Diplomatic and adroit
· Linguistic
· Conscious of group
task
· Administrative
· Convincing
· Socially adept




However, others contend that it’s a simplistic approach and other factors are at play that in turn led to the formation of behavioural theory that states ‘a leaders behaviour is the distinguishing factor that can be taught’ whereas the situational theory states that a ‘leader emerges to fit the situation’, adaptability is the key component.
Kirkpatrick and Locke (1991) combine both theories and suggest the key traits for a leader;

· Drive
· Leadership motivation
· Honesty and integrity
· Self-confidence
· Cognitive ability
· Knowledge of the organisation

Lewin’s Leadership Styles Framework – In the 1930s, Kurt Lewin the father of Social Psychology identified three types of leaders, namely; 
Laissez-faire – this type exemplifies the hand-off approach to leadership. Guidance and resources are their forte. 
Autocratic – this is the opposite of laissez-faire. This type of leader exerts total control with no leeway given to the decision-making process.
Democratic – this leadership style is a compromise of the above two. A leader will make the final decision after consulting and deliberating the opinion of others.
As the graphic below shows the ideal any leader should aspire to is the middle ground. 

[image: ]
Theory X and Theory Y – Douglas McGregor at the MIT Sloan School of Management characterised traits of motivation and management in the 1960s. His belief led to the identification of two opposing sets of management and leadership styles that he termed Theory X and Theory Y.

[image: ]
Theory X and Theory Y. Adopted from Google image
Theory X advocates people’s dislike of work demand a level of control and direction to attain results. Motivation in the form of rewards and penalties are utilised thereby perpetuating an autocratic and or paternalistic leadership style.
Theory Y, however, highlights satisfaction through work and motivated by way of recognition and appreciation.
Adair’s Action-centred Leadership – This model describes leadership as three interdigitated circles of responsibility and concern and the link between them.
As per the graphic below, the areas of concern the task, the individual and the team. All are comparable and balance between them would be the perfect panacea. As such a leader would vary the distribution of each element to suit the situation in hand. 
[image: Action-centered Leadership Model (Adair, 1968) ]
[bookmark: _Hlk34143356]Adair International Ltd, (2017)

[bookmark: _Toc498692290][bookmark: _Toc35045818]What makes a good leader?

[bookmark: _Hlk34143386]The Balance Small Business defines leadership as “the art of motivating a group of people to act toward achieving a common goal” (Ward, S. 2020).
As elucidated previously, there are a plethora of management and leadership styles, theories and traits, but what are the extra ingredients that transcend the ordinary to the sublime in the realms of leadership.
There are many qualities and skills required for leadership and many have been put forth. Examples of which are, Guidham (2011), Smith (2007) and Stenberg (2007), all contain the basic ingredients or traits needed metaphorically speaking as listed below;

	
· Accountability
· Commitment
· Communication
· Confidence
· Creativity
· Delegating
· Diplomacy
· Emotional intelligence
· Empathy
· Empowerment
· Feedback
· Flexibility
· Humility
· Initiative
· Influence

	
· Integrity
· Motivation
· Open-minded
· Perspective
· Passion
· Patience
· Positivity
· Purpose
· Problem solver
· Resilience
· Responsibility
· Trustworthiness
· Transparency
· Trust
· Vision




[bookmark: _Hlk34143523][bookmark: _Hlk34143491]These traits are, however, not equally distributed between both men and women. A gender gap materialises depending on the trait. According to a Pew Research Centre report, women are more likely than men to say 64% against 47% compassion is an important trait, with innovation, 61% against 51% and ambition; 57% against 48% to quote a few (Kim Parker et al (2015).

[image: Women Seen as More Compassionate, Men More Decisive][image: Younger Women Say Ambition Is Key to Leadership]
[bookmark: _Toc35045819]What makes a great leader?

The above table can be broken down further to encompass the essentials of leadership as per the graphic below. These ‘essential’ skills are those reserved for the upper echelon of leadership; the great leader.

[image: ]
[bookmark: _Hlk34143677][bookmark: _Hlk34679251]Czinkota, A. (2018) 
[bookmark: _Hlk34143802][bookmark: _Hlk34143873]There are many examples throughout history and modern times be it in science, politics, business or the military to name but a few were examples of great leadership exists. A fine example of this is Nelson Mandela. He epitomises many traits of a great leader. A man who went from a humble clerk to the leader of the armed wing of the African National Congress that led to 27 years of imprisonment to eventually in May 1994 becoming the president of South Africa and along the way in 1993 winning the Noble Prize for Peace (Biography Channel 2010), (Biography.com 2020). 
Nelson Mandela has offered lessons of his own in leadership as the illustration below shows.
[bookmark: _Hlk34143997][image: ]
Roshanzamir, A. (2019)
These lessons exhibit many traits of leadership that made him great. Lewin’s leadership framework of Democratic leader applies as does that of a transformational leader (as per the graphic below)

[image: Components of transformational leadership. Notes: Data from Dionne et al. 22 ]

[bookmark: _Hlk34678837][bookmark: _Hlk34144344]Veloo, H. (2016)

Transformational leadership motivates others to extraordinary accomplishments through sheer charisma, inspiration, attention to detail and emotional intelligence. He had the resourcefulness to “engage with followers and create a connection that raises the level of motivation and morality in both the leader and the follower” (Northouse, 2013, p186).
One could argue that there was a desire, a need for democratic freedom, land reforms and the distribution of wealth amongst his followers. This motivation can be attributed to Maslow’s theory (1943) of the Hierarchy of needs.
The emotional intelligence needed to achieve this requires “self-awareness, confidence, self-regulation, conscientiousness, motivation, empathy, and social skills” (Goleman, 1995) as well a situational awareness as typified by Hersey and Blanchard’s (1977) theory.
His ability to see the bigger picture and get others to support the greater good rather than their own petty agender (Kuhnert, 1994)
In negotiations he understood that multiple stakeholders were involved and that there was a need to be inclusive through effective communication, encouraging participation and being openly supportive and sensitive to disagreements; a “social architect” (Northouse, 2013, p197).

[bookmark: _Toc35045820]Employability and leadership skills Gap Analysis

Having answered some questionnaires (Appendix B) about my employability and leadership skills I have been able to ascertain my deficiencies and I have outlined these in the Gap analysis below.

	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?

	
I want to learn how to better manage larger teams who are challenge my style of leadership






	
Team building skills for small groups

	
Experience with working in large groups
Conflict resolution skills
	
Work with larger groups

	
Acquire the relevant skills necessary to communicate at all levels, from the top to the  bottom of any organisation





	
Basic listening skills

	
Counselling skills
	
Participate in leadership workshops and courses 

	
Improve my presentational skills at group level and engage with the listeners





	
Basic presentation skills
	
A larger group in the workplace to utilise
	
Participate in workshops and courses in public speaking

	
Gain an awareness of other cultural groups and diversity

	
Basic multicultural diversity understanding

	
A greater understanding of different cultures and languages to overcome differences (Knight. D et al, 1999)
	
Mingle with other culturally diverse groups
Take part community projects
Do charity work within ethnic groups







[bookmark: _Toc35045821]Employability and leadership skills 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?
	Who or what do you need to help you?

	
Ability to work more effectively in teams by understanding the strength and weaknesses of team members
	
More teamwork exercises.
Self-assessment in groups.

Understanding the theory of teamwork i.e. Belbin (1981) team role model. Specifically, the knowledge and skills I bring to the group and task at hand

Use a Johari window to help better understand my relationship with others, Joseph Luft and Harry Ingham (1955)

Learn to compromise as a tool for conflict resolution (Bartos, O, and Wehr, P 2002), (Jeong, H 2008)

	
Improved team spirit and rapport, therefore, less confrontation.

When I feel I have command of the situation through collaboration and teamwork and therefore increased motivation and results (Schyns. B et al, 2009) 
	
30th Sept 2020
	
Fellow student, family, and co-workers

	
Understanding, clarity of thought for better communication and articulating my thoughts succinctly 
	
Learn the 7 Cs of communications (Education Executive 2017)

Using direct communication; The Helical Model of Communication (Businesstopia, 2018)

	
When communication at all levels has improved and that the team is actively pulling in the same direction.
	
30th Sept 2020
	
Counselling workshops,
Feedback. Tools to communicate i.e. WhatsApp.

	
To speak clearly without hesitation to large groups and audiences
	
Public speaking workshops, making speeches, practice with peers and feedback
	
When presenting comes naturally and when I’m accepted as an equal by my peers 

	
30th Sept 2020
	
Attend business seminars, watch videos of peers at speaking events, being a toastmaster, practice time.

	
To understand other cultures' diversity and gain different language skills, new ways of thinking. New knowledge, and different experiences.
	
Take relevant courses, diversify network of friends, family and work colleagues. 

Understand the extent of qualities I may or may not possess according to Sheridan’s (2005) – the 7Cs
	
When I have greater respect and understanding of other cultures and diversity without any bias or prejudice. 
	
Lifelong learning.
	
Cultural events i.e. religious festivals, weddings, and charitable/community events



[bookmark: _Toc498692297][bookmark: _Toc35045822]Academic Skills 

[bookmark: _Toc456901523]According to Cardiff Metropolitan University academic skills are “aspects of behaviour learned by students while studying that are required to operate successfully at the level of higher education; practicing these skills leads to the development of graduate attributes, such as problem-solving and analytical ability, effective communication, and creativity and innovation. Academic skills are made up of core skills, such as academic writing, presentation skills and referencing, which underpin more complex skills, such as critical thinking and reflective practice” (Cardiff Metropolitan University 2020). 
These comprise of:
· critical reading and thinking

· essay writing 

· Use of digital technologies to support learning

· researching and analysing literature

· Information gathering techniques including basic research methods, data handling, statistics, and graphs

· analysing and evaluating information 

· Harvard Referencing and inline Citations
· essay writing for exams  

· motivation and goal setting 

· note taking for revision and exams

· presentation skills 

· reflective writing

· revision and exams tips

· managing your time

· time management for revision and exams

· developing your writing 

· working in teams

Adapted from Cardiff University (2020) and Ault, J (2019)

There have been numerous researches generated to link employability skills to that of academic skills. They include Mayer, E. (Chair). (1992), Enright, M. K. & Gitomer, D. (1989), Miles, J.J., Cairns, S. & Huston, M. (2002), Grehan, P. M., Flanagan, R. & Malgady, R. G. (2011)
[bookmark: _Hlk34145401]Further research by Blaxell and More (Blaxell, R, & Moore, C 2012) have shown a symbiotic relationship between employability and academic skills, reproduced in table Appendix C.
Indeed, academic institutions as educators understand the need to develop and nurture these skills by offering workshops to their student base to prepare them for the future an example of which can be found in Appendix D
[bookmark: _Toc35045823]
Current Academic Skills

To understand where I am in my learning cycle, I need to take a step back and reflect upon my personal and professional development putting together theory and practice.
To do this there are many models of reflection available, they include;

· Kolb reflective cycle (1984)
· Driscoll model (1994)
· Schön model (1991)
· Rolfe et al’s Framework for Reflexive Learning (2001)
· Atkins & Murphy model (1993)
· Brookfield model (2005)
· Johns’ Model for Structured Reflection (2006)
· Mezirow model of transformative learning (1981)

Each has its advantages and disadvantage. However, for simplicity, my model of choice is the all-embracing model of the Gibbs Reflective Cycle (1988) as set out below. This endeavour requires a four-stage approach involving a reflection, a Gap analysis of my deficiencies, a SWOT (Strengths, Weaknesses, Opportunities, and Threats) analysis culminating in an Action plan of possible solutions and objectives.

[image: ]

Gibbs’ reflective cycle (1988)
[bookmark: _Toc35045824]Description

Until July 2018 I was a self-employed business proprietor. I maintained my business for nineteen successful years. However, the difficulty in recruiting suitable staff and the ongoing drama of rising costs meant the future looked bleak and I felt it would be prudent to alleviate myself of the business and seek greener pastures. This would necessitate a career change. After a short employment stint at the local airport, I took on a part-time bookkeeping job at a local wholesaler. I studied bookkeeping many years ago and did work on an ad hoc basis for some ‘pocket money’.
[bookmark: _Toc35045825]Feelings

Today’s environment dictates that an employee should be proficient in basic skills. Although I have some skills I’m lacking in others. Modern Bookkeeping is predominately software-based. Whereas, my understanding of Bookkeeping is paper-based. With the benefit of hindsight, I realise my Bookkeeping skills require a dire update. Both specifically concerning my employment and generally with regards to my qualification level.
[bookmark: _Toc35045826]Evaluation

This puts me at a disadvantage at work as my inability to use the accounting software is hindering me as does the lack of pertinent qualifications applicable to the modern world.  However, I feel this represents an opportunity for me to upskill myself.
[bookmark: _Toc35045827]Analysis

As my employment is part-time in nature, I have the time to educate to remedy this situation. My finances dictate that I can absorb a salary sacrifice as I embark on the education route. After analysing the availability of courses, I have decided to attain a degree level qualification. To fulfil my desire for a graduate-level qualification and correct a long-standing error of misjudgement of finishing my A level studies after one year and not attending University.
Secondly, to increase my proficiency in Bookkeeping software I intend to partake in an online course and attain certification from a respected educational institution. The degree course will no doubt entail presentation and speaking skills, that I lack. This skill gap will require my attention. I feel my unease in public speaking is borne out by McCroskey (1970) Communication Apprehension theory that contends that anxiety is the root cause therefore, there is room for improvement on my part.










[bookmark: _Toc35045828]Academic Skills - Gap Analysis

	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?

	
Acquire formal certification in the use of Sage 50 Cloud software package






	
I have a basic understanding of Sage 50 Cloud software obtained through work experience
	
Time is my enemy. With family, work and current education commitments make it difficult to remedy this predicament 
	
Look for a window of opportunity to study

	
Achieve a suitable workplace orientated degree level qualification





	
Do not have any degree-level qualifications. What qualification that I have are outdated
	
Procrastination!


	
Stop procrastinating and develop an action plan to a degree level qualification

	
Have the ability to speak and present confidently to a large group of people
	
Confident at presenting and speaking to small groups of fellow workers
	
Apprehensive and anxiety prevent me from moving to the next level
	
Overcome these inabilities and improve my employability skill



Having deduced where my ‘gaps’ the next course of action I feel is to execute a SWOT analysis leading to an Action plan. Finally, I will set my short to medium- and long-term objectives.  
[bookmark: _Toc35045829]SWOT Analysis

	[bookmark: _Toc464282680][bookmark: _Toc464372385][bookmark: _Toc464934462][bookmark: _Toc464934635]
STRENGTHS

· My experience as a business proprietor displays, I have some leadership and management skills that can be utilised and built upon
· The resources of time and finance allow me the opportunity to learn and upskill myself
· The ability to apply my business experience and knowledge acumen in a practicable way that will aid my education development
	[bookmark: _Toc464282681][bookmark: _Toc464372386][bookmark: _Toc464934463][bookmark: _Toc464934636]
WEAKNESSES

· I am not as proficient in the use of Sage 50 Cloud Accounts software package as I would like to be
· I lack a suitable qualification in leadership and management that would be useful for my current employment
· My current workplace employee headcount is higher than that I have ever had to deal with. I am used to small informal groups with regards to speaking and presentations, therefore I lack the experience necessary to conduct myself in an appropriate manner


	[bookmark: _Toc464282682][bookmark: _Toc464372387][bookmark: _Toc464934464][bookmark: _Toc464934637]
OPPORTUNITIES

· To demonstrate to current and future employers that I have the ardour better myself and thus I trust fortuity will present
· To acquire suitable education and academic that will aide the above point and further my career development in a direction where I have some semblance of control
· To deal with my anxiety and apprehension towards presentation and speaking and harness it as an employability skill

	[bookmark: _Toc464282683][bookmark: _Toc464372388][bookmark: _Toc464934465][bookmark: _Toc464934638]
THREATS

· The lack of up to date qualifications relevant to my work environment makes me not as productive as other employees
· Anxiety and apprehension are obstacles hindering my speaking and presentational skills
· I consider the above first points as a major drawback that frustrates my career development




[bookmark: _Toc35045830]Personal Development Plan

	What do I want to learn?
	What do I have to do?
	What support and resources will I need?
	How will I measure success?
	Target Date for Review

	I would like to master complete use of Sage Cloud 50 Accounting package



	Sign up to Sage 50 Cloud Self-study Workbooks through Sage Online University
	I require free time
a laptop 
access to the internet

A full working copy of Sage software

Finance; course costs £525.00 (see Appendix E)

	Buy passing all four stages and then a final exam.

Receiving Certification in the proficiency of Sage 50 Cloud 
	1st Oct 2020 and 30th Nov 2020

	I would like to complete a B.A. Hon. Degree in Leadership and Management



	Apply for the degree course and start and complete level 5. 

Complete all six 
modules to progress to level 6. 

Again, complete all 6 modules  
	Will require finance from Student Finance Wales

Access to the University facilities

Access to online resources

Study apparel etc

Time and commitment
 
	Passing all six modules at level 5 

Passing all six modules at Level 6

Gaining a B.A. Hons Degree 
	8th Dec 2021 and 8th Dec 2022

	Improve my presentational and speaking capabilities further throughout my time at University



	Have the ability to converse in small groups

Investigate ways to begin presentations i.e.
Startling fact

Pay a compliment

Use an illustration

Use a visual aid
(Whetton and Cameron (1996)

	Confidence

Feedback and peer review

Opportunities to partake in presenting at seminars and lectures

Speaking events
	When I feel my anxiety and apprehension has receded

The feedback is positive

When I’m able to portray my thoughts with clarity to my intended audience

	8th Dec 2021 and 8th Dec 2022




[bookmark: _Toc35045831]Personal Objectives

	Short Term Goals (next 12 months)

	
Complete Sage 50 Cloud Accounting within my target window as this will be the window of opportunity I seek. This window appears between the end of level 4 and the start of level 5. Put what I’ve learned to good use at my current workplace.


	Medium-Term Goals (2-3 years)

	
Start my degree level qualification and pass all modules and obtain the degree itself.
Along the way, I want and need to improve my presentational and speaking capabilities. Put what I’ve learned to good use at my current workplace.


	Long Term Goals (3-5 years)

	
Use the qualifications gained to improve my career path. Both in terms of employment prospects and earning potential. 




[bookmark: _Toc35045832]Final reflections

This assignment aims to show what are employability and leadership skills and why they are necessary for this day and age. Secondly, to demonstrate what academic skills are and why they are necessary both for the modern workplace and academia. These skills, when combined, provide a useful skillset that I may appropriate as I determine my academic and career path. 
By applying what I have learned, I can analyse my own ‘gaps’ and the furtherance of myself. The primary focus is to improve my academic abilities. Gaining these qualifications will enhance my employability and my earning potential.  
I intend to continually monitor my progress throughout my education development and as a means of appraisal, my monitorial system of choice will be the Rubrics assessment method in the form of a matrix or grid, that I will use to grade my progress.

[bookmark: _Hlk34676949]
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Additional Analysis
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Six Emotional Leadership Styles

Flamholtz and Randle's Leadership Style Matrix

Transformational Leadership

Specific Leadership Styles

Bureaucratic Leadership

Charismatic Leadership

Servant Leadership

Transactional Leadership

Reproduced courtesy of Mindtools - Leadership Styles Choosing the Right Approach for the Situation 2020

Rensis Likert 

The Tannenbaum Schmidt Leadership Continuum 

The managerial grid 

William B Reddin’s 3D theory 

Situational leadership 

Transactional leadership 

Transformational leadership 
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James M Kouzes and Barry S Posner
Warren Bennis and Burt Nanus
Daniel Goleman on leadership styles 

Henry Mintzberg on managing 

Authentic leadership 

Reproduced courtesy of Charted Management Institute - Understanding Management and Leadership Styles 2015
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 Links between key Employability and Academic Skills
	Employability skills
	Academic skills

	Formal communication (multiliteracy) including:
· Writing to the needs of the audience
· Using numeracy
· Speaking in a public forum and
· Understanding the needs of internal and external customers
· using computer technology appropriately and
· staying familiar with up-to-date equipment, facilities and materials
	Formal communication at a tertiary level (multiliteracy) including:
· Academic writing
· Effectively using numeracy skills to complete assignments and other tasks
· Completing oral presentations/ reports for internal or external audiences and
· Critically reading and engaging with texts
· communicate and complete given tasks effectively and
· enhance engagement with university activities

	Interpersonal and teamwork skills, including ability and willingness to engage with diverse cultures by:
· communicating respectfully (using voice and body)
· listening actively
· empathising
· persuading effectively and
· being assertive and
· establishing and using networks
· collaborating with others to achieve team goals
· recognising and adopting roles within teams
· giving and receiving feedback
· coaching and mentoring and
· leading with integrity
	Interpersonal and teamwork skills, including ability and willingness to engage with diverse cultures by:
· communicating respectfully (using voice and body)
· listening actively
· empathising
· persuading effectively
· establishing and using networks within the university and
· establishing external community and industry networks
· collaborating with others to achieve team goals
· recognising and adopting roles within teams
· giving and receiving feedback and
· committing to a team for the period required to complete the task

	Theoretical and practical knowledge and experience of industry demonstrated by:
· recognising and enacting of company specific skills
· gaining experience and participating in work related activities
· having sound knowledge of industry specific content
· understanding business processes- inclusive of aspects such as customer service
	Theoretical and practical knowledge and experience of discipline demonstrated by applying discipline specific knowledge:
· in authentic contexts
· for authentic purposes
· in discipline related activities
· for academic assessments and
· while engaging in WIL

	Intrapersonal skills, including ability and willingness to contribute to productive outcomes by:
· identifying opportunities
· generating a range of options
· initiating innovative solutions
· translating ideas into action
· adapting to new situations
· maintaining sense of humour and positive self-esteem under pressure
· being open to new ideas and techniques
· evaluating and monitoring own performance
· taking responsibility
· managing own learning and
· aligning work and learning with personal vision and goals
	Intrapersonal skills, including ability and willingness to align university engagement with personal vision and goals by:
· identifying opportunities
· generating a range of options
· initiating innovative solutions
· translating ideas into action
· adapting to new situations
· maintaining sense of humour and positive self-esteem under pressure
· being open to new ideas and techniques
· self-assessment
· taking responsibility and
· managing own learning

	High level planning and organising skills demonstrated by:
· planning and managing workloads efficiently
· allocating time and resources effectively and
· establishing clear goals and plans of action
	High level planning and organising skills demonstrated by effective day-to-day and longer term:
· planning and management of workloads
· allocating of time and resources and
· prioritising tasks according to personal goals

	Problem solving, independent and innovative thinking skills, demonstrated by:
· engaging in logical and orderly thinking
· willingly and proactively making decisions
· identifying opportunities not immediately obvious to others
· creating innovative solutions to given problems and
· accurately analysing and synthesising information
	Problem solving, independent and innovative thinking skills, demonstrated by:
· conducting and completing research
· engaging in logical and orderly thinking
· willingly and proactively making decisions
· identifying opportunities not immediately obvious to others
· creating innovative solutions to given problems and
· accurately analysing and synthesising information



Rebecca Blaxell, R, & Moore, C (2012)
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Leadership Self-Assessment
Instructions:

The assessment is composed of four areas that deal with personal, interpersonal,
group/ organizational, and community leadership development. There is a set of 20
statements that reflects various attributes and skills for each of the four
areas.

Please read each statement carefully, then rate yourself in terms of the degree to which you
think you possess the attribute or perform the leadership skill. This is not a test. There is no
right or wrong answer. Please respond to every statement. Do not answer in terms of how
you would like to see yourself, what you should be doing, or how you think others view
you. Instead, be realistic and honest with yourself.

The assessment provides three choices:

e Do notdo well
e Do somewhat well
Do well

After you have completed a page, go back and place a check beside the skills you
want to develop. Consider especially the skills you do not do well and what you
might do to improve them. This is where you are likely to grow the most.
Think about stretching yourself 10percent.

Remember, this assessment is for your benefit in thinking about the
leadership goals you want to establish for the Leadership Development
Certificate Program. In order to complete your Personal Development Plan,

please discuss the attributes and skills that you would like to develop in each of
the four areas.





Leadership Self-Assessment

Part 1 of 4
Personal Leadership DoNot | Do Somewhat Do Want to
Development Do Well Well Well Develop
Understands Leadership
1. | 1am aware of my leadership
strengths and weaknesses. v
I take initiative on projects.
I build relationships with others in order to
reach a mutual goal. v
4. | I understand the underlying concepts of /
leadership. S
5. | l'adapt my leadership style to different situations. P
6. | I'have a personal philosophy of leadership. ;x :
Is Self Aware
7. | 1 am aware of my attitudes, values, ,
biases, and prejudices. Vv
8. | lengage in activities that build or >
improve my leadership abilities. v
9. | | pay attention to how my language and 2
behavior may be perceived by others. V4
10,/ 1'am able to exert self-discipline and control 5
over my behavior. V4
114 I know my personal power to make a difference /
in my life and others. v
Practices Ethical
Behavior
12{ | understand the ethical responsibilities that A
come with leadership. v
13,/ [ follow through on commitments T make. o7
14 Tam trustworthy. 7
15, I act in accordance with my words, e.g.,
‘walk the talk.” v
16.| |lead by setting a positive example for others.
4
Sustains Leadership
17.| 1 am a life-long leamer. v 7
18,/ I reflect on situations and leam from them. N //
19. 1 am resilient. When things don’t work out, |
learn from it and bounce back.
20,/ 1 provide opportunities for others to be leaders. s %

Purdue University is an equal access/equal

opportunity institution.






Leadership Self-Assessment

Part 2 of 4
Interpersonal Leadership Do Not Do Do Want to
Development Do Well Somewhat Well Develop
Well
Values Diversity
1. | Ivalue that each person is different. a
2. | ltreat each person with respect. | v
3. | I work effectively with others who are different from
me. s/
4. | Treach outto include other people. 7
Enhances Communication Skills
5. | llisten carefully to understand what another
person is saying. \V 4
6. | Toavoid misunderstanding, | ask questions to
clarify what the other person is saying. /
7. | I'say what | mean and mean what [ say. : /
8. | When I'speak, my message is clear. V8 v 4
9. | I can express a view that differs from that of -
others in effective ways. V4
10.| To get different perspectives, | ask for input from
a wide range of people. v
11| 1 establish rapport with people. v/
12.] Iinfluence others through what | say and how | -
say it.
13.| I'seek feedback from others, even if it might
be negative. 7
14..'If my work affects others, I keep them
informed about what I'm doing. v
15.| I work at building a network of resource people. i
\j’ 2 A f“‘w
16. linitiate relationships with others. 94
Manages Conflict
17.1' work to solve problems, not blame others, when /
we hit a stone wall. 4
18.| 1am able to give constructive negative feedback
to others when needed. S
19.{ linitiate successful resolution of conflict with others. /
20.| | can manage conflict to create
positive change. 4 V4

Purdue University is an equal access/equal

opportunity institution.






Leadership Self-Assessment

Part 3 of 4
Group and Organizational Leadership Do Not Do Do Want to
Development Do Welll Somewhat Well Develop
Develops Teams
1. | I'value the contribution each person makes to a team.
2. | I'help a group identify a common goal. v
3. | When working in a team situation, | help the group !
keep its focus. v
4. | I help ensure that everyone is kept informed and
information is shared freely. .
5. | When I'm responsible for a task or project, | follow /
through in a timely way. v
6. | Twork well with others on a team. 7
7. | I help the team determine how it will work together A
as ateam. v
Leads Change
8. | I'take on new challenges in a group or organization. /
ety
9. | lnitiate new projects with a group/organization.
v
10 | see opportunities in challenges faced by a
group/organization and help them move forward. 4
11 I help groups/organization develop a vision for its
future. V4
12] I initiate strategic planning processes with /
groups/organizations. ' !J
Manages Projects
13 I understand the difference between the functions of /
leadership and management. \/
14.| | understand the dynamics of groups and adjust my
leadership style accordingly. 2 v
15.{ I'help groups make decisions through consensus.
16.{ I match the various skills and interests of people to “
the tasks. Y,
17.4 1 help groups set priorities and develop a plan of a
action. o
18./ 1 help groups find resources to implement their plan 7
of action. -/
19/ I ensure that everyone is kept informed and involved 2
in group projects. 4
20.{ I recognize individuals for their contributions. d

Purdue University is an equal access/equal
opportunity institution.






Leadership Self-Assessment

Part 4 of 4
Do Not Do Do Want to
Community Leadership Development Do Well Somewhat Well Develop
Well
Practices Citizenship
1. | I vote in elections.
2. | | stay current with issues at the local, state,
national, and world level.
3. | I getinvolved in my community because | know
that in a democracy | must do my part. 7
4. | | respect that others will have views and /
values different from mine. v
Understands Community
5. | lunderstand the diversity and complexity
of communities. Y/
6. | I'try to make a difference in my community. Y
7. | I understand the role of government and public 7
policy making. v
| understand the role of non-profit organizations. i J/'
| understand who decision makers are in the
community and how public decisions are made.
10, I understand the important role played by the ’
news media in ademocracy. i
11, I participate in public meetings when important
issues are being discussed. 4
12 | understand the importance of building i
partnerships in a community to get things done. ' d
13/ I understand social injustice, prejudices and ,
biases in our society and work to eliminate them. V4
Commits to Serving Others
14, | try to make a difference for causes that are
greater than my own needs. -~/
15.] I volunteer to serve others in the community. - jf‘
16.| 1 engage with culturally different groups in 7
the community. =4
17 I reflect on my community service to leam 7
more about myself. v
18. 1 help people in a community organize to
undertake a worthwhile project. / §
19, I help people who do not have a voice at the -
policy table develop a way to be heard. 4
20/ I help bring information or other resources :
toa community project. v

Purdue University is an equal access/equal

opportunity institution.






How Do I Use the Leadership Self-Assessment?

The purpose of this self-assessment tool is to help you think about the many skills

and attributes of leadership, the ones you already possess and the ones you would

like to develop. There is no way that any one person can master all o f these, even

in a lifetime. For the purposes of the Leadership Development Certificate Program,

this instrument is intended to help you assess your strengths and weaknesses, why
you think you are strong or weak in these attributes, and ways in which you wish
to develop. From this assessment, you should be able to develop your goals for your
Personal Development Plan. ’

First, go through the assessment and think about the attributes and skills in
regards to how well you perform them. Second, go through the assessment and
consider which attributes and skills you would like to grow or develop over the
next three semesters. Although it is expected that you will develop to some
extent in all the skills and attributes, itis important to focus your attention on
four specific skills, one in each leadership area, and develop an intentional
plan on how you intend to grow or develop them.

This instrument was developed for the College of Agriculture Leadership Development Certificate Program
by Janet S. Ayres, Professor, Leadership Development, Department of Agricultural Economics,

Purdue University, 2004

Purdue University is an equal access/equal
opportunity institution.
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280 LEADERSHIP | THEORY AND PRACTICE

Authentic Leadership Self-Assessment Questionnaire

Instructions: This questionnaire contains items about different dimensions of
authentic leadership. There are no right or wrong responses, so please answer
honestly. Use the following scale when responding to each statement by writ-
ing the number from the scale below that you feel most accurately character-
izes your response to the statement.

Key: | =Strongly 2 =Disagree 3 =Neutral 4=Agree 5 = Strongly

disagree agree
I. Ican list my three greatest weaknesses. I 2 3 4 @4;
2. My actions reflect my core values. 1 2 3 4(0)
3. | seek others’ opinions before making up my ownmind. | 2 3 4 @
4. | openly share my feelings with others. 1E92:031 4 @
5. | can list my three greatest strengths. I 2 3 4 @
6. 1 do not allow group pressure to control me. 1 2 3(@)s5
7. |listen closely to the ideas of those who disagree 1 2 3 55 5
with me. i
8. | let others know who | truly am as a person. 283 é;
9. | seek feedback as a way of understanding who 23 40Q)
| really am as a person. >
10. Other people know where | stand on 2 3 ;i? 5
controversial issues.
1. | do not emphasize my own point of view at the 18528831 41057
expense of others. {
12. | rarely present a “false” front to others. B8535 4 \_5’,4
13. | accept the feelings | have about myself. 1 2 3 4 {,i,}
14. My morals guide what | do as a leader. I 2 3 4 %59;
I5. Ilisten very carefully to the ideas of others before 1 2 3 4(8)
making decisions.
16. | admit my mistakes to others. 192853 :_b 5

Scoring

I. Sum the responses on items 1, 5,9,and 13 (self-awareness).
2. Sum the responses on items 2,6, 10,and 14 (internalized moral perspective).
3. Sum the responses on items 3,7, | 1,and 15 (balanced processing).

4. Sum the responses on items 4, 8, [2,and 16 (relational transparency).
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Total Scores

Self-Awareness: _ L

Internalized Moral Perspective: _\A
Balanced Processing:_2_\
Relational Transparency: _\“

Scoring Interpretation

This self-assessment questionnaire is designed to measure your authentic
leadership by assessing four components of the process: self-awareness, inter-
nalized moral perspective, balanced processing, and relational transparency. By
comparing your scores on each of these components, you can determine
which are your stronger and which are your weaker components in each cat-
egory. You can interpret your authentic leadership scores using the following
guideline: high = 16-20 and low = 15 and below. Scores in the upper range
indicate stronger authentic leadership, whereas scores in the lower range indi-
cate weaker authentic leadership.
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The Hill
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Group

Leadership Self Assessment

This self assessment is designed to help leaders determine which
leadership skills they may need to develop. It focuses on eight
components dealing with (1) providing direction, (2) leading
courageously, (3) fostering teamwork, (4) championing change, (5)
coaching people, (6) motivating others, (7) building relationships and (8)
acting with integrity. A set of 5 statements reflect various attributes of and
skills for each component.

Instructions:

Please read each statement carefully. Then rate yourself in terms of how
well you think you possess the attribute or perform the leadership skill by
circling the statement that best reflects your view. This is not a test — there
are no right or wrong answers.

The rating scale provides three choices:
1 =1 do not possess this attribute or do this skill well at all.
2 = | seldom possess this attribute or do this skill somewhat well.
3 = | possess this attribute or do this skill very well.
Circle your chosen response for each statement

After reflecting on the assessment results, you may want to consider
contacting HCG to access leadership coaching or consulting for you or
your organization.

Please respond to every statement. In selecting your response, be realistic
about your assessment. Do not answer in terms of how you would like to
see yourself, in ferms of what you should be doing, or in terms of how you
think others view you. Again, the purpose of this assessment is to help you
focus on growth objectives that will stretch you in meaningful ways. Once
the averages for each component are calculated, use the questions on
pages 4 and 5 to enhance your assessment.

©2014, Hill Consulting Group





As | reflect on my leadership over the past 12 months | can make the
following assessment of my own leadership behavior:

Do well Do Do not do
somewhat well
well

Providing Direction i
1. | articulate my organization’s vision and mission to kL) 2 3
others.
2. | | foster the fulfilment of @ common vision. (1) 2 3
3. | clarify roles and responsibilities. ’I_TJ 2 3
4. | | define priorities for our organization. Q) 2 3
5. | make planning strategically a high priority. ]',7 2 3
Total Score of items circled divided by 5. " ~
The resulting number is your average score for this area. \
Leading Courageousl ,
1. | ltake a stand for my values. (1) 2 3
2. | lunderstand the ethical responsibility that comes with D 2 3
leadership and act accordingly.
3% | deal with issues and concerns promptly. D 2 3
4. | lchallenge others to make right choices. [©, 2 3
5k, I make tough decisions regardless of people’s 1) 2 3
approval or rejection.
Total Score of items circled divided by 5. 3 \
The resulting number is your average score for this.area.
Fostering Teamwork
1. | prefer to work on tasks with a team versus individually. 1 (2) 3
2. | regularly build team spirit and morale and get results. 1) 2 3
3. | encourage interaction and collaboration among @ 2 3
team members. ik
4. | lead the celebration of team accomplishments. 1 (2) 3
5. | To garner diverse perspectives, | solicit input from my (D 2 3
team members. Wi
Total Score of items circled divided by 5. o
The resulting number is your average score for this area. | i’,
Championing Change
1. | recognize the value of leading change. 1 3
2. | I actively involve others in the change process. (1) 3
3. | motivate others to embrace change. (1 3
4, | assess readiness and resistance to change. 3
5. | provide the energy that propels people along the 3
change process, no matter how great the difficulties.
Total Score of items circled divided by 5. 3
The resulting number is your average score for this area. |- \o
Coaching and Developing People
1 | identify and seek to tap people's potential. (1) 2 3
2. | consider and offer developmental challenges. D 2 3
3. | develop leaders at all levels of our organization. ;Ij 2 3
4, | find ways to support and encourage others. (1) 2 3
5. | invest in people development in my organization. J} 2 3

©2014, Hill Consulting Group






Total Score of items circled divided by 5. \
The resulting number is your average score for this area. )

Do well Do Do not do
somewhat well
well

Motivating Others

s | inspire and provoke others to excel. (1) 2 3

2. | trust in people's competence. 15 2 3

3t | establish high performance standards. (1) 2 3

4, | lead by setting a positive example that inspires others. (1) 2 3

5. | reward performance and provide constructive XIJ 2 3
feedback.

Total Score of items circled divided by 5. .

The resulting number is your average score for this area. |\

Building Relationships -

1. | linitiate relationships with others 1 (2° 3

2. | Iwork effectively with others who are different from 1 @ 3
me.

3. | prioritize successful resolution of conflict with others. (1) 2 3

4. | lleverage networks of people to resource and i ), 3
strengthen my tasks.

5 | keep others informed about what I'm doing if it (1) 2 3
affects them. 5

Total Score of items circled divided by 5. :

The resulting number is your average score for this area. \.\o

Acting with Integrity

1. | understand that leading begins with leading from the (1) 2 3
heart (with compassion, sensitivity, with integrity). =T,

2. | value the heart, character, and integrity of myself and ( 1 2 3
others =

3. | Ifollow through on the promises and commitments that (7 2 3
| make. ol

4, I am open to making significant changes in my &‘I 2 3
behavior when necessary. %

5 | am able to exert self-discipline when needed. @ 2 3

Total Score of items circled divided by 5. {
The resulting number is your average score for this area. \

Scoring the Leadership Self Assessment

Add the circled responses within each section and divide the total by 5. The result is your

average score for each leadership component.

Using the Leadership Self Assessment

The results of your assessment are to help you think about how to address the varied skills
and attributes of effective leadership. This assessment is also intended to help you think
about how important these attributes and skills are to you and whether or not you wish to

grow and develop them more.

©2014, Hill Consulting Group
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Leadership Self-Assessment

Complete this leadership self-assessment to get a sense about your leadership skills and interest-level. Use
what you learn as a starting point to consider if a leadership role is right for you, as well as to get a sense of
your current leadership strengths and areas where you may need to approve.

Note: There are no right or wrong answers here - this is a self-assessment, so answer honestly!

For each item, fill in the number that corresponds with the statement that best describes how you feel.

| Strongly Somewhat

Neither ~ Somewhat

Strongly
Agree Agree | Agree Nor Disagree Disagree
. Disagree
5 4 3 2 1
1. Delegatlng work to others comes easy to me. 5 v
2. Communicating clearly with others is easy to me. ,.;%_
3. | enjoy engaglng wnth other people on an r~
interpersonal level.
4. 1 am proactive in offering constructive criticism. 5
5. | place a high value on treating others fairly. 9:3
- 6. Seeking advice from others is something | do J
often 4‘
7 Change energizes me. \
8 Problem-solvmg is one of my strengths 4
9. | am comfortable with being a role model. ;%_
10. Working as part of a team energizes me. ;‘,‘,
11. | am comfortable coaching and mentoring others. 1:5
12 Dlrectlng the work of others is comfortable for —
me.. o
13.1 have the ability to set and accomphsh goals AL
. 14. | enjoy implementing new methods and A
strategles =T
15.1am proactlve in provndlng pralse to others Mz}-
16 | am comfortable admitting and correctlng my r
own mistakes. &
17. | have strong conflict management skills. ,6,:,.
- 18. Diversity and inclusion are important to me. L;
19. | enjoy really listening to what others have to say. . L;
20. When | see problems, | immediately look for C
possible solutions. =
Grand Total L0 RER [





Leadership Self-Assessment Results
Scoring Instructions:

1. Total each column.
2. Add the total of each column‘to calculate your grand total score.
3. What is your final score? __ ¥

Results
Please note this is a self-assessment based on your own perception of how much you agree with these
statements. It is not a true indicator of aptitude, nor does it necessarily reflect how others see you.

What does your score mean?

 50+: If your grand total score is 50 or above, this indicates you see yourself as having many of the skills and
tendencies necessary to succeed in a leadership role. It may also indicate a leadership role (formal or
informal) appeals to you.

* 49- If your grand total score 49 or lower, you do not currently perceive yourself as having strengths in key
areas skills and abilities associated with success in a leadership role. This may mean that a leadership role is

not particularly appealing to you, or it may simply serve to help you identify areas where improvement may be
needed before seeking out a leadership position.

Application

Use this assessment to help you identify your leadership strengths (items with the highest numeric scores) and
opportunities for growth (items with the lowest numeric scores). From there, create an action plan.

What are your greatest leadership strengths?
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What are your opportunities for growth as a leader?
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Action Plan:
How can you capitalize on your strengths?
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What can you do to improve in areas where you have opportunities for growth?
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Situational Leadership Style Summary/Self Assessment
Adapted from: Hersey and Blanchard

Self-assessment questions: Read through the Situation questions and then choose the response (only
one) from the corresponding Alternative Action statements that most appeals to you or that you feel
seems the most characteristic of you. In some cases none of the responses may be appealing or
characteristic of you. Nonetheless, please select the statement that you prefer or feel suits you best.

Gl s L Sikvation . e e B - 0 Alternative Aetion . .
Your group is not responding lately to your A. Emphasize the use of uniform procedures and
friendly conversation and obvious concern for the necessity for task accomplishment.
their welfare. Their performance is declining B. Make yourself available for discussion but do
rapidly. DOt push your involvement.

.C.J Talk with them and then set goals.
D. Intentionally do not intervene.
The observable performance of your group is A. Engage in friendly interaction, but continue to
increasing. You have been making sure that all make sure that all members are aware of their
members were aware of their responsibilities responsibilities and expected standards of
and expected standards of performance. performance.
B. Take no definite action.
\ﬂ: Do what you can to make the group feel
~ important and involved.
D. Emphasize the importance of deadlines and
tasks.
Members of your group are unable to solvea [ A,) Work with the group and together engage in
problem themselves. You have normally left "~ program solving.
them alone. Group performance and B. Let the group work it out.
interpersonal relations have been good. C. Act quickly and firmly to correct and redirect.
D. Encourage the group to work on the problem
and be supportive of their efforts.
You are considering a change. Your group has | A. Allow group involvement in developing the
a fine record of accomplishment. They respect | ., change, but do not be too directive.
the need for change. B, Announce changes and them implement with
~ close supervision.
C. Allow the group to formulate its own directive.
D. Incorporate group recommendations, but you
direct the change.
The performance of your group has been A. Allow the group to formulate its own direction.
dropping during the last few months. Members | B. Incorporate group recommendations, but see
have been unconcerned with meeting _~. that objectives are met.
objectives. Redefining roles and responsibilities \C.) Redefine roles and responsibilities and
has helped it the past. They have continually ~ supervise carefully.
needed reminding to have their tasks done on | D. Allow group involvement in determining roles
time. ____and responsibilities but do not be too directive.
You stepped into an efficiently run group. The \A.) Do what you can do to make the group feel
previous leader tightly controlled the situation. ~ important and involved.
You want to maintain a productive situation, but | B. Emphasize the importance of deadlines and
would like to begin having more time building tasks.
interpersonal relationships among members. C. Intentionally do not intervene.
D. Get the group involved in decision-making, but
see that objectives are met.
You are considering changing to a structure A. Define the change and supervise carefully.
that will be new to your group. Members of the | B. Participate with the group in developing the
group have made suggestions about needed change but allow members to organize the
change. The group has been productive and - implementation.
demonstrated flexibility. _C/ Be willing to make changes as recommended,
~ but maintain control of the implementation.
D. Be supportive in discussing the situation with
the group but not too directive.






Situational Leadership Style Summary/Self Assessment
Adapted from: Hersey and Blanchard

CREE e
Group performance and interpersonal relations

Leavé the groﬁp alone.

the past year. All are well qualified for the
tasks.

A
are good. You feel somewhat unsure about NBJ Discuss the situation with the group and then
your lack of direction in the group. ~ you initiate necessary changes.
C. Redefine goals and supervise carefully.
D. Allow group involvement in setting goal, but
don’t push.
9. You have been appointed to give leadershipto | A. Let the group work out its problems.
a study group that is far overdue in making B. Incorporate group recommendations, but see
requested recommendations for change. The - that objectives are met.
group is not clear on its goals. Attendance at (\C/ Redefine goals and supervise carefully.
sessions has been poor. Their meetings have D. Allow group involvement in setting goals, but
turned into social gatherings. Potentially they do not push.
have the talent necessary to help.
10. Your group, usually able to take responsibility, | A. Allow group involvement in redefining
is not responding to your recent redefining of standards but don’t take control.
job responsibilities as a result of one member B. Redefine standards and supervise carefully.
leaving the city. C. Auvoid confrontation by not applying pressure,
. leave situation alone.
Qj Incorporate group recommendations, but see
that new job responsibilities are met.
11. You have been promoted to a leadership A. Take steps to direct the group towards working
position. The previous leader was involved in - in a well-defined manner.
the affairs of the group. The group has B,/ Involve the group in decision-making and
adequately handled its tasks and direction. ~  reinforce good contributions.
Interpersonal relationships in the group are C. Discuss past performance with the group and
good. then you examine the need for new practice.
D. Continue to leave the group alone.
12. Recent information indicates some internal A. Try out your solution with the group and
difficulties among group members. The group examine the need for new procedures.
has a remarkable record of accomplishment. B. Allow group members to work it out
Members have effectively maintained long- themselves.
range goals. The have worked in harmony for | C. Act quickly and firmly to correct and redirect.

l? M} Participate in problem discussion while

providing support for group members.






Situational Leadership Style Summary/Self Assessment

Adapted from: Hersey and Blanchard

Scoring your self-assessment: Circle the responses from your self-assessment Situation questions on
the scoring sheet below. Add up each column to determine your preferred leadership style according to

the Hersey and Blanchard model.

2 D A © B
3 c @ D B
4 D A c
5 © B D A
6 B D A G
7 A © B D
8 c D A
9 © B D A
10 B A ©
11 A c D
12 © A @ B
TOTAL 2 5 A @)
LEADERSHIP |  TELLING SELLING | PARTICIPATING | DELEGATING
STYLE (DIRECTING) | (COACHING) | (FACILITATIING) | (OBSERVING)






Situational Leadership Style Summary/Self Assessment
Adapted from: Hersey and Blanchard

Situational Leadership Model: Situational Leadership depends on the readiness of the followers and

the situation.

Follower development level

Leadership style

in response to  -OW High
follower D4 D3 D2 D1
deneiopment Task / directive behavior
level
Low High
S2
; S3 :
High R Selling
Relationship Part!c.lpa?:mg (Coaching)
/ supportive (Facilitating)
behavior sS4 s1
Low | pelegating Telling
(Observing) (Directing)

Leaders should adapt their style to follower development style (or 'maturity’), based on how ready and willing the follower is to

perform required tasks (that is, their competence and motivation).

There are four leadership styles (S1 to S4) that match the development levels (D1 to D4) of the followers.

The four styles suggest that leaders should put greater or less focus on the task in question and/or the relationship between the
leader and the follower, depending on the development level of the follower.

If the leader focused more on the relationship, the follower may become confused about what must be done and what is optional.
The leader thus maintains a clear 'do this' position to ensure all required actions are clear.

$3: Participating / Facilitating / Supporting

Follower: D3: High competence, variable commitment / Able but
unwilling or insecure

Leader. Low task focus, high relationship focus

When the follower can do the job, but is refusing to do it or
otherwise showing insufficient commitment, the leader need not
worry about showing them what to do, and instead is concerned
with finding out why the person is refusing and thence
persuading them to cooperate.

There is less excuse here for followers to be reticent about their
ability, and the key is very much around motivation. If the
causes are found then they can be addressed by the leader.
The leader thus spends time listening, praising and otherwise
making the follower feel good when they show the necessary
commitment.

$2: Selling / Coaching

Follower: D2: Some competence, variable commitment / Unable
but willing or motivated

Leader: High task focus, high relationship focus

When the follower can do the job, at least to some extent, and
perhaps is over-confident about their ability in this, then 'telling’
them what to do may demotivate them or lead to resistance. The
leader thus needs to 'sell' another way of working, explaining
and clarifying decisions.

The leader thus spends time listening and advising and, where
appropriate, helping the follower to gain necessary skills through
coaching methods.

Note: S1 and S2 are leader-driven.

S4: Delegating / Observing

Follower: D4: High competence, high commitment / Able and
willing or motivated

Leader: Low task focus, low relationship focus

When the follower can do the job and is motivated to do it, then
the leader can basically leave them to it, largely trusting them to
get on with the job although they also may need to keep a
relatively distant eye on things to ensure everything is going to
plan.

Followers at this level have less need for support or frequent
praise, although as with anyone, occasional recognition is
always welcome.

Note: S3 and S4 are follower-led.

$1: Telling / Directing

Follower: D1: Low competence, low commitment / Unable and
unwilling or insecure

Leader. High task focus, low relationship focus

When the follower cannot do the job and is unwilling or afraid to
try, then the leader takes a highly directive role, telling them
what to do but without a great deal of concern for the
relationship. The leader may also provide a working structure,
both for the job and in terms of how the person is controlled.
The leader may first find out why the person is not motivated
and if there are any limitations in ability. These two factors may
be linked, for example where a person believes they are less
capable than they should be may be in some form of denial or
other coping. They follower may also lack self-confidence as a
result.
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Time Management

Listed below are some possible time management behaviours. Please honestly rate
the extent to which each statement is true for you by circling the best answer for

each item using this scale:

FALSE TRUE
NOT LIKE ME LIKE ME
1 2 4 5 6 8
This statement doesn’t More false More true This statement
describe me at all; it isn’t than true than false describes me very
like me well; it is very much
like me

ltem False True
o1 My life is disorganised. Gf2 3 45 6 0 &8
o2 | manage the way | use my time well. 2 8 4 5 6.7 8

| am clear about what | want to accomplish this
03

= @22 4 5.6 7 8
o4 | do things in order of priority. ne2% 3 4 5 6. 7 @
o5 | use my study time effectively. a8 3 4-5 6 @ 8

| tackle difficult or unpleasant tasks without
06

procrastinating. 1A Ok - i ORNCL T @
oz | accurately predict how long tasks will take. 192 Bl 516 @
os | am a habitual time-waster. (‘D 2 3 4.5 6 7.8
oo | am on top of my studies this year. @ 258 4 .5 6.7 .8
10 | accomplish what needs to be done each day. 2 3 4 5 6 @ 8
11 | do the most important tasks during my most

energetic periods of the day. 1 @ 0. BT 8
12 | prepare a daily or weekly "to do" list. 392284 15 @ s
13 | tackle my tasks in order of importance. 2R E 45 67 @)
14 | meet deadlines without rushing at the last

Sl 12345686 7®
15 | spend enough time planning. 2.8 4 5 6 7@
16 | keep up-to-date on my reading and assignments. 1 2 3 4 5 6 7 (8

| resist distractions when trying to complete
17

important tasks. Bl 0 0 0E0S @ 8

| find places to work that allow me to avoid
18

interruptions and distractions. I g8 508 @ 8
19 | get assignments done on time. 192 8 4.5 6.7

| find myself procrastinating over tasks that need
20

to be done. @ 2 anioe R B
21 | have a weekly schedule on which | record fixed 1 2 3 5 6(7) 8

commitments such as classes and work hours.
22 | spend enough time on academic matters. 1= .28 4 5.6 @ 8

Thank you for your time.






23 | make constructive use of my commuting time. 1.2 '3 4.8 6.7

| periodically re-assess my activities in relation to
24

my goals. 1928 a6 6 7
25 | avoid spending too much time on trivialmatters. 1 2 3 4 5 6 @ 8
26 :absrs:k complex projects down into manageable 1 23 45 6(7 8

| complete important assessment items before >
27

they are due. 123456Ds
28 | screen my phone calls to prevent interruptions. 1.2 814 56 .78
29 | am in charge of how my time is spent. 12 8 4.5 6 @ 8
30 | am satisfied with the way | use my time. 1.2 8 4 5 6%7 (8

Thank you for your time.
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Australian
National
University

Academic Skills Program - Semester 1

Workshop

ORIENTATION WEEK 2020

Venue

ANU

ACADEMIC
SKILLS

Time

MONDAY 17" February

Essay writing

Marie Reay Teaching Centre 5.02

1:30PM - 3:30PM

Managing your time

Marie Reay Teaching Centre 5.03

1:30PM - 2:30PM

Reading and note-taking strategies

Marie Reay Teaching Centre 2.02

3:00PM - 4:00PM

TUESDAY 18" February

Preparing for exams

Marie Reay Teaching Centre 2.02

9:30AM - 10:30AM

Living and studying in English

Marie Reay Teaching Centre 5.05

10:00AM — 11:00AM

Fake news and evaluating sources

Marie Reay Teaching Centre 5.03

10:00AM —10:30AM

Using sources

Marie Reay Teaching Centre 5.02

10:30AM - 12:00PM

Science report writing

Marie Reay Teaching Centre 2.02

11:00AM - 12:00PM

New at ANU: international

Marie Reay Teaching Centre 5.03

11:30AM - 12:30PM

Effective presentations

Marie Reay Teaching Centre 5.05

12:30PM - 1:30PM

Researching and finding sources

Marie Reay Teaching Centre 2.02

12:30PM - 1:30PM

Essay writing

Marie Reay Teaching Centre 5.02

1:00PM - 3:00PM

Managing your time

Marie Reay Teaching Centre 5.03

2:00PM - 3:00PM

Report writing

Marie Reay Teaching Centre 2.02

2:30PM - 3:30PM

WEDNESDAY 19" February

Reading and note-taking strategies

Marie Reay Teaching Centre 2.02

9:30AM - 10:30AM

Essay writing

Marie Reay Teaching Centre 5.02

10:00AM - 12:00PM

Managing your time

Marie Reay Teaching Centre 5.03

10:00AM - 11:00AM

Effective presentations

Marie Reay Teaching Centre 5.05

11:00AM —12:00PM

Report writing

Marie Reay Teaching Centre 2.02

11:00AM —12:00PM

Preparing for exams

Marie Reay Teaching Centre 2.02

12:30PM - 1:30PM

Using sources

Marie Reay Teaching Centre 5.02

2:00PM - 3:30PM

Referencing

Marie Reay Teaching Centre 2.02

2:00PM - 4:00PM

Living and studying in English

Marie Reay Teaching Centre 5.05

2:30PM - 3:30PM

THURSDAY 20" February

Referencing

Marie Reay Teaching Centre 2.02

9:30AM - 11:30AM

Essay writing

Marie Reay Teaching Centre 5.02

10:00AM - 12:00PM

Managing your digital footprint

Marie Reay Teaching Centre 5.05

10:00AM - 11:00AM

New at ANU: international

Marie Reay Teaching Centre 5.03

10:30AM - 11:30AM

Science report writing

Marie Reay Teaching Centre 2.02

12:00PM - 1:00PM

Living and studying in English

Marie Reay Teaching Centre 5.05

1:00PM - 2:00PM

Essay writing

Marie Reay Teaching Centre 5.02

2:00PM - 4:00PM

New at ANU: domestic

Marie Reay Teaching Centre 5.03

2:30PM - 3:30PM

Reading and note-taking strategies

Marie Reay Teaching Centre 2.02

3:30PM - 4:30PM

FRIDAY 21°" February

Using sources

Marie Reay Teaching Centre 5.02

10:00AM - 11:30AM

Managing your digital footprint

Marie Reay Teaching Centre 5.05

10:00AM — 11:00AM

Effective presentations

Marie Reay Teaching Centre 5.05

11:30AM —12:30PM

Researching and finding sources

Marie Reay Teaching Centre 2.02

12:00PM - 1:00PM

Essay writing

Marie Reay Teaching Centre 5.02

12:30PM - 2:30PM

Referencing

Marie Reay Teaching Centre 2.02

1:30PM - 3:30PM

ANU Academic Skills

Visit www.anu.edu.au/academicskills




http://www.anu.edu.au/academicskil



Craft Your Own O-Week!

Wondering which O-Week academic skills workshops are right for you? Struggling to fit it
all in? Use this handy flowchart to help you craft your O-Week.

DIyESll  Are you a domestic or International

i international student? ¢

v New at ANU domestic v New at ANU international

Yes Is English your first

| language? |

v Living and studying in

v Reading and note-taking strategies English
v Researching and finding sources

v" Using sources |
v’ Referencing <

v Managing your time

What are you
studying?
. Engineering,
Humanities Business, Computer Science
Economics Science
v Essay writing v Report writing ¥ Science report writing
Yes please! *

v’ Effective presentations | feel ready!
v’ Preparing for exams
v Managing your digital footprint Welcome to ANU!

Academic Skills is here to help.
l E Come and see us for more
help with your studies.

Visit www.anu.edu.au/academicskills





		Flyer - OWEEK Workshops Marie Reay 2020 S1

		Chose your own OWeek chart v3

		Slide Number 1






image20.emf

3/8/2020 Sage 50cloud Accounts Self-Study Workbooks | Sage Store

Sage 50cloud Accounts Self-Study Workbooks

Everything you need to know to become an expert user of Sage 50cloud Accounts. From guidance on getting
started to in-depth information on core functionality, our self-study workbooks let you work at your own pace
and become familiar with everything Sage 50 has to offer.

For an EXTRA 10% OFF use promo code TRAINING10 at checkout*

* Available to purchase on Sage University. Discount available on selected Sage eLearning and Certifications and
cannot be used in conjunction with any other promotion.

BUNDLE: BUY ALL 4 STAGES £5 25 VAT EXEMPT
WAS £700 (SAVE £175)

Stage 1: Setting up your Accounts (£175)
Stage 2: Entering Day to Day Transactions (£175)
Stage 3: Period End Tasks, Returns and Reconciliations (£175)

Stage 4: Product Invoices, Orders and Stock Control (£175)
£525.00 VAT Exempt

View Course Details on Sage University (https://sageu.csod.com/default.aspx?
p=sageu&c=uki_sagesoaccounts&dlink=%2fDeepLink%2fProcessRedirect.aspx%3fmodule%3dlodetails%26lo
%3d10e5dces-25d6-4d6f-8383-4a11e6d15e74)

Each stage includes:

¢ 180-day version of Sage 50
¢ Practice data so you can try out all of the functionality
¢ Workbook manuals

¢ Sage Certification test

By the end of this course you will:

¢ Understand the installation procedure for Sage 50 Accounts Software

¢ Be confident in setting up company information plus nominal, bank, customer and supplier accounts

Have learnt how to process period end procedures, including recurring entries, accruals and processing pre-payments

Be able to create product records and enter opening balances

Learn how to perform a stock take, run the stock period end and stock year end

https://www.sage.com/en-gb/shop/accountsworkbooks.aspx 1/3
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Stage 1:
Setting you your accounts

¢ Book 1: Installation and set up
¢ Book 2: Entering opening balances

¢ This course includes our Sage 50cloud Accounts Certification Stage 1 exam worth £49 (RRP)

Buy Stage 1for £175 VAT Exempt

Stage 1: View Course Details (https://sageu.csod.com/default.aspx?
p=sageu&c=uki_sages0accounts&dlink=%2fDeepLink%2fProcessRedirect.aspx%3fmodule%3dlodetails%26l0%3d56e6cc
13b9-4306-9dc1-e61ea17fb105)

Stage 2:
Entering day-to-day transactions

e Book 1: Customer and supplier transactions
¢ Book 2: Contra entries, nominal and bank transactions
¢ Book 3: Search, corrections and safeguarding data

¢ This course includes our Sage 50cloud Accounts Certification Stage 2 exam worth £49 (RRP)

Buy Stage 2 for £175 VAT Exempt

Stage 2: View Course Details (https://sageu.csod.com/default.aspx?
p=sageu&c=uki_sages0accounts&dlink=%2fDeepLink%2fProcessRedirect.aspx%3fmodule%3dlodetails%2610%3d30d94l
c75b-4dd6-b9c6-054£90026043)

Stage 3:
Period end tasks, returns and reconciliations

¢ Book 1: Credit control
¢ Book 2: Reporting, bank reconciliation and month end
e Book 3: VAT Returns and year end

¢ This course includes our Sage 50cloud Accounts Certification Stage 3 exam worth £49 (RRP)

Buy Stage 3 for £175 VAT Exempt

Stane 2 View Coniree Netaile (httng//cacen cend com/defanlt agnx?
https://www.sage.com/en-gb/shop/accountsworkbooks.aspx 2/3



https://sageu.csod.com/default.aspx?p=sageu&c=uki_sage50accounts&dlink=%2fDeepLink%2fProcessRedirect.aspx%3fmodule%3dlodetails%26lo%3d56e6cdb3-13b9-4306-9dc1-e61ea17fb105

https://sageu.csod.com/default.aspx?p=sageu&c=uki_sage50accounts&dlink=%2fDeepLink%2fProcessRedirect.aspx%3fmodule%3dlodetails%26lo%3d30d94b03-c75b-4dd6-b9c6-054f90026043

https://sageu.csod.com/default.aspx?p=sageu&c=uki_sage50accounts&dlink=%2fDeepLink%2fProcessRedirect.aspx%3fmodule%3dlodetails%26lo%3d12cdfd0e-af6d-43a3-8bd4-99b8fb5bf5eb
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p=sageu&c=uki_sages50accounts&dlink=%2fDeepLink%2fProcessRedirect.aspx%3fmodule%3dlodetails%26l0%3d12cdfd
af6d-43a3-8bd4-99b8fbsbfseb)

Stage 4:
Productinvoices, orders and stock

¢ Book 1: Product invoices, orders and stock
¢ Book 2: Sales orders and foreign currency sales

¢ Book 3: Stock take and period end

¢ This course includes our Sage 50cloud Accounts Certification Stage 4 exam worth £49 (RRP)

Buy Stage 4 for £175 VAT Exempt

Stage 4: View Course Details (https://sageu.csod.com/default.aspx?
p=sageu&c=uki_sages0accounts&dlink=%2fDeepLink%2fProcessRedirect.aspx%3fmodule%3dlodetails%2610%3da805b:
ob2a-45c4-b3dc-8430ed6a980a)

© Sage Group plc2020  Legal (https://www.sage.com/en-gb/legal/)  Privacy notice and cookies (https://www.sage.com/en-gb/legal/privacy-and-cookies/)

General Data Protection Regulations (http://www.sage.com/company/gdpr)  Sitemap (https://www.sage.com/en-gb/sitemap/)

https://www.sage.com/en-gb/shop/accountsworkbooks.aspx 3/3
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