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Introduction 
The author is Lucy Morgan, she is twenty-seven years old. The author is currently studying skills for the workplace at the University of Trinity Saint David. Further to completing this qualification, the author would like to complete her BA Honours degree in business management. The focus of part one of this assignment is to demonstrate and evaluate the authors academic skills, for her to be able to complete her course and the employability skills required at a leadership and management level. The focus of part two of this assignment is to write a reflection of what the author has learnt from her research, leading to a conclusion.

Management synopsis 
In part one of this assignment the author has researched employability skills required at leadership and management level. She has backed up her writing with academic research and references. The author has undertaken a SWOT analysis to find out her strengths, weaknesses, threats and opportunities regarding her employability skills. In addition to this the author has written a PDP (personal development plan), gap analysis and an action plan. Furthermore, she has undertook a Gibbs reflection and a Covey time management matrix.
In part two of this assignment I have researched academic skills required at University level. I then evaluated my academic skills by undertaking a SWOT analysis to find out my strengths, weaknesses, threats and opportunities. I have undertaken a Johari window assessment, Covey time matrix, Gibbs reflection and a personal development plan. In addition, I have reflected upon my academic skills leading to a conclusion.
Part one
In part one of this assignment the author will explore in depth, the employability skills required at leadership and management level. The author will evaluate her employability skills, and plan accordingly on how to improve them. When applying for management and leadership roles in the workplace, it requires a finely tuned skill set. Management and leadership are about being able to build successful relationships and it is important you have the right skills required to fulfil the role. The key skills required at this level are interpersonal skills, communication and motivation, organisation and delegation, forward planning and strategic thinking, problem solving and decision making, commercial awareness and mentoring according to Smith (2019). Managers have multiple responsibilities and are required to perform a wide range of duties that correspond what type of team they are managing. Some duties include daily planning, problem solving, operation of a company, assisting with any issue’s employees might have and set targets (Job is Job No Date). Some of the key responsibilities of a leadership role in the workplace are, to develop employees to their full potential, lead a team of employees, provide help to management and assessing employees (Monster No Date). Employers require you to have several key soft skills that are essential to have at management and leadership level. Soft skills are considered crucial for managers and leaders because they are transferable skills that can be used in the workplace. Some examples of soft skills employers look for in managers and leaders are communication skills, problem solving, flexibility, team working and time management (Haughton 2016). At leadership and management level, interpersonal skills are vital because your ability to relate to others will reflect how effective you will be in a leadership or management role.
From research the author can determine what skills are required at leadership and management level. There are several skills required for the workplace that are vital for employees to have. Robles (2012) states that the most important soft skills are integrity, communication, courtesy, responsibility, social skills, positive attitude, professionalism, flexibility and work ethic. The author fully agrees that by having these characteristics, you will be more effective when applying for manager and leadership roles, alongside experience. Leadership networking is crucial for leaders and managers because it helps build relationships and strengthens alliances inside and outside the workplace. Networking is important because it can be used to expand your knowledge, enhance your skill set, increase communication and gain access to the necessary resources that will foster your career development.  There are many ways you can network, whether it will be face to face, written format, online or by telephone (Janasz and Forret 2008).
 The author has conducted a SWOT analysis on her employability skills that are required at management and leadership level (Appendix A). From her results one of her weaknesses was her problem-solving skills, this could be overcome by listing the possible solutions. One of the authors key strengths are running two small businesses and managing a small team. This could provide opportunities for the author, where she could progress into managing a larger team within the workplace. The author has written a gap analysis to set goals and to see what she can improve on across all fields. She will then evaluate her skills against the criteria, for the skills required at leadership and management level (Appendix B). From her GAP analysis results the author was able to identify her objectives and act on them accordingly. One of her objectives was to progress into managing a larger team and gaining commercial cleaning contracts. Although she has experience in managing a small team, Lucy was lacking in knowledge on how to expand her team and how to gain contracts to be able to progress in her business. Lucy can overcome this by contacting Business in focus to arrange a meeting with a business advisor. After writing her gap analysis the author has written an action plan to plan her goals accordingly and to find out when she will achieve these by (Appendix S). The author has also written a personal development plan (Appendix E) to help her set goals for her career. From her results, Lucy was able to identify her goals and plan accordingly on how she will reach her goals.  Lastly the author undertook a Covey time management matrix to organize her priorities and develop her time management skills, to help her with her leadership and management in the workplace (Covey, 1989) (Appendix F). By undertaking the Covey Time Management Matrix, it has helped Lucy prioritise her time for duties that are most important to her. She has discovered that by prioritising her time to market her business effectively, instead of using her personal social media. By using the Time Management Matrix, it has helped the author to prioritise tasks that are important for her to progress in her career. The author has written a conducted a Johari window assessment to improve self-awareness and mutual understanding (Appendix J). 

Although similar employability skills are required for leadership and management the author has investigated how they differ. There is a continuous controversy about the difference between leadership and management roles in the workplace. According to Kotterman (2006) leadership and management may be related in a few ways but they have many distinct differences. Azad et al.  (2017) argues that there is no scientific evidence that exists to support the described differences between leadership and management; what remains is an abstraction of two theories with no consensus, and little application. The author agrees with Azad et al. that there is no scientific evidence to support the described differences, but in the workplace environment employers set two separate roles for a manager and a leader. The type of leader you are has a considerable influence on the success of your team. Therefore, it is important to master the most effective management style to nurture and develop a successful team. There are many different management styles, visionary, democratic, coaching, authoritarian and laissez-faire (Dragilev 2019). The author undertook a leadership style questionnaire (Appendix C), to determine which leadership style she is most dominant. From her results her highest score was the democratic leadership style, in the high range. Complementary to this, the author fully agrees that her leadership style is democratic because she treats employees fairly and helps employees reach personal goals. Additionally, she fully agrees that the characteristics of a democratic leader well match herself because she allows participation in decision making within her business and emphasizes collaboration (Status net, No Date). The author undertook a leadership skills questionnaire (Appendix D), from her results her highest score was administrative. The author agrees that her administrative skills are strongest because she runs her business efficiently and ensures everything is in order. Her highest score was administrative skills, but her conceptual skills score was also in the very high range. The author disagrees that some of her conceptual skills are not strong because she struggles with solving problems under pressure. Leadership and management styles vary from person to person and none of these styles are the wrong or right way to lead or manage. 
The author has researched two individual’s leadership and management styles, skills and educational background. The first individual the author has chosen to research is Russia’s President Vladimir Putin. It is well documented that President Vladimir Putin’s leadership style is authoritarian (Simonsen 2000). According to Remington (2008) Russia has established an authoritarian dominant party regime, this means the party and state are closely interlocked. The positives of an authoritarian style leader are being able to make quick decisions, quick crisis management and to potentially decrease employee’s stress. The negatives of an authoritarian style leader are the lack of morale amongst employees, due to the leader always taking responsibility. In addition, another negative is a lack of trust and culture. If the leader does not practise ethics and does not create a fair environment, who can step in to stop this behaviour? (Status Net, No date). According to Wang and Guan (2018) having an authoritarian leadership style effects employee performance positively because this style of leadership asserts strong authority and control. This style of leadership is well matched to Vladimir Putin and mirrors the way he runs his country.  The author fully agrees that the positive and negative attributes associated with being an authoritarian leader are well-suited to President Vladimir Putin. Furthermore, Vladimir Putin’s skills are communication, diplomacy, negotiation, intelligence and leadership. These skills are key when you are a leader or manager. In addition to his skills Vladimir Putin is well educated and worked for KGB as an intelligence officer for many years and he graduated from Saint Petersburg state University in 1975, with a law degree. 
The second individual the author has chosen to research is Queen Victoria. Queen Victoria was a Laissez Faire style leader with a hands-off approach to leading, she let people use their own skills and talents to make the decisions for her. This can be a positive, if you trust your team members fully. In the Victorian era, Laissez Faire style leadership was common, and Queen Victoria would only intervene when necessary. However, this style of leadership can be a risk if you do not have the have the right team, with the right skills or motivation. The Queen had fantastic interpersonal skills, she united the people of her country using her interpersonal skills, which allowed Britain to grow significantly as a country. The Queen had excellent procedural and informational skills, which are great skills to possess (Dadashyan 2016). The author agrees that by having these skills it would have helped Queen Victoria communicate with her team. From research the queen did not attend school but was home schooled. She was multilingual and enjoyed studying history, geography and the bible (Barrow 2013). From researching the two famous leaders it is apparent that both leaders, lead in different ways. Vladimir Putin’s style of leadership is popular among leaders of today’s society and Queen Victoria’s style of leadership was popular in the Victorian period. The author has chosen both leaders because they are complete opposites regarding the way they lead their countries.
In part two of this assignment I will be researching and reflecting on the academic skills required at University level of study. Academic skills are essential when studying at University level, therefore it is crucial to understand what skills are required to be successful on the course. Academic skills are made up of core skills which are important to have, to succeed in higher education. Some of the academic core skills are learning independently, writing, presenting, research and referencing (Cardiff Metropolitan University, No Date). In correlation to academic skills, transferable skills are important qualities that can used when studying or in your place of work. According to the University of Essex (2015) the top 15 transferable skills are: time management, organisation, research, social networking, presenting ideas, reasoning, decision-making, persuasion, overcoming obstacles, commitment, self-motivation, confidence, problem solving, listening and budgeting. Having excellent academic abilities, it can help you achieve academic success that reflects your full potential (Staffordshire University, No date). By possessing the skills required at University level, you will become a more efficient learner, have higher motivation and achieve your goals more efficiently.
 Time management and self-control are essential skills to have, while studying at University and prioritising your studies is vital. A survey of college students suggest that users are aware of overuse of leisure media (social networking sites and online video) because of discrepancies in self-control and time management (Panek 2013). Resulting in students spending less time studying due to the lack of self-control and time management while using the internet. In My Opinion, I believe if students put methods in place to help with time management it can improve their studies. If students undertook a Covey time management matrix, it could help prioritise their time effectively. I have undertaken a Covey time matrix (Appendix L) to help me prioritise my time. From my results I have learnt if I limit my social media use, I will have more time to complete my assignment to a high standard.
Graduate skills are developed through your university journey that will prepare you for life, work and education. Some of the skills you develop in University are self-confidence, decision making, time management, networking, negotiating, pro-active/ entrepreneurial skills, motivation/commitment to learning, cope with uncertainty, communication, self-promotion and specific craft/technical skills (Dawson 2015). I fully agree that University will help build your skills because it has helped me build my confidence in class and in my daily work life. Moreover, the CertHE skills for the workplace course I am currently studying has helped me with my pro-active/entrepreneurial skills. I run two small businesses and this course has given me the academic knowledge and abilities to progress in my businesses.
Networking is important when you are a student, it helps you build relationships, trade resources and have social support (Bonds-Raacke et al.  2017). Networking is a fantastic way to improve your academic abilities and by having the skill to network, you will display diplomacy, discretion and effective communication. Networking is about personal relationships that foster trust and fidelity, it can establish contacts for future employment or services. I have created a LinkedIn account to gain new contacts and to help improve on my networking skills. There are several ways you can network when you are a student, face to face, written format, online or by telephone. By having excellent networking skills, you can create endless opportunities for yourself and it can develop your knowledge.
After researching in depth about the academic skills required at University level, I have undertaken a SWOT analysis on my academic skills (Appendix J). From my results one of my biggest strengths were communication skills. I consider my communication skills to be excellent because I speak to clients daily, I email customers regarding their orders and often answer questions while in class.  This could provide opportunities for me in future because communication is a key component for a manager or business owner. In addition, another strength I possess is decision making, I can make informed decisions quickly, effectively and independently. One of my weaknesses is a lack of academic experience and when I was applying for a place on the skills for the workplace course, I was nervous due to lack of academic experience. I am so pleased I decided to start my degree because I have achieved a great mark of 60% on my first assignment and progressed to 75% on my second assignment. This proves if I work hard and use my strengths to my advantage, I can overcome the lack of academic experience and continue to get high marks in the rest of my assignments. I have undertaken a Gibbs reflective cycle to reflect on my assignment grades and how I can continue to progress on my course (Appendix X). From my results I have learnt that if I work harder by making more time to revise and study, I can achieve better marks. Looking back to when I had my results off my tutor, I felt happy and excited, but I feel apprehensive about my upcoming assignments as I tend to pressure myself to achieve high marks. In addition, I have conducted a Johari window assessment to improve self-awareness and mutual understanding (Appendix Y), that I feel will help me in my course. From my feedback, I was able to learn more about myself and came to terms with issues. I have learnt not to interrupt people when they are talking because it is rude. To overcome this, I will put my hand up in class and wait patiently until I can talk.  Furthermore, I have undertook a study skills questionnaire to see what areas I am strong inn and what areas I can improve on (Appendix Z). From my results the areas I was strongest inn was study aid skills, note taking skills and writing skills, with a score of 30 out of 32. The areas I should improve on based on my results are time management and procrastination, concentration and memory, test strategies and test anxiety. Although I fully agree that I have strong study aid skills and writing skills, I disagree that my time management skills should be improved on because I attend class on time and submit assignments on time. I have conducted a bar chart graph from my results (Appendix V) to calculate the mean, mode, range and median of my test scores. The mean score is 28, the median is 28.5, the range is 3 and the mode is 27. This shows me that the most common score from the study skills questionnaire is 27, which is my lowest score on three sections of the questionnaire. This demonstrates I must continue to improve on my skills to be able to study to my full potential and plan accordingly on how I am going to do this. Therefore, I have undertaken a Gibbs reflection cycle to reflect on my study skills (Appendix N). I have undertaken a personal development plan on my personal, academic development options and goals (Appendix Q). From my results I was able to plan and reflect on my academic goals accordingly.
To conclude, one has intensively increased knowledge and understanding of referencing academically, as when I started my journey in education, I had little knowledge in this area. However, it can be said that there is room for improvement, but I can improve further by revising the Harvard style referencing slides. Furthermore, another specific strength of mine is research. I feel although I am improving this, with each essay I have produced. I am currently able to select academic sources and filter whether they are useful to use within a couple of minutes of observing. In addition, my reflection has helped me set out my future goals for my education and what academic skills I need to improve on to continue to progress on the course. 
























Appendix Q
	What future goals would I like to achieve?

· Complete my BA Honours degree in business management.









· Complete my master’s degree in business management.
	What will I do to achieve this goal?

· Continue to achieve good marks from my assignments to pass my CertHE Skills for the workplace foundation degree.

· Study hard and pass all assignments with a 2:1 grade or a 1st.
	What help and support will she need to help me achieve her goal?

· Support from my father and sister, who both have degrees. Support from my tutor will be vital for me to succeed.


· Support from her tutor to complete her degree. Support from her father and sister.
	What will her success criteria be?

· Successful interview and passing my foundation degree.









· Experience, skills and qualifications.
Successful interview.
	What Date would she realistically achieve this goal by?

· The 1st of September 2020.














· September the 1st 2022.












	Strengths 

· The author has good interpersonal skills and customer service skills, due to working with the public for over five years.

· Experience in starting up and running her own successful business and managing a small team.

 
· She has good teamwork and communication skills. The author likes to communicate with my team to ensure they are all happy and progressing within their roles.

· Self-management is one of her key strengths. She manages time well by using timetables and a diary, to keep track of her daily tasks.
	Weakness

· The author could improve on her computer skills.

· Lacking in written communication.

· Lacking in experience in managing a large team.


· The author has not been on any management courses.

· Problem solving skills can be one of her weaknesses. The author sometimes panics when an emergency is put upon her.
	Opportunities 

· She could gain additional experience and knowledge within the workplace.

· Progress within in the workplace to gain experience.  

· Job opportunities at management level.

· Expand her business and employ additional staff.  
	Threats


· More experienced individuals could get the manager or leader roles.

· Childcare. 


· Illness.
 
· Rival businesses taking contracts.


Appendix A



Appendix B. 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?

	



Progress into managing a large team of employees.


	The author has experience in managing a small team.
	The knowledge on how to build her team and gain work contracts to be able to employ individuals. 
	By ringing Business in focus Bridgend for business advice by the 30th of March 2020.


	
Participate in management courses to gain knowledge academically for her business.





	The author has gained management skills from her own experience.
	The author is lacking in management qualifications.
	By booking a management course or researching management in depth online by the 20th of March 2020.

	
Gain additional computer skills, including marketing and advertising.
	The author can use all Microsoft office packages.
	The author is lacking in the ability to use the Microsoft packages in depth, for marketing and advertising.
	By researching online to teach herself how to use the Microsoft packages thoroughly by the 3rd of April 2020..

	
	
	
	





Appendix S
	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?

	Expand businesses
	By contacting business in focus to arrange a meeting with a business advisor.
	Rewrite the authors business plan.
Advice from a business advisor.
	1st of June 2020.
	The author will need to research local commercial business to gain contracts before expanding her businesses.

	Participate in a management course.
	Search online for local course in her area.
	A successful interview, for the author to be able to gain a place on the course. 
	1st of September 2020.
	The authors father and tutor could help prepare her for the interview.

	Gain additional knowledge in all Microsoft packages.
	Research online and on you tube.
	The author will teach herself.
	1st of May 2020.
	YouTube and the internet.

	
	
	
	
	



What happened?
I have undertaken a study skills questionnaire to evaluate what my strengths are and what I could improve on.



Appendix N
If it arose again what would you do?
I would speak with my tutor and plan how I can improve with my studies.

What were you thinking or feeling?
I was feeling confident, but I was eager to see my results.





What else could you of done?
I can put things in place to help me study better.
What was good or bad about the experience?
From my results, overall I had a high score for each section. Although there were three sections that my results were lower than I expect.




What sense can you make of the situation?
From taking the questionnaire I was able to see the areas I need to improve on and plan accordingly on how I am going to improve. I will then be able to improve my studies, resulting inn better grades in university.








Appendix E
	What future goals would she like to achieve?

· To manage a team of five employees.










· Work as a manager for Business and focus.
	What will she do to achieve this goal?

· Advertise online to increase the company’s workload. Advertise in person by visiting commercial premises to gain contracts.



· Continue with her studies and complete her master’s degree.
	What help and support will she need to help me achieve her goal?

· Support from her father to create contracts for commercial cleans. The authors employee can help the author advertise.


· Support from her tutor to complete her degree. Support from her father when applying for the job.
	What will her success criteria be?

· Gain contracts.
Employing the right candidates.
Change public and employer’s liability insurance. 










· Experience, skills and qualifications.
Successful interview.
	What Date would she realistically achieve this goal by?

· The 5TH of April   2021.














· September the 1st 2024.









	1 Crisis 
· Getting to work on time
· Finishing each job to a high standard
· Researching online for work purposes
· Marketing and advertising to help gain contracts.
	3 Planning
· Researching new products for her business
· Food shopping
· Washing the car
· Cleaning the house
· Booking inn clients
· 

	3 Unscheduled interruptions
· Social media
· Text messages
· Phone calls
· Answering emails 

	4 Escapes and Routines
· Coffee breaks
· Cigarettes
· Going for a short walk
· Television


      Appendix F                    High                                                     Low


High

Importance


Low






	1 Crisis 
· Complete assignments on time.
· Complete homework to a high standard.
· Attend class 
	3 Planning
· Revising 
· Learn criticality to a high standard.
· Read books

	3 Unscheduled interruptions
· Social media
· Text messages
· Phone calls
· Answering emails 

	4 Escapes and Routines
· Coffee breaks
· Cigarette breaks
· Going for a short walk
· Television


               Appendix L                  High                                                     Low


High

Importance


Low
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Appendix J 
	Strengths

Communication skills
Teamwork 
Decision making
Time management 
Critical thinking 


	Weaknesses
Problem solving
Lack of academic experience 
Presentations 

	Opportunities 

Graduating with a BA Honours degree
Graduating with a master’s degree
Progressing within my business
Managers job after completing my degree
	Threats

Childcare
Work 
Illness
 






















Appendix X 
Description
What happened ?
I had 75% in my second assignment but would like to progress further.



Action plan
If it arose again what would you do?
I will aim for higher marks, study hard and make more time to revise.

Feelings
What were you thinking and feeling?
I was happy and pleased I had a good mark.





Conclusion
What else could you have done?
I could of worked harder to achieve a higher mark.

Evaluation
What was good and bad about the experience?
My mark has increased from my first assignment but I would like to progress further.




Analysis 
What sense can you make out of the situation?
If I continue to work hard I can achieve better marks.
















Appendix Y
	Good organisational skills.
· Outgoing/friendly.
· Time management.
· Happy.
· Confident
· Chatty

	· Interrupts others when their speaking.
· Doubting myself
· Knowledgeable 
· Self confidence
· Bubbly 
· Outgoing 


	· OCD
· Anxiety and stress.
· Music logical
· Pressure myself 
· Loving 
	· Bold
· Brave 
· Sassy
· Determined 
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