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[bookmark: _Toc28379469]Introduction
In this report I am going to analyse my own academic and employability skills and explain how these skills can be used in the working environment. I will discuss some of the necessary core skills and how they can be implemented in the workplace.  This report will also include an explanation of what Leadership and Followership is, highlighting the importance of both. I will then briefly explain my own Continuing Professional Development (CPD) and academic skills and how these have helped me to develop my professional and employability skills to reach my goals and ambitions.

[bookmark: _Toc28379470]What are employability skills: 
 “Employability skills are defined as skills required not only to gain employment, but also to progress within an enterprise so as to achieve one’s potential and contribute successfully to enterprise strategic directions”.  (Singh, 2008)
There are a wide range of employability skills and I am going to mention a few:
Planning and Organising, Problem solving, Technology, Learning, Initiative and enterprise and Motivation. (career-ready.blogs)  Employability skills are known as transferable skills, which makes a person employable.

[bookmark: _Toc28379471]3 most important employability skills that I feel that are required at work:
It is very important to have good communication skill at a workplace.  According to Keith Davis “Communication is a process of passing information and understanding from one person to another”. (Davis, 2011). In my workplace it is vital to get the accurate information across in a clear and precise way, whether it’s verbal (face to face, meetings or through telephone) or in a written format (letters, reports or email).  As a receptionist/ administrative worker at Royal London Hospital, I have established strong communication skills which have enabled me to work collaboratively with other people.  Getting on and understanding my employers, colleagues and patients’ needs is very important.  Also being able to express and present myself to others is vital, this has meant I needed to have a good clear tone of voice and a good body language.  Interestingly listening is also a good communication skill, being able to understand when to talk and when to listen or ask questions has really helped me build good relationships with the people I work with.  
Teamwork is important as well as I need to be able to work with others.  According to Kimberlee Leonard “The best definition of teamwork in business involves a group of individuals working together to complete a task or large goal”. (Leonard, 2018). With positive attitude a person can inspire and motivate others to work efficiently and effectively.  My ability to work well in a team has also encouraged others to do well, it has promoted a healthy working environment and employers at my workplace recognise this quality.  I feel that I am able to be put in any situation and able to adapt myself. I try to understand other people’s point of views, behaviours and actions, which is very important part of being a team player.  Being able to lead others in a group or to follow group members is important as this shows employers that you have your own views but also are able to respect other people’s opinions.  Working as part of a team requires good interpersonal skills and ability to adjust myself in different environments,  this is a vital skill I have been able to build over my working career.
Having good Time Management skills is fundamental.  “Time Management is the process of organising and planning how to divide your time between specific activities”. (Mind tools content team) Being able to organise myself so that I arrive at work on time, meet my targets and deadlines is essential at my workplace. I am able to schedule my daily routes in advance and I am able to plan a head looking forward and knowing my weekly and monthly schedules and appointments.  Prioritising myself so that I can complete jobs that are urgent and tasks that are important in the right order so that I do not miss deadlines is very important to me.  With time management I need to be able to be self-discipline myself, so that I am committed 100% to my job and not get distracted and potentially not completing a task.  Being able to delegate jobs to the right people or department is important to get the job done properly and on time.  So as a receptionist if I know that I have too many emails to respond to, I must delegate to my other colleague so that I can complete the urgent ones.

[bookmark: _Toc28379472]Core Skills
There are many core skills that a person needs to have; it is important a person is hard working, reliable and focused.  Making sure they complete tasks thoroughly and to the highest standards.  I feel that at work I am very diligent, as I am very focused and always persevere to complete all my tasks on time. (Blanc 2014) Another important skill is good interpersonal skills in the professional and private life, such as listening. (O’Rourke, Collins 2008) This is something that people don’t really pay much attention to, but we should do.  At my workplace it is essential I have good listening skills, as I work with patients and a lot of them like to talk to the receptionist whilst checking in and out of appointments.  I have also needed to manage conflicts and deal with angry patients who have to wait a long time for their appointments, trying to calm them down and making them understand why there is a delay for that day.  At my workplace I am put in situations of trust, my employers feel I am very trustworthy, this is evident as I handle a lot of private information about patient’s health and their private details.

[bookmark: _Toc28379473]“Concept of Leadership and Followership”
Leadership is defined as “Building a framework for action”. (Gray 2019) “Leadership is the art of motivating a group of people to act towards achieving a common goal” (Ward 2019) A leader is the one who posses the personality to lead others, inspire them and comes up with ideas.  A leader needs to perform, an effective leader has to have good communication skills, to ensure they can rely what the goals and targets are they can explain what needs to be done and how it needs to be executed.  Everyone wants to be a leader, but it is very hard to reach that position and even harder to maintain it.  They need to motivate, instruct and discipline the people that they are in charge of and take responsibility for their follower’s actions.  It is important that the followers listen to them or else the job will not be completed properly.

Followership is the opposite of leadership.  “Creating within a frame”. (Gray 2019) “It is the ability to take direction well, to get in line behind a program, to be part of a team and to deliver on what is expected of you”. (McCallum 2013).  Leaders give followers directions to follow and there is an underlying obligation that these directions are proper and ethical, and followers should understand what is right to follow and what is truly wrong.  Good followers are often good workers which helps achieve goals and targets.  The advantage of being a follower is that leaders normally take the responsibility if a job is not done properly.  The Disadvantage is that no one wants to be the follower as the leaders gets more recognition and valued.  followers frequently take the backseat and having a reputation of being a follower is not good if you are looking to get a higher position in the company.  Overall followership can sometimes mean people are in the shadow of the leaders. However, it is clear there are no leadership without the followership and good followers will result in the success of the business.  At work I fall under the group followership, I have to follow orders and directions that I am given by my supervisors and department managers.

[bookmark: _Toc28379474]Continuing Professional Development (CPD)
Definition: - “CPD has become the phrase widely used for on-going education and training for the professions, whilst ‘workforce development’ is the more general term”. (Bubb, Earley 2007) “Encompasses all formal and informal learning that enables individuals to improve their own practice” (Bubb, Earley 2007)
This is a process where you evaluate and understand the skills, knowledge and experiences you have gained throughout your lifetime, whether it is at work or in your personal life.  It helps you to document and manage your own development plans formally or informally, enables you to reflect on what you have learned and how will you apply it to your workplace.  


I will achieve my career goals by continuing my education at University of Wales Trinity Saint David studying Certificate in Higher Education: Skills for the Workplace.  This will help me to open up more career opportunities.  I shall learn more IT skills, such as using PowerPoint whist studying, I then should be able to demonstrate these new skills at my workplace which will enhance my productivity and effectiveness as work.  My ambition is to try to increase my responsibilities and duties at work, I have been able to increase my confidence through class work and this should help to be able to take up opportunities at work to do more skill-based training.  I feel that I am able to improve myself and my job skills, this will help me to fill the gaps in my knowledge and skills and make me more productive and efficient at work.  Building my confidence and credibility to make me stand out from the rest of my colleagues.  With CPD I feel that I can be able to apply for higher positions within my company or be open to establish a new business for myself within the next 5 to 10 years.  

What are Academic Skills “aspects of behaviour learned by students”. (Cardiff Metropolitan University) Recognising the importance of academic skills will help you to achieve your goals and ambitions and help you to success.  Academic skills are Writing, Reading, Researching, Referencing and many more.  I will talk about Presentation Skill.
“A Presentations is the oral delivery of information to achieve (a) particular objective(s)”. (Morgan 2017) It is very important to be able to do a presentation as it helps a person to increase their confidence and be able to explain information to others.  Having a well prepared, well structured presentation is vital.  Knowing the information that you are talking about is very important so that you can answer questions that is posed to the presenter.  Having a clear voice with a good tone and good body language are also very important.  Being creative and having the right visual documents and good PowerPoint slides all need to be carefully planned out.  I have recently completed a presentation at university, which has given me a lot of confidence to speak in front of an audience, this has helped me both at university and also at my workplace.



[bookmark: _Toc28379475]Conclusion
I would like to summarise that it is very important to have both employability skills and also have academic skills for both personal life and for professional.  Therefore, it is important to have the right employability skills, these are basic skills necessary for getting, keeping, and doing well on.  As I have mentioned there are many core skills and depending on where you are working the majority of them are important to all work fields. I have explained how both leaderships are vital but so is followership, as jobs/tasks cannot be completed without one or other.  The advantages of CPD is very useful to any person as they are continuously expanding their knowledge bank and bettering their skills, by doing this they are able to go about their work life in a more efficient route. With these slight improvements, it is easy to find where you are making mistakes and to make amendments in the process. I have also explained how academic skills can be useful at work or in general life.
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