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[bookmark: _Toc35623459]Introduction.
This assignment module will discuss skills needed to work as a leader or manager and why you need these skills. It will also discuss reflective review and how the student can do better in his experience. The student will do a gap analysis and action plan on how the student can improve his experience if he does it again in future.
[bookmark: _Toc35623460]Academic & Employability Skills.
[bookmark: _Toc35623461]Explore employability skills required for leadership and management level of employment. 
There are many skills that you need to be able to apply for work or work for in the leadership and management level of employment. An individual should be able to see if they need to gain more understanding and knowledge or improve their skills to be better for their employability role. Developing skills will help someone improve and do better and they can learn some new skills during this time. People should look at personal development and learn how they can improve their skills. They can set goals and try to achieve this to help gain more knowledge. Being self-motivated is a good skill because employers will like this quality because it shows that you enjoy your job and you want to accomplish what is required.
It is important to create self-awareness because this will help understand how you are managing, you reflect to see how you accomplished a task and see how you can improve, you can see how you can improve by evaluating yourself. If you have self-awareness it will help you to control your own feelings when you are a leader or a manager and learn to stay professional. You can look at what you do not understand and try to improve on your weaknesses. “Although definitions vary, self-awareness is generally seen as an inwardly focused evaluative process in which individuals use reflection to make self-comparisons to reality and the feedback of others. The goal of the self-awareness process is to create better self-knowledge, make adjustments and improvements, and accommodate for weaknesses. The self-awareness process brings into question one’s identity by allowing one to compare themselves to others and their feedback in a new way.” (Steiner, 2014)
To develop your skills and development you can use different approaches to help you improve and gain a better understanding, this can be achieved by using a coach or mentor to help you identify your different areas. You can hire a consultant to give you advice or take courses to help improve your skills, you can also ask people for feedback on areas you need to improve on.
Problem solving and decision making is a learnt skill and you can learn to become better at this by not being bias and making sure you are neutral when this occurs. You will have to be neutral if there are problems at work with colleagues. This skill is also important when you are trying to complete a task at work, sometimes having more experience will help problem solve quicker and complete tasks quick because of experiences.  
Transferrable skills like, good communication, organisation, active listening, teamwork are what employers like when recruiting for management positions. Having these skills and taking them with you and importing on them will help you to become successful in your work. This will also help build better relationships in the workplace. Communication will help if you are consistent with passing message to team members and this will help make any project successful, this skill helps to mass messages clearly. If you are not good at communicating you are most likely to fail in your role or project. 
Time management is very important when you are a leader or manager because you have to learn to meet deadlines and keep a plan or diary about appointments and meetings. It is important to arrive on time to work and events as this shows that you are ready to start your day and you are prepared. 
“Time management is the process of planning and exercising conscious control of the time spent on specific activities to work smarter than harder. It is a juggling act of various things that help you increase efficiency and strike a better work-life balance.
Improving your time management at work allows you to enhance your performance and achieve your desired goals with less effort and more effective strategies. However, failing to manage time or poor time management skills at work can result in:
· Missed deadlines and appointments
· Procrastination and lack of focus
· Lack of professionalism
· Inefficient workflow and low work quality
· Unwanted stress
· Poor professional reputation
· Strained workplace relationships
· Financial penalties
· Work and life imbalance” (kashyap, 2017)


Organisation skills are important because it will show that you can manage skills and if you are organised you have the understanding to knowing how to plan and organise tasks in order. This will help with the flow of the task you need to do and will help you stay on track of projects. I am a plumber and I have worked with lots of different people and I have experienced that the people that are less stressed are the people that are organised. They look at their plan and what needs doing, and they get all their resources together for their day. The people that I have worked with and become stressed very quickly is the people that do not have their resources ready before they start their task which causes them to complete the job more slower because they waste time going to find the tools they need. 
Team working and being able to adapt easily is good to have this skill so you can work good with others and you can adapt with other people’s personalities and character and work well to complete tasks. Delegating well with others is also a skill that is good to have when you work as a leader or manager because you can help and guide people to complete their task.

[bookmark: _Toc35623462]Evaluate your own current employability skills to identify potential areas for improvement and plan the improvement accordingly. 

[bookmark: _Toc35623463]Gap analysis. 
Gap analysis will help to see what someone is lacking and how they can improve on this gap. This will help someone identify their weakness and find out how they can work on that. You can use an action plan to help achieve and fill the gaps and improve, you can include dates when you wish to do this and when you want to achieve it before.
 
	What do I want to do?
	What can I already do?
	What am I lacking?
	How do I fix this?

	Improve my English grammar.
	I can speak with others and know how to use a computer.
	Motivation and time.
	Organise my time better and set small weekly goals to learn.

	Complete my Cert HE skills for the workplace.
	Gather information from my tutor and communicate with her.
	Knowledge on how to research better.
	Learn by asking more questions to my tutor.

	Learn more plumbing related skills.
	I can observe and practice.
	Names of tools and tasks.
	Ask questions more at work to learn and write the different names of the tools.



[bookmark: _Toc35623464]Action plan.
	Objectives
	Tasks
	Success Criteria
	Time Frame
	Resources

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

	To be able to write and speak English fluently.
	Take an English course and practise writing more.
	When I speak fluently without mistakes and write letters with confidence.
	2021 because I will be a qualified plumber so need to learn to start my own business.
	Tutor or a course that I can start.

	Complete my Cert HE courses.
	I need to do my research and gain more knowledge.
	When I get a good mark for my course.
	October 2019
	Tutor to help me understand the modules.

	Learn plumbing skills.
	Practice more skills that I learn.
	When I know my job confidently.
	2021.
	Qualified plumber to teach me.

	
	
	
	
	



[bookmark: _Toc35623465]Reflective review.
[bookmark: _Toc35623466]Demonstrate your awareness of the academic skills required to begin your learning journey.
A reflective review is somethings that will help when someone has experienced something, and they will use this time to look at what happened in their experience and how they felt like emotions in their experience.  Gibbs has a reflective cycle that that will help someone who is reflecting on their experience in order to help keep their reflection organised and in order of what happened, their feelings, evaluation, analysis, conclusions and action plan. Action plan to help them look at what they can change or do better in next experience. 
Description will be to include what happened in your experience and write this down or talk about it.
Feelings will be how you felt in the experience did you agree or disagree, happy or sad.
Evaluation will be looking at bad points and good points in the experience.
Analysis is if you Understood the experience very well or not and how you felt about doing this experience or task. 
Conclusions is how you worked and if it was right or wrong, good or bad and how you can do differently.
Action plan will be to include how you can do steps to improve the experience in future.
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(Gibbs' Reflective Cycle: Helping People Learn From Experience, 2020)



To begin my learning journey in my course Skills for the workplace I will need to check with my tutor which module we are doing. After she gives us the information, I need to start my research I can do this using online google and Moodle library and read books from the university. I can research information about my module through PowerPoint of what my tutor has provided and learn more by doing my own research. Digital research is important because the internet can provide you information from all around the world that you can access straightaway and if you learn how to find this correctly using reliable sources it will help you to achieve higher marks. Unreliable sources can be information that people make up without the correct information or facts so it is important to see who is writing the articles and if the were already researchers or from a qualified source.
For my writing to improve I use Word in office on my computer it helps me correct some of my grammar and spelling, I also sometimes use Grammarly to help correct my work to help me do better in my writing and learn which words are better to place instead of what I think because this is sometimes wrong as I struggle a little with my grammar. I think English is very hard because there is lots of words that can be used and placed in different places which is still learning for me especially in my assignment because it is my second language. I ask my family to help me by reading my work so they can also help correct me or help me improve, I feel more confident to submit my work after.
Harvard referencing was very hard for me to understand but my wife helped me find help online using apps. My tutor also helped to explain this and why we should include Harvard reference which will help us achieve more marks in our work. This helped me a lot because it is important to learn this so the tutor can see what you have got your information from and how you got your ideas to help you write in your assignments.
I felt very nervous about starting the assignment because this was new experience for me. Because I am a plumber, I do more physical job so learning new things like Harvard referencing and researching new subject was very new and hard for me. In plumbing I look and learn practically so not very much writing also I revise for my exams after my practical work. I realised that after doing my first assignment module I enjoyed learning new things and looking at myself how I can learn and change my way of thinking. I learned that I didn’t have confidence to write so I spoke with my wife and she gave me confidence and heled me research because I didn’t start my work earlier, I became a little bit frustrated at the end. This helped me to work by myself and learn with confidence. Next time I would try and start my work earlier in case I do not understand something I will have time to learn and understand to do better. I will do an action plan on how I can improve next time.

[bookmark: _Toc35623467]Gap Analysis:

	What do I want to do?
	What can I already do?
	How do I fix this?

	understand my assignment module
	Get help from tutor 
	Ask more questions and read instead of leaving it last minute.

	Start assignment module earlier. 
	Use the laptop
	Set weekly plan and stick to routine to do work.

	Learn new words.
	Use dictionary or laptop.
	Sit once a week to learn for half hour new words.




[bookmark: _Toc35623468]Action Plan:
My action plan will be about how I can prepare for my next experience about my assignment modules.
· When I find out assignment module and information from tutor do lots of research and reading before, I start my work. Submissions is usually 6-week time to complete. Do research first 3 weeks then start writing over 3 weeks because of my job I have only some evening free.
· Learn new words to help me with my work by using a dictionary or thesaurus to improve on writing after research. 3 weeks before submission.
· Time management, to set a weekly time to do one hour or work when I can 3 weeks before submission, then I can have time to do my writing.  
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