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I am going to focus on Academic and employability skills. I will look at what these skills are, why they are essential, and I will explain each skill chosen individually and why they are needed. I will evaluate my own skill set and identify where my strengths and weakness fall using a Gap Analysis table and rate myself on where I believe my skill levels to be. By identifying the above, I can then put in place a Personal development plan to get me to where I need and want to be and to help complete tasks at hand and recognise improvements in all aspects of my skills. 


Academic Skills Part 1 

[bookmark: _Hlk498694375]Academic skills are essential in any workplace. With a range of study habits and learning strategies, mastering and correcting specific concepts will help whether learning as a student, teacher, leader or manager. Each skill learnt will help in exams, tests, making decisions in business and life in general. There are a number of academic skills such as third person writing, note taking, Harvard referencing, critical reading, academic writing and report writing just to name a few. All the skills listed help everyone and anyone become more adaptable and more confident and efficient in the workplace. These skills are invaluable for future careers and will help set you aside from the rest. Below will feature in depth explanations and examples of three chosen academic skills. 
1.1 Evaluate Academic Skills
Harvard Referencing
Harvard referencing is a format used to cite information collected from reliable sources. According to Mendeley website there are two types of citing references. In-text citations and a reference list. Unless done correctly a Harvard reference will not be recognised. This formula can be seen in reference section at the end of the assignment.
Research
Blakeslee (2004) created this method to make sure it’s relevant and sourced from legit reliable sources. It gives you multiple questions to help decide whether or not it should be used. Here is the CRAAP TEST to evaluate your sources.
Currency
Reliable
Accurate
Authority
Purpose

Below are brief explanations of each method.

Currency
Refers to when the information was published or posted. It’s always useful to check when source was updated, revisited and when the date was gathered.
Reliable
Measures how accurate the information is and how dependable it is.
Accurate
 Has to be true and detailed at an extremely high level. So expert witnesses, opinions and data.
Authority
Refers to the author or organization and makes it credible to use. Authority ensures it passed the correct tests.
Purpose
Explains what is done and why and if created or exists what is the purpose. 



Note Taking

According to UWTSD note taking helps and encourages learning and gives confidence with retention of information. It’s better to be selective and make it relevant, brief and concise. Notes must be factual and accurate.

Now the set skills have been explained above please find below a Gap Analysis table. I will detail skill sets I have used above and score myself on each skill. I have used a rating system to indicate where I believe I am now and where I want to be. 1 being the worst and 5 being the best. 
 
  

 

1.2 Gap Analysis for Academic 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?

	Harvard referencing
I want to be confident in searching and finding data. Using correct sources and data and not doubt myself.






	Correctly use formula for Harvard referencing. I score myself a 3 on this.
	Confidence in searching for data and going with what I know is correct.
	By practising and continually checking and using correct sources. I want to eventually get to a 5 on this.

	Research
I want to research well known sources which are reliable. All data collected, blogs used and books sourced will be accurate and factual 






	I know which sites not to use and why these aren’t reliable and useable. I score myself a 3 on this.
	Knowledge on getting to the correct source first time. Asking the correct questions to find source quickly and efficiently.
	Work on narrowing down questions to get to the source on websites. 
I want to able to work my way up to a 5.

	Note taking
I want to be confident in selecting relevant key points and making sure all notes are factual. 
	I can take notes confidently and correctly with defined detail. I score myself a 4 on this.
	I believe I’m confident in this area but there’s always room for improvement.
	I will get to a 5.




[bookmark: _Toc36140184]1.3 Personal Development Plan for Academic Improvement

Now that I’ve identified the gaps in my skills, I need to put a plan in place to close the gaps. Below will be PDP for this. 

	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?

	Being able to use Word more accurately and confidently. Organise tables, headings and add pictures efficiently and correctly. 
	Practice and continue to learn and work hard to improve and better my I.T skills.
	By how well I use word and feel comfortable and confident in doing things on it I wouldn’t normally know how to.
	Ongoing throughout assignments and course.
	Practise and use word more often.

	Learn more about each individual module and become more equipped with tools and techniques.
	Research, collect data and read up and expand my knowledge.
	Marks, scores on assignments and improvement in Personal development plans.
	Ongoing through assignments and course.
	Internets, books, research, help from my lecturer and attending all classes and sessions.

	Learn how to put my skills to better use after graduation and work hard in achieving goals set.
	Apply for positions I know I can more than capable of. Apply all skill sets I have to job at hand and update my CV. Progression is key
	By sticking to a plan and time frame. Position in life and work and where I am and where I should eventually be. Reflect and improve.
	Ongoing throughout course. Once completed in November.
	Keep progressing and improving. Reflect and overcome and work hard. Use everything I’ve learnt in university.

	Public Speaking, group speaking and vocabulary skills.
	Gain confidence and take time. Practice. Read and make sense of all words use for future assignments and presentations. 
	Apply tasks which include presenting and speaking in groups.  
	Ongoing throughout course.
	Practice and overcome fear of presenting work. Encouragement from others and lecturer.
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Part 1 Academic skills 

Employability skills for management and leadership can be built on over a period of time. Within whatever job you work skills can vary but also carry you through into different career paths and most importantly different roles in which you can progress and become better at what you do. Whether you are a Project manager or manager at Mc Donald’s all good managers require a number of skills to be a great leader. Within any job a valuable set of employability skills such as communication, time management, negotiation, networking, presenting, listening, positivity, and interpersonal skills just to name a few give you an advantage and help in all aspects of being in management. Reflecting on skills is a tool which will help progress and improve. With being able to adapt, learn from and overcome I will give an example of this based on event at my place of work using a tool and format I find helpful, Gibbs (1988) Model of Reflection.

Gibbs, Model of reflection

Description 
In work 6 years ago where I was training and studying to become a Personal Trainer Level 2 I was undergoing a fitness test. All trainees must be able to complete and finish within the required time. This exercise drill had to be complete whilst competing against each other to try and bag the fastest time. There was a range of exercises and keeping good form and correct stance was essential and control on breathing to show how we would demonstrate to and on future clients whilst also testing our own strength, cardio and fitness. Exercises varied and included shoulder press with dumbbells, kettle bell swings, burpees and dead lifts. Dead lifts can be done with or without gloves or hand chalk but using them protects hands and help with grip on to the bar and should always be there whether used or not. Our Mentor and teacher failed to give us this essential part of equipment or even offered or asked whether we wanted too. Which in a gym environment that’s a vital question that should be asked when performing this particular exercise. Whether I wanted to use them or not I found it extremely worrying at this level of training it wasn’t even mentioned. I for one use grip gloves on heavier equipment as I have soft, sensitive skin and friction against the bar causes pain and irritation and could prevent me from further training, but in this case I just got on with it as I didn’t want to cause a delay as some trainees had already started and I didn’t want to hold the group up.

Feelings
I was slightly worried about this as I noticed it wasn’t just me concerned. Some groups had a substantial amount of weight on their barbells and chalk would be needed as grip would get less and less as each trainee went it to use it for their reps. I felt slightly intimidated to speak up as we had more males in our group and I didn’t want to seem like I couldn’t keep up with the rest of them or cause a problem or be the one to question our teacher when no one else who was bothered didn’t speak up. I felt like my Teacher and mentor was more experienced that all of us trainees put together but still I felt un easy that something so minute was left out of such an important part of the task which would help a lot of us including myself complete the task faster and more equipped and could also help me get a faster time with less injury potentially.

Analysis
Throughout my training and experience with Personal Training level 2 and 3 one of the most important things I was taught is being able to deliver routines, exercises and brilliant form in everything I do and provide the client with anything needed to improve and help with this such as grip gloves, chalk, weights, waist belts, training bands and so on. The same mentor who uses this same rule with every session had failed in one simple task. Yet I was expected to carry this through throughout training and to future clients and members.

Conclusion
Looking back on this incident I should have challenged my mentor and acted sooner as it would have benefited me and helped me complete the task better and at a much better speed. My lack of confidence in speaking up could have resulted in injury or even being able not to complete the task to my full potential. I recognise I need to develop the confidence to speak up and in that it would not only benefit me but other trainees and even my mentor and Teacher so other trainees are not put at risk.

Action Plan
In future I will always be mindful of this and follow correct procedures. I will ensure the wellbeing of my clients are being met and always maintained at the highest standard. In all aspects of gym and fitness rules are there for a reason. I’ve taken this and learnt from it and make sure I apply it through each exercise correctly. I will perform and demonstrate with and without protective equipment and then give clients an option whether or not it’s wanted or needed. That way everyone’s needs are met professionally and correctly.


  Below I will list and explain in detail my chosen Employability skills.

1.1 Evaluate Employability skills for management and leadership

Communication 
Communication is a way of understanding the job at hand and being able to take leadership and speak when needed, delegate correctly and communicate well. According to Alison Doyle (2019) Effective leaders have the ability to communicate well whilst motivating their team and delegating.  A large part of communication involves listening to maintain a steady flow of communication between staff. A leader must require all forms of communication. This can range from staff conversations, board meetings, one on ones as well as communication via social media, emails, fax and telephone. Being approachable 
Is a key factor and engaging and speaking when needed are all good signs of being a leader or manager. Sometimes is not what you say but how you say it and watching the tone of your voice, being fair and non-judgemental but showing who is in fact in charge can help in all lines of communication.

Time Management
Time management is essential. According to John Doerr (2018) companies or management cannot improve what they don’t measure. Meaning time is measured by what requires more or less of it. Leaders and managers should pride themselves on being able to manage this to the highest standard. Time management is magic. It shows discipline and structure in any line of work. Being able to prioritise what needs more time and what needs less is key. Facts show Stephen Covey recognised how to make skills such as time management a habit in everyday work life along with many others. He states, “The key is not to prioritize what’s on your schedule but to schedule your priorities”. Planning and scheduling and being more organised leads to efficiency and getting tasks complete. It’s Being able to reach a goal in your acquired time and making sure your staff or team can meet deadlines and get things done sufficiently. Facts taken from the balancecareers.com state employees who have excellent time keeping can eliminate distractions and enlist support from colleagues and delegate to accomplish the goal/goals. That in itself is Time Managed extremely well.

Motivation
Being able to inspire and go that extra mile for colleagues, clients, customers is all about being a leader. Building a great work team requires recognition and rewards and giving staff feedback and being able to notice what they are capable of which will enable you in increase their responsibility’s if needed and invest in them. Respect is a huge factor in motivation. Knowing when to motivate and how is a skill needed to keep everyone on track. Being acknowledged for hard work getting a pay rise or even being on a good wage alone will increase motivation especially working towards earning more with bonuses and added extras. As suggested by Bruno S. Frey employees may work hard for one or two reasons. Because they are interested in the work itself or because they are being paid. 

                               
1.2  Evaluate own Leadership and management Employability skills 

Communication
I am a personal trainer and being active and driven both physically and mentally and having a wide range of knowledge and skillsets for my clients is essential in my workplace. Taking correct steps and measures in assuring rules and guidelines are followed for myself, other staff members and clients is of the upmost importance in a gym environment which is why for myself I feel communication is key. It helps understand what I expect from my client and in return what they need and expect from me. First point of contact a repour must be built. It enables my clients to feel comfortable and at ease and to let me know what they want and be able to ask any questions they want and get the answers they need from me.  A huge part is discussing and communicating prices, times, availability, structure and goal setting just as well as talking and being present it is all about listening. Whether I’m taking a group session or one on one its about sharing my knowledge efficiently, correctly and in a way my client/clients understand. Keeping a good line of communication is important as things can change for clients. Such as a goal setting, targets, time of session, rescheduling the list is endless so being available via phone, social media or email and resolving and putting a plan of action in place again is a vital part of good communication between myself and clients. 
 
Time Management
Time management and being able to keep a steady flow of clients starting and finishing their sessions on time is curial to my day running smoothly and on time and most importantly for clients. Giving clients there time slot and making sure they are reaching goals and targets put in place within set times gives them motivation that what they are doing is working and also having faith in the process and goes without saying shows what I said would work and what they can achieve in a certain time frame is realistic and doable. Time is money and clients want to the most out of there session and being able to prioritise and give them timeslots they want is essential. Whilst also making sure I have enough time to fit everyone in and organising my week ensures my time management skills have to be kept at a high standard.

Motivation
Being motivated not only inspires my clients but keeps me positive and driven and pushes me to provide the best service I possibly can. Encouraging and building my clients up pushes them to places they never thought they could get to. Seeing them reach goals and targets gives me all the motivation I need. Recognising when they need an extra push or checking in with them to see how they feel before and after a session and bringing out the best in them keeps the mind focused and driven. In a gym environment its very much needed as it is easy to throw the towel in. I always go that extra mile for clients and in return they give me there all in every single session. 

Below I will demonstrate how I rate my skillsets and where I think I am and where I want to be by using the same format used previously with 1 being poor and 5 being excellent. 

1.3 Gap Analysis to identify ‘gaps’ in employability and 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?

	Communication
I want to improve my interactions and communication on social media as in this generation it is used more than ever. It is more time efficient and beneficial.






	I use social media for posting and updating class timetables and sharing motivational quotes. Also booking appointments and sending out diet plans and workout plans. I score myself a 4.
	Booking appointments via my Facebook business page.
	Ensure to keep up to date and check all social media platforms. Expanding my knowledge and learning. I will get to a 5 on this.

	Time Management
I want to keep all sessions running at correct times and making sure there are set guidelines for late clients as this has a knock on effect for the rest of the day and most importantly my clients






	Ensure my communication is top priority in keeping up to date with changes and rescheduling and checking in with client to manage time more efficiently
I score myself a 4.
	With numerous clients it can be time consuming texting, calling and emailing but I need to be more confident in myself I can keep on top of it.
	Keep working on my time management as I make sure this is top priority. I want to be a 5 at all times.

	Motivation
I want to ensure I’m always motivated and keeping things fresh and new for clients and myself. Maintain a positive driven attitude and push my clients to be the best version of themselves. I score myself a 4 as I always go that extra mile.

	I make sure my clients reach their goals. In classes I keep things new and exciting and always reach new targets and monitor progress to keep members and clients driven and wanting improve each session.
	Its hard motivating everyone else. Sometime you forget about yourself in the mix of trying to give and provide the best service.
	Always try and manage some me time. Its essential in building yourself up and breaking barriers. Helps keep the mind focus and brings new ideas. There’s always room to improve in everything. I want to be a 5





 
1.2.2 Action Plan for Improvement

I’ve recognised strengths and weaknesses in my skills and in order to work towards bridging that gap and improve I will implement these by using a Personal Development plan which I will use and detail below.


	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?

	Complete BMSK001 Academic and Employability skills.
	Be present and attend classes and research and study to a high standard.
	Complete the module on time and be sure to pass.
	27.03.2020
	Support and help from lecturer. Research and studying.

	Improve on my Planning skills.
	Creating a rota for existing clients and future clients. Managing an up to date diary both on paper and online which can be sent to client to confirm or change appointments more efficiently without constant use of texts and calls. Keeping on top of goals, diet plans and workout plans and to be sure they are regularly updated via Planner on iPad.
	By monitoring and keeping up to date with all planning skills. Setting aside enough time each day or week to make sure this task is done and complete to ensure I have time focus and concentrate on other things.
Addressing a more professional manor which will be noticeable.
	Ongoing throughout my Work
	Good knowledge and understanding of planning via app used on my diary/ iPad. Continually checking in with clients to double check and monitor sessions and progress.

	Complete Second year studying at University.
	Be able to complete first year and graduate in order to move on to the next year.
	By graduating and completing first year and being accepted and offered a place for following year and course.
	27.03.20
02.2021
	Help and support from lecturer. Completing first year and being offered a place to return for second year. Continued research and maintaining knowledge and understanding of course and tasks at hand and ahead. Use of books and correct sources.

	
	
	
	
	








[bookmark: _Toc456901523][bookmark: _Toc36140185]Conclusion

As a result of this assignment I have explained and detailed Academic and employability skills. I’ve evaluated and identified the gaps in my own skill sets and put together a Personal Development plan to ensure I progress and bridge the gaps on these skills needed to further my career and studying. Using smart objectives in these plans it will help me ensure I reach and achieve targets, deadlines and goals set.
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