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Introduction
The following assignment focuses on my academic and employability skills. The purpose of this report is to be able to identify the difference between these two positions. It will focus on the differences between the leadership and managerial level in business, the skills we are needed to acquire to practice these roles and the goals which will need to be achieved enabling us to becoming proficient within both areas. I will be looking into what skills are needed against my own academia achievements and experiences in life. With the use of the gap analysis, I will be able to identify my positive academia and weaknesses, which in turn should provide me with a foundation to learn upon. This will give me an opportunity to build upon my skills and with confidence help me to achieve the goals furthering my career prospects. During this assignment I will be utilising internet for different sources of information to be used within my assignment.  These will be listed below.  

[bookmark: _Toc35263119]Part 1 Employability 
[bookmark: _Toc456901517]
1.0 [bookmark: _Toc498692289][bookmark: _Toc35263120]Explore the employability skills required at leadership and management level

I have used Saibon,R.A.,& Kamis,A.(2019) in my research who confirm that the key skills required for ‘employability’ is that every prospect employee should firstly make sure that they have the appropriate skills required for the position they are applying for in order to have a higher successful outcome. This also relates to the individual’s motive for progression within the company to enable them to achieve their idea of career progression and success. (Aida,Norailis,&Rozaini,2015) states that ‘employability skills’ are related to and required as the overall ‘job competence’, which can develop over time and that the employees need to meet the requirements of the employers. (Mohamed,Rafikal,&hazilah,2014). 15/02/2020.
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Employability skills required at management level.
The manager is responsible for organising their departments, implementing processes and guides outlining what needs to be achieved.  To be a good leader or manager, I believe they must always lead by example and need to have good communication and interpersonal skills by communicating clearly to all team members. Managers also need to be patient, approachable and have good listening skills, allowing your team members to see you as an official appointed person if any questions arise. Managers should always take their role and responsibilities seriously and carry out their duties within a professional manor at all times. They must adhere to all governing legislation acts that may apply to one’s position to protect themselves, the company and their employees. To carry out this role one would include having all the relevant educational necessities to meet the job expectations, relevant experience within the role and have moral and ethical principles in managing people. I believe that one’s personal qualities will also have a detrimental effect on the efficiency of a business. This could relate to treating people fairly and how one may come across to another in business. Managers must take on board the seriousness of an individual’s concerns raised professionally and with the use of relevant regulative guidelines make every effort to find a resolution as quickly as they can, for example; following a grievance policy. They should consider other people’s feelings and answer any questions one may have, by doing this you hope to achieve and or restore a positive and ethical working relationship. Other responsibilities will include leading by example, you need to have excellent time keeping which means turning up on time for every shift, you may need to have a degree of flexibility and be prepared to work late occasionally dependant on the business needs. As part of the managerial team are required to keep the morale within a workplace by keeping employees motivated and team members happy. This may be through the correct delegating 

Tina Webb 1910813

of work of different jobs to the most appropriately skilled person. This leads to an efficient and happy work force aiding productivity. This will help meet deadlines 
and achieve business goals which are needed for the purpose of the current employment. The leader or manager will be required to work appropriately as part of a team. Clear and effective communication is important to be able to delegate work suitably, being direct and exact with what is needed to be achieved and or completed has to be relayed effectively to the team members. A manager should also be able to trouble shoot and solve any problems, which may or may not occur. It is a key skill in a managerial team to always be alert and aware of what’s going on within the work force. Any signs of problems occurring should be promptly delayed or stopped from escalating out of control. These signs may be easily seen and or given by word of mouth that a problem could be developing within the team/place of work. If there are any problems, they may need to be addressed straight away where the necessary regulative guideline steps to be followed. As a manager we are always required to be considerate of the different needs of different people, whatever their age, race, gender, sexual orientation. To recognize individuals needs and provide a resolution and help in the prevention of potential reoccurrence risks. At times ‘snap’ decisions may need to be avoided by team members and all employees including management staff should take responsibility for their actions seriously. It’s the managers responsibility for overseeing company activities and to ensure all goals and standards are met. As a good manager motivation by you for your team members is a good way to ensure the tasks that you have set for the appointed jobs get done. A good manager is not afraid to show the work force that they can get their hands dirty too by helping where and when needed, below there are a few skills required for management. (www.brightnowledge.org) This information was found on google on the above web site on 15/02/2020:
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· Good Time Management: A good manager achieves this by arriving to work on time.

· Interpersonal and relationship-building skills: To be able to actively listen to people, the way the message has been put to you, especially the clarity of the speech, it is important to always be professional and communicate effectively. 
 
· Delegation: To be able to have a leader to point their staff in the right direction.

· Forward-planning and strategy: Always plan to know what’s happening within the company and outside for profit making.

· Communication: To be able to talk clearly and professionally to all team members, and to understand what has been said.

· Problem-solving: To be able to solve and understand team members problems, by thinking on the spot, so the problem doesn’t get out of hand. And issues are resolved quickly.

· Administration and financial skills: You must have a great knowledge of all administration and the financial side of your company to be able to succeed.
 
· Technology-process production-methods-skills: computers are our future for everything we do in life, to be able to run your business professionally with competence your business will or should run smoothly.  

Leadership is about inspiring and leading people to do things they never thought they could do. Important leadership qualities and skills you may need, to become a good team leader are: Listed below are a few leadership skills required to run a successful company. (Doyle,2019).
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· Communication: To be understood with clearly, to be direct, and to listen with intent and empathy. Make people feel that they’re being heard, this will then get people follow you.
· Vision: It’s to understand and foresee the goals Infront of them, decision making is the key to new ideas.     Source: brainyquote.com Jonathan swift.
· Integrity: Always be honest, apologize when needed, must give the benefit of doubt when circumstances are unclear.       Source: quotefancy.com C, S Lewis said.
· Empathy: You must have an open mind, for the understanding of their followers the dreams and hopes that they may have, also problems, so that a personal connection may be formed with them. It’s a mindset which enables leaders to: Improve on their work strategies to make better decisions on predictions, which increases their creativity.  Source: Verywellmind.com
· Influence: Leadership respect must be earned and not given they need to connect with all nationalities of people, knowing their differences of culture, Behaviours of the workforce. 
· Delegation : Leaders are required to point others in the right direction, their thoughts and ideas for their common goal, they take a step back when there team have been given everything they need to succeed successfully  in there appointed jobs to the end result of their goal, evaluating teams and dedicating tasks.       Source: stakeholdermap.com
· Confidence : You must have the confidence to make this role as a leader, and know what you’re talking about when giving tasks out to their team of people, because this would be noticed by others if no confidence is shown when spoken to them, to know what you’re doing and why is half the battle, you must believe in yourself, the more you do you will come out the other side and be able to manage a stressful situation.
[bookmark: _Toc35263121][bookmark: _Toc498692292]Tina Webb 1910813

2.0  Evaluate own employability skills to identify potential areas for improvement 
[bookmark: _Toc35263122]       and plan improvement accordingly.




[bookmark: _Toc2883533][bookmark: _Toc35263123]2.1 Current Employability skills

I have been employed within my current position for 14years where I  have excellent time keeping and am always in work prior to my shift starting. In 14 years, I have never been late. I am a good team player; teamwork is essential for the running of the business especially within our company. Teamwork requires me to work effectively with other members of staff and customers throughout the day. I am responsible for the effective business to business sales transactions of parts and services. As a senior member of 
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staff am required to assist with training new employees where am required to communicate effectively on all levels. Able to motivate myself for the work that is allocated to me for the day to day running of the business. This involves mapping out my route, the completion of legal documents including administrative paperwork for the deliveries. Participating in the management of business monies, involving cash-cheques for payment for goods and services. Things I need to improve on are; computer technology but have found once shown what to do, work to the best of my ability which is a personal characteristic of mine. Economically and practically using computers is better that a paper trace and in finding a place for storing files may no longer be practical. Feel I may benefit from taking a computer course to build my confidence and speed. I also need confidence to speak out clearly in a group and having an understanding of a subject will help build confidence. I am finding this course to be a positive learning foundation and feel by practicing this course at university I will gain the knowledge I need and the experience in the technology which is used today for progress to happen for the future.

· Teamwork 
Teamwork is essential, its being able to communicate and help others to enable to do the job required professionally and passionately. As a leader of a company, I am aware of the many skills that are required to manage a team, I have excellent time keeping, have the ability to think for myself and trouble shoot where required. Experienced in providing correct and clear instructions for the delegated tasks to be achieved including offering help and support assistance where necessary to carry out a specific duty. I have chosen this university course to further my career and with the ongoing training including learning new skills such as computer technology, believe I will become a valued member of a management team. Alongside this have good people skills and will always make time for other team members, addressing any concerns one may have and listening to what they have to say, helps to show and strengthen our core business values and standards. I feel when you have time to listen to people about whatever is on their mind, the problem of a potential situation can be resolved very quickly and before potentially becoming apparent.
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· Integrity
Integrity is a strong characteristic to have to retain business relationships. It means being honest and open about the products and services we have and are offering; allowing the consumer to make a concise independent decision with the transparent services offered. Strong personal qualities in work relating to work-ethics and morals will help develop a good working relationship with peers and customers regardless of other influences. Source: quotefancy.com

[bookmark: _Toc35263124]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?

	Gain more technology experience.






	The basics on computers.
	Experience in computer technology.
	Go on a computer course.

	Gain experience to build up my confidence in large groups of people. 






	Talk in small groups Within my ongoing course,
	Confidence communicate effectively in order to get message across 
	By speaking more on this course in a professional environment and to friends and family.

	Be more accurate in expressing myself.in a professional manor,
	Talk in small groups but not in a professional way, 
	  Experience and Confidence. 
	With help from others. Study, do research in communication techniques,
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[bookmark: _Toc35263125]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?

	To be more of a professional speaker, within my course, 
	Attend all lessons, and do more study online,
	When I can speak in a confidant manor, speaking to large groups of people.
	6 months from now.
	Practice, attending all courses.

	Communication technology study’s and courses.
	Computer courses training.
	When I can use a computer more efficiently and with confidence. 
	1 year from now.
	Computer course.

	A degree in business management.
	Completing all my assignments on time, to attend all lessons.  
	When I graduate.
	3 years’ time.
	 University lectures complete all assignments. 

	Financial gain and security.
	Attend and complete all the above.
	Completing all the above with confidence.
	Within 3 years from now.
	Complete all courses and attend all lectures and study.











[bookmark: _Toc498692297][bookmark: _Toc35263126]Tina Webb 1910813
Part 2: Academic Skills 

[bookmark: _Toc35263127][bookmark: _Hlk498694375]1.0 Prepare an individual reflective submission demonstrating awareness of academic skills required for your learning journey.
[bookmark: _Toc456901523]
I reflected on my own academic skills of previous and past work experience to determine the academic skills I hold.  Gibbs, G  (1988).

[image: Gibbs' Reflective Cycle Diagram]
These are as follows:
· 1 Description. In detail describe the event and situation, what happened and what the outcome was.
· 2 Feelings. Describe how you felt leading up to the event, and how you feel about it now.
· 3 Evaluation. Find out what was contributed to the event, and what went well throughout the event and what didn’t.
· 4 Conclusions. Take a step back to see if you could have done anything different and find out the positives and negatives in the event.
· 5 Action. In areas where things didn’t go so well, I will be able to build on that for next time.
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[bookmark: _Toc35263128]2.0 Evaluate own academic skills to identify potential areas for improvement and plan the improvement accordingly.
I feel now some of my current academic skills need to be improved for me to be able to carry out a higher managerial position with confidence. I sometimes feel I lack in confidence with my vocabulary, I find it hard to express my opinion across in a professional way. Often doubt myself not knowing the correct vocabulary which often stops me from speaking aloud which stops me from putting my point across in groups of people I don’t know. I need to study harder and read more to have a better understanding of professional language. I find since starting this course with the university it has helped me with how to express different wording correctly and the different meanings of words. Also, my computer illiterate skills Information technology (IT) needs working on, Therefor I need to take a course for Information technology to further my knowledge. I find that this would help me a lot, tremendously in my studies and in my work opportunities. I didn’t have the use of computers in school, in my time. Am working hard to continue to broaden my horizons through gaining new skills which is enabling me to work towards my future goal. I have excellent time keeping, always early in work, In the 14 years in my current employment I can honestly say I have never been late, I also work to deadlines when needed to do so, prioritizing working load and delegating less important tasks are key factors of my success in work.


[bookmark: _Toc35263129]Current Academic Skills 
My current academic skills are as follows:
City and guilds in hairdressing level 2 15/10/1992. Certificate for International health and beauty 30/06/1992.
Certificate that I completed a run to the top of snowden and stepped at the summit for charity distance of 3,560 04/07/2003. 
Field Electronic monitoring course 04/07/2003.
Cambridge safety, Difficult behaviour, and Breakaway techniques, 24/06/2003.
And verbal diffusion techniques.
OCS security services for security officer 10/05/2004.
SITO for security patrol officer 10/0902004.
Job centre plus officer code of conduct 07/01/2005.
Health & Safety   at   Work. 15/08/2005.
British red cross First Aid at work   07/01/2005.
Custody handling system for detention officers 22/08/2005.
Heart stream forerunner automated external Defibrillator course 18/08/2005.
Basic IT training whilst working for the police, PNC NAMES.  12/12/2005.

I can work on my own or in a group, I can find solutions to challenges in work, self-motivated, attend continuing professional development courses such as Manual handling in health and safety at work ,  Required to achieve all company standards and follow all regulative policies and administrational protocols including the managing of business transactions for purchases. My employment now consists of a layout of delegated work where am responsible for my works van ensuring the safety and maintenance of vehicle is kept up to date i.e. Tyres, AdBlue. 
Utilising and driving safely to and from destinations within a time scale for the delivery’s standards to be met. I am trustworthy. I sometimes have cash sales to collect, you need to be honest wherever you are whatever ever profession you are in. I have also gained good knowledge of Cardiff and surrounding areas. I know how to navigate using a satnav, which I sometimes use usually when finding out new directions for new customers premises. The jobs I have held in the past have been very challenging with the people I have had to look after in the community, To which my judgement have been warrantied for their safe keeping, I have given out  medication  for their medical needs, I did do my own research on this due to having no knowledge of what this medication was for, this was for  my  own piece of mind. This I had to log on a computer every time this was done, I have saved people’s lives from self-harming, which I was recognized for. I have had to be good with figures sums totalling up, maths, and measurements, to which I have had to use during my previous employment.
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[bookmark: _Toc35263130]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?

	 Confidence to speak in large groups.






	 I can already speak in small groups.
	 Confidence be surer of myself.
	 Attend all courses and practise, speaking more with people.

	 Get up to date with technology.






	 Basic stuff on computers.
	 Experience. With technology. IT.
	 Computer course and practise.

	 Build to archive the above. 
	 Basic in technology and speak in small groups.
	 Gain experience and confidence on the above.
	 Communicate with my course colleagues and tutor at all times. thaboveabove.
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[bookmark: _Toc35263131]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?

	Computer courses.
	More study, online web, and courses in IT.
	I will gain more confidence and know a lot more about computers.
	Ongoing.
	Computer courses. and help from going to classes.

	Online library.
	Read more research.
	To be knowledgeable in different meanings of words. 
	Ongoing.
	Study more read more with other students.

	To attend all courses.
	Time. and you must want to achieve your goal. With commitment to do so.
	Completion of my course work.
	In every module there are 3 months give or take there are 6 in a year.
	Courses commitment, and a good lecturer.

	To complete all assignments on time
	Attend all lessons of study
	Completion of my assignments. 
	All assignments in a space of 3years.
	Study commitment attention to detail.





[bookmark: _Toc35263132]Conclusion
After completing this assignment for business management, I have come to the conclusion that my information technology (IT) skills are not as good as I would like them to be, I am able to get through my assignments but still need to learn a lot more with my information technology skills. Unfortunately, my communication is done through speaking to people directly and not indirectly via computers. Which is why reason to take a computer course. I understand how important it is to have these skills in businesses of today.
I have also come to the conclusion that teamwork is very important, without your team and good communication your business may not run as you would like it to be. It is very important to take any criticism on board because it will help you become a better manager or leader. There are still many skills I need to learn, so I’m willing to take any help and advice that may come my way. 
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