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[bookmark: _Toc456901515][bookmark: _Toc32491435]Introduction 

Witten by Kirsty Jayne Rees currently employed as a Senior Communications and Development Officer for the Welsh Assembly.
Any spare time out of work is enjoyed with her young children, socialising with friends and walking her very active dog. 


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

The writer has undertaken many different avenues of research to obtain a more in depth look into desired leadership employability skills. Listed on National Skills Network the author S.Kumar ( Kumar.S 2019) has compiled a list of essential skills, interestingly ‘be a good communicator’ is one of the top required skills noted, effective and concise communication is an essential skill required in leadership. Showing energy and enthusiasm will attribute to leading a successful team. An important part of being a good communicator is being a good listener and understanding the needs of your team. 
Unfortunately the author can recall being at the wrong end of a bad communication incident where her supervisor at a previous place of work approached her very late on a Friday afternoon to inform her of the required work to be completed by the following Monday, as the author was employed on a Monday to Friday basis this was not possible so she decided with the approval of the aforementioned supervisor to work the weekend to ensure the work was completed within the required deadline.                 
 After a very long weekend the author attended the meeting with the auditor with completed work in hand to be informed she had in fact called the supervisor on Friday evening to inform him the previously requested work was no longer required as a policy was in fact in place. Unfortunately the supervisor had failed to inform any other staff members of this development leaving his team to give up their weekend when it was no longer required. 
Being able to communicate effectively is one of the most important life skills to have, being able to transfer information to others to assist greater understanding using a clear and concise method is deemed essential.

The following skills are also listed as essential positiveness, being able to adapt or change accordingly, culturally aware, and being a good team leader. 
An effective leader must be a good team player and lend a hand when required, don’t walk away and leave a team deserted you will gain more respect and dedication from co-workers if you are hands on and able to assist with workload. 
In her current place of work the author is very lucky to have a hands on leader, whenever her team are approaching a deadline he will assist & will check in every so often and give positive feedback to motivate the team. There can also be a fine line between being hands on and potentially trying to micro manage the task and people. Unfortunately her previous leader would often cross this line and instead of assisting only when required they would try to take over the task and then leave the team without any duties. This most certainly demotivated the writer and her colleagues and would leave them feeling they were not contributing to the task and would often leave them deflated and undervalued.

‘Leaders succeed when their words, decisions and actions address prevailing conditions. We all suspect, for example that solving todays extraordinary problems will take someone other than the all business manager who kept us on the tracks’ (Perrin.C 2010 p1) a leader will have responsibilities for the organisation with sales growth, costing pressures and researching competitors, you will probably have to arrange a formal meeting for a suitable date to meet a leader face to face as they can often be working off site whereas a good manager will be working closely with the frontline workers and deal with more ‘shop floor’ issues first hand and should you require a meeting with a manager you would be able to do this with much more ease an promptness. 

As reported on Stretch For Growth (Mills.J 2018) ‘When a manager is highly engaged, employees are also more likely to be engaged’ this statement has most certainly shaped the authors work ethic, the writer is inspired by the hands on approach by her current leader she has witnessed during her employment. At present one of the weekly tasks of the role is to produce leaflets to promote weekly advice surgeries held for constituents to meet face to face with the Assembly Member to discuss any queries, said leader divides the leaflets between the team ensuring he has the same number of leaflets as other members of staff and will hand deliver them himself. He will not ask his staff to complete any task he is not prepared to complete himself. 
He does not wish to micro manage his staff and is very understanding of everyone’s different situations at home and is flexible, his staff feel valued which in turn they are dedicated and willing to go that extra mile.

[bookmark: _Toc32491438][bookmark: _Toc498692292]1.2  Evaluate own Leadership Employability skills
Whilst evaluating her own leadership employability skills the writer undertook an online skills test on https://testyourself.psychtests.com (see appendix 1 for results).
She was pleased with the result showing she has ‘Communicating Vision’, she has always found herself able to communicate well with colleagues on all levels so was delighted her results reflected this.
The author is able to work well under daily pressures and tight deadlines proving she is passionate and committed whilst always striving to complete all tasks to a high standard. She is able to delegate work to other team members and ensure they have ownership of the task in order to obtain a high standard of results.

	Strengths 
· Good communication skills
· Valuable contacts 
· Life and employment experience

	Weaknesses
· Time keeping 
· Difficulty leaving work at work
· Website is dated


	Opportunities 
· I can be more organised in work and home life
· Engage with new community groups 
· Build relationships with constituents 
· Work on updating social media and website 
	Threats
· Young family will often cause unpreventable situations 
· Other offices or parties competing for votes
· Current leader unwelcoming updates for online presence


A SWOT Analysis was completed whilst evaluating the writers own leadership skills. 













The writer has acknowledged she has to work on her time keeping, she will often arrive at work appointments just on time and not allow for any unplanned issues that can cause a delay e.g. Traffic, vehicle issues 

If you are able to show your team you are leading by example they are more likely to show dedication and work harder. 
When leaders don’t lead by example or adhere to organisations values it can be almost impossible for a team to work together successfully. How can anyone trust a leader who is unable to practice what they preach? 

[bookmark: _Toc2883533][bookmark: _Toc32491439]1.2.1 Current Employability skills

At present the writer is able to exercise leadership skills by leading by example, she will lend a hand and assist colleagues with any tasks they require. Being a valued member of the team which is often confirmed by the current management team when requesting feedback with the ability to see first-hand the progress an employee can achieve with a the support of a good leader. 
As a dedicated employee they can see the importance of being able to motivate others and delegate tasks accordingly to enable the team to have a sense of ownership of the assigned work, as a leader although you technically are still responsible for the work you must be able to allow the employee to complete this task to the best of their ability and be willing to offer any support they require to assist them to complete the work to a high standard.
‘As a leader, part of your job is to inspire the people around you to push themselves – and, in turn, the company – to greatness. To do this, you must show them the way by doing it yourself.’ (Martinuzzi. B 2016) 
Productivity will often stem from addressing the same tasks over and over again as efficiently as possible. Your team is your biggest resource and can be your greatest asset, without them a successful organisation will not function so it is essential they feel inspired and encouraged daily. 
The writer has been lucky enough to feel the sense of pride being able to complete required tasks asked of them to a high standard. The feedback from regular appraisals has inspired her to want to achieve more. With a leader who is able to turn a negative into a positive most certainly creates a relaxed and productive environment which will attribute to the writer and colleagues wellbeing. 
Wellbeing in the workplace is incredibly important, its great to see this topic is no longer considered ‘taboo’ and now gets the platform and recognition it deserves. Employers need to promote discussion and awareness, they should send a clear message that staff wellbeing is a priority and show their commitment with clear policies and ensuring team members are aware of the support they can access should they need it. The charity Mind conducted a survey for 2060 adults from England and Wales in employment in March 2013, their findings were ‘60% of employees say they would feel more motivated and more likely to recommend their organisation as a good place to work if their employer took action to support mental wellbeing’ with such a high percentage reporting this it is not surprising it is deemed a top priority.
Looking after your employees mental health isn’t just the right thing to do it also helps achieve better performance, less absences and a much more productive team. The writer has been lucky enough to meet with Mind representatives to discuss how to implement change at her current workplace to help with workplace wellbeing. With the support of Welsh Government they are working hard to promote better employee wellbeing. 

[bookmark: _Toc32491440]Whilst researching her current employability skills the author conducted a survey to allow colleagues and friends to provide anonymous feedback. The survey was concise and to the point to ensure this did not take up too much of their time in the hope of receiving a fair number completed. From the 10 surveys sent to respondent’s 8 were returned completed before the required deadline, the results (see appendix 2) and an exported completed survey (see appendix 3) highlighted concerns the author was already aware of and will endeavour to work on. Noted by her friends family and colleagues were concerns about her organisational skills, public speaking and decisiveness. Having a young family and being fairly shy will often affect her in different situations but there is lots the author can implement to turn these negatives into positives. 
The following Gap Analysis was completed to identify ‘gaps’ in her 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 exercise better time keeping skills





	Manage meeting and event diary effectively 
	Do not plan for unforeseeable situations
	Allow time either side of a meeting or event

	Be more organised at home and work





	Able to organise working day efficiently 
	At home the morning can be eventful when not organised
	Prepare everything for the children the evening before

	Gain more confidence when public speaking
	Contribute well within the team 
	Unable to confidently present or speak to groups of people
	Look at tips and consider a course to help overcome this



[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?

	Become more organised at both work and home life
	Ensure everything is prepared for children the evening before & continue to effectively plan working day
	A smooth running of drop off at childcare to also assist with the better time keeping objective
	June 2020
	A well thought out routine

	Successfully complete Skills of the workplace programme
	Complete assignments using a variety of different research 
	Work will be marked on completion of each assignment
	November 2020
	Designated tutor, online resources, library, journals

	Assist current boss to hold his seat at the next election
	Promote candidate, leaflet, arrange surgeries, produce leaflets 
	Feedback from constituents during campaign and the election results 
	May 2021
	Good fair campaign

	Become an office manager or team leader
	Successfully complete this course and an opportunity to grow within current workplace
	Appraisals and ‘catch up’ meetings with supervisor 
	December 2021
	To be able to show she has the ability and is dedicated




The above action plan will help the writer focus on her goals in life and the workplace.
Action plans are useful as they give you a framework for thinking about how you’ll complete a task efficiently. They help you finish the duties in order and ensure you do not miss any key steps. Also as the plan lays out each task it is easier to decide which tasks to delegate and which tasks you must give your immediate attention. 
Becoming more organised on a morning at home will ensure an easier drop off at childcare and school on route to work. June 2020 has been selected as a completion date as this is when the writer will return to work and will ensure this is the first task to action. Being unorganised during the morning routine will often cause the writer to arrive at work a few minutes later than expected, although still early for the shift. Rushing your morning routine means you’re more likely to feel flustered and agitated throughout the day which will cause the writer to have a less productive days which in time will affect her colleagues mood. 
May 2021 is a very important time in the workplace, there will be an election to plan and campaign for. This will be a crucial time for the writer and her team to ensure we have a secure job at the end of it. Once we have completed this and are successful the writer will discuss some restructuring of the office to enable her to successfully complete leader or manager task within the desired timeframe.


[bookmark: _Toc498692297][bookmark: _Toc32491442]Part 2: Academic Skills
2.0 [bookmark: _Toc32491443][bookmark: _Hlk498694375]Reflection on Academic Skills required for University Level Study 
There are many academic skills required to complete studies at university level, academic writing, time management, critical thinking presentation and writing skills are just a few.
‘Essays reports, presentations and research papers are just some examples of documents written in the academic style. Academic writing, when used appropriately, presents a polished and professional image’ (Grammar your dictionary 2018) 
There are many characteristics to academic writing, use of third person rather than first hand perspective, precise word choice and appropriate format and structure. It is important to spend time writing and obtain feedback. Good format writing can make an assignment, it is important to format religiously to back up any references you have obtained. This can sometimes be difficult to find but our tutor suggested we follow Harvard Referencing which is proving to be enjoyable looking for the information required to cite it. 
Critical thinking is a key skill that should be applied to all aspects of studies, it is essential you are able to think critically about information and resources you have found. Your writing needs to show you have researched different arguments to help you form your findings. It is about being active in your questioning and learnings.
[bookmark: _Toc456901523]Critical thinking will also be used in your day to day life ‘Critical thinking is an everyday skill that we need to navigate the world around us, form advertising to politics and fake news’ (The University of Sheffield 2020) 
With deadlines and presentation sessions to attend time keeping is a key skill required. ‘there are only so many hours in a day, days in a week and weeks in a term, if you don’t pay attention the end of the semester will arrive before you know it – catching you by surprise. To achieve academic success you must carefully manage your study time on a daily, weekly and semester basis.’ (Education Corner 2020) I have witnessed this myself, the deadline for this assignment has been very fast approaching and has certainly made me ensure I plan for the next term in a more effective way to adhere to the time keeping without causing extra pressures and last minute worries.
 ‘Negotiation is a method by which people settle differences. It is a process by which compromise or agreement is reached while avoiding argument and dispute’ (Skills You Need 2011) 
There are different stages of negotiation which include preparation, discussion, agreement and ability to implement a course of action. ‘confidence is one of the most important skills in negotiation’ (Cochran 2019) to be able to stand up and argue your point from your findings you would require the confidence to do so.

[bookmark: _Toc32491444]2.1 Evaluate own Academic Skills 
After deciding to leave education once I had completed my GCSE’s I started work within 3 days of finishing school, I have found returning to studies very daunting, upon attending my first session with our tutor I was incredibly nervous, I can recall sitting in my car trying to calm down before entering the university. I arrived just in time for the start of the lesson and took my seat nervously whilst trying to avoid eye contact. I was very quickly put at ease and was made to feel relaxed and welcomed. It was great to meet our tutor and fellow students who all seemed to be in the same boat as myself. Since starting my new studies from the beginning it was evident this way of learning was completely different to my earlier studies. I have had to learn a whole new way of writing, it didn’t come naturally to me writing in third person. I had never referenced anything before so was a little overwhelming learning the Harvard Reference techniques but they were explained well and examples were provided so I felt well equipped to change my way of thinking and writing. I had completed a limited amount of research in my current role but nothing on the scale of how much is required to complete an assignment. I feel I have undertaken many different avenues of research whilst completing my first assignment, I have learnt to cite the reference at the time to ensure you have obtained all the correct evidence required to follow Harvard Referencing procedure. 
As someone who lacks confidence I am concerned I will struggle with any public speaking on future modules, I am looking forward to the new challenge and will make sure I look into tips to help me overcome this. I will not let this hold me back and affect my fellow students.
Good organisational skills are essential for successful studying, I am able to organise my study planner affectively but this is certainly something I wish to improve for the remainder of my assignments, and ensure I have a set study time planned and adhere to it. 
Academic studies are based on time keeping, you have lesson times to abide by, ‘homework’ set to turn in and most importantly assignment deadlines. as previously mentioned in part 1 time keeping is an essential and the gap analysis and SWOT have found this is something I need to focus on. 

[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?

	 Increase standard of writing level 




	Ability to write in third person
	 I struggle to put the words from my mind into text 
	 Brush up on basics 

	 Time keeping 




	 Attend on time for all sessions 
	 Leaving work until too close to the deadline
	Be more organised and complete a study plan

	Confidence
	Mix well with fellow students 
	Inability to answer spot questions in front of the group
	 Work on positivity and a growth mindset





[bookmark: _Toc32491447]2.1.2  Action Plan for Improvement

	Objectives
	Tasks
	Success Criteria
	Time Frame
	Resources

	List your Goals
	What do you need to do to achieve these goals?
	How will you identify your success? 
	When do they need to be done by?
	Who or what do you need to help you?

	Successfully complete Skills of Workplace studies
	Complete assignments to a high standard
	Each module will be marked 
	Nov 2020
	Online resources, tutor, dedication, library books & organisational skills

	Public speaking
	Overcome fears of presentations and public speaking
	Deliver presentations successfully and receive results
	Nov 2020
	Focus and research tips, a safe audience to practice delivering


[bookmark: _Toc32491448]
Conclusion
As a result of researching essential employability skills I found I hold many of the desired skills but the SWOT and Gap Analysis has shown I have some areas that require some attention, these were areas I had been mindful of and will adhere to complete any action plans to assist the positive change. 
My findings confirmed a hands on leader will inspire a team and their ability to delegate work successfully will be detrimental to the teams self-worth and growth.
Leadership is a combination of many skills which although a lot can also fit with a successful manager the findings show they are very different roles with a manager being more hands on or available to speak to face to face than a leader who would be involved in different duties, commitments and responsibilities. 
Effective leaders are essential to any organisation. They can increase productivity and the wellbeing of staff & keep them motivated. 
Lastly upon expanding my knowledge on academic skills required for my studies this also provided similar concerns via SWOT & Gap Analysis to the first part of the assignment. The academic requirements are very different from my previous studies of lower levels. I have had to learn new skills such as critical thinking and negotiation skills. These skills call also be put into my day to day life. 
I hope on completion of this course to have gained a qualification that is recognised and will open doors for my employability and academic skills.












[bookmark: _Toc32491449]
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Appendix 1 
https://testyourself.psychtests.com 
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Appendix 2 
Chart to show positive replies from Survey Monkey surveys 
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Appendix 3
Survey Monkey exported results from one respondent. 

Q1 Has Kirsty got the essential skills to become a successful leader or manager? 
Yes
 
Q2 Is she able to deliver clear communication and instructions? 
Yes 

Q3 Is she a confident speaker? 
No 

Q4 Is she a good team player?  
Yes 

Q5 Will she make a supportive leader? 
Yes 

Q6 Does she have the essential organisational skills required? 
No 

Q7 Does she show decisive skills enough? 
Sometimes 

Q8 If you wish to add anything further please use the space below. 
Exceptional team player but can sometimes lack confidence.










Bibliography 
https://indeed.com 

https://lifehack.org 

https://testyourself.psychtests.com/bin/transfer.mobile 

https://www.forbes.com/sites/dedehenley/2018/07/13/seven-secrets-to-inspiring-your-team/

https://www.hrtechnologist.com/

https://www.mindtools.com/pages/article/newLDR_60.htm

https://www.mindtools.com/pages/article/newTMM_53.htm

image2.jpeg
Leadership Skills Test -
Snapshot Report

° Summary

Communicating m

Vision 0 50 100

According to your answers, you are able to
envision a clear direction for your company
and communicate your plans in a way that
excites others. You seem to have the level
of charisma needed to convince people
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essential skill, because employees will be
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