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In this assignment I am going to discuss and explore employability skills that are necessary for someone to successfully be a leader or a manager within their workplace. I am going to explore leadership employability skills in general and relate this research to my own skills, where I do and do not need further development and how I can improve in the areas that I am lacking. 
I am also going to explore the academic skills that have so far been covered within the course and relate them to the assignment. Showing that there is an overlap between academic skills and employability skills, and that it is this overlap that helps people learn how to become and apply themselves into becoming better leaders and managers in their places of work. Through GAP analysis and SMART plans I am going to reflect on my own academia and where I currently stand with relation to where I ultimately want to be. 
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[bookmark: _Toc498692289][bookmark: _Toc36025480]1.0 Explore ‘Leadership Employability Skills’ in general
“Employability skills” is deemed a broad subject depending on the context. What may make you desirable or employable for one job does not necessarily transfer to every job. For example, the physical skills of a construction worker may not necessarily be required or appropriate for an office based working environment. However, there are certain aspects that can be transferable that fall under a broader spectrum, such as strength of problem solving and interpersonal skills. 
Doyle (2019) outlined what they believed to be the top 10 employability skills that are desired by employers. These skills are not limited and can be applied to each job role in some form. However, when becoming a manager or a leader it is sometimes necessary to expand these skills and apply them in new ways in order to be a successful leader or manager. Below I explore each of the 10 skills Doyle (2019) identified and further expand as to how each employability skill is needed in more depth by those who are leaders or managers.
Skill 1: is communication and interpersonal skills. This skill means being able to be clear in written and spoken word within the workplace. This is especially important for leaders and managers as they are the ones who give instructions to their team and employees. Therefore, managerial communication and interpersonal skills need to be clear and concise and not at all misleading, leaving no room for misinterpretation or error.
Skill 2: is the ability to problem solve. This requires the individual to be able to face an issue or a dilemma and fix/amend it by breaking it down and knowing where the issue lies. They are then able to correct it and achieve the desired outcome calmly and collectively. Managerial problem solving would be desired daily as being in a superior position you are the one that not only employees, but also customers (in customer facing roles) look to when things go wrong.
Skill 3: is the ability to use initiative and be self-motivated. This means to be able to create and apply own ideas to the work environment. It also requires the individual to be able to read the situation that they are in and not wait for instructions but to get “stuck in” and get the job done. This skill does not need much more development or expansion for managerial purposes as the skill itself is a strong characteristic desired from managers and leaders.
Skill 4: being able to work under pressure and to deadlines. This skill means to be able to handle stressful scenarios and understanding the importance of deadlines and why they need to be met. Being in a leadership role within the workplace means not only do you need to be on top of your own deadlines and timetables but also on top of those within your team or employment as well. This can be very stressful and can cause a lot of pressure to be placed upon you. Therefore, again this role does not need much more development as a managerial skill as the skill itself already shows strength to manage the stress that comes with a leadership role.
Skill 5: organisational skills. This skill relates back to skill 4, in that it requires deadlines to be met. Having organisational skills means being able to monitor progress towards the desired outcome, whether that be continuous success within the workplace or whether it be meeting deadlines. It is important in a leadership or managerial role to be organised as you have a team of employees who you need to ensure are working to their full potential while also ensuring they feel like they have the support they need to be doing the job that they do. 
Skill 6: Team working. This means to be able to work successfully alongside and with others to achieve a common goal. Being in a position of leadership does not mean that you are no longer working as a team but means quite the opposite. As a manager you need to encourage your team and work with them to succeed. In this role you become a “team leader”, a position where you need to listen and take on board the opinions of the others within your team in order to create the best outcome. 
Skill 7: having the ability to adapt and learn. It is important to have enthusiasm in job roles, for it is more likely that people succeed in a position or role they enjoy as opposed to a job they do not. Every person needs to accept that no one is perfect and that mistakes can happen. The skill is being able to see past the initial blunder of the mistake and learn and adapt from it instead. This skill enables growth of an individual and only makes them more successful in their job role. From a managerial perspective you still need to be open to the fact that mistakes can happen, both on your own part and from the people within your employment/team. As a manager you are needed to help guide your team when errors or mistakes are made to help them learn from the experience to ensure the mistakes don’t reoccur. 
Skill 8: numeracy. This is when individuals can use data or mathematics to support their ideas or points that they make. Some jobs do not necessarily use numbers or need mathematics. However more things than we realise use numeracy. Some jobs require targets to be met, whether they be deadlines, or sales targets, or even budgeting. From a managerial perspective having a good understanding of different applications of numeracy is beneficial as it helps further understand what is being done and what is not, and so action plans can be done to help the data meet needs. 
Skill 9: valuing diversity and difference within the workplace. It is crucial to understand that everyone has different needs and that no two individuals are the same. From a managerial perspective this skill becomes even more important as you cannot show prejudice to individuals but rather try and identify everyone’s strengths and help use them to their full potential. Different approaches are required for different people, even if they work in the same job role. People learn in different ways and it is important to take that on board and be patient.
Skill 10: negotiation skills. It is important to be clear with others, both verbally and written. Individuals should distance themselves from emotional aspects and be able to take on board other people’s opinions without becoming offended if they conflict with your own. You cannot manage people simply by telling them what to do, you need to take in all opinions and viewpoints and then do what is needed to reach the best outcome for all involved.
Employability skills are not limited to those I have detailed above. No two job roles are the same, and it is important to understand that different employers desire different skills. Bornstein and Bornstein (2016) identified over 20 employability skills that they believed to be crucial for an individual to become a great leader. Further to this, Downard (2017) went even further and identifies over 100 what he considers to be crucial leadership qualities within employment. He justifies having such a number by going into great depth and outlining each aspect of employment under a new quality. Regardless, all these academics I have referenced here covered the same leadership employability skills, just some in more detail than others. They all delve into knowing how to self-evaluate and being able to be compassionate and understand the job role and be understanding of their team members. 
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[bookmark: _Toc2883533][bookmark: _Toc36025482]1.2.1 Current Employability skills
Newlands (2015) states that some people are born with the qualities desired or required to be a successful leader, and that some people learn these qualities. Personally, I believe no one is born a successful leader. I believe that through the process of growing up, passing through schools, developing your social identity, are all things that help someone develop and learn the qualities that they require to be a successful leader. The term leader is not always a positive, as someone can just as equally be a bad leader as someone can be a good leader. 
Over the years I have worked in a variety of job roles, some customer facing, some factory based. From working in a broad range of working environments I believe I have developed many of the desired skills that employers look for when they advertise jobs. It’s important to highlight these skills in CV’s and application questionnaires as these are the first thing employers see when choosing candidates. 
I have struggled in the past in finding a job role where I am content. This has reflected in how diverse my job roles have been. As stated earlier, having enthusiasm in your job helps you become a better leader, and now that I have found the job that I love I show pride and enthusiasm every day. I work closely with one other individual, and despite this person owning the company and being my boss, we both work on the same level and discuss and make job related decisions together. I show that I can work well independently when needed but also work well as a team, either with my boss or with third parties such as other tradesmen. This is a challenging hurdle as we all have different jobs to complete, alongside one another, but within the same time frame. It is important that we use our organisational skills and numeracy to remain on budget and within the schedule. When I first started as an electrician, I easily made many mistakes, but I used each of these as a learning curve and now know in confidence I can complete jobs that before would have left me clueless. Despite knowing what my job role is and learning all these employable skills, over the years I have still not gained full confidence in my spoken and written language. I am not shy and can and will happily talk to people, but sometimes I can become too comfortable and become informal. I also have always struggled with being able to write things without needing the assistance of spell check or grammar check. 
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	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?

	Be confident in my communication of spoken language.





	I can already speak with colleagues and customers in a friendly tone.
	I can become too comfortable and sometimes talk on a level that can be considered informal or even unprofessional. 
	Practise my professionalism daily, as I believe my spoken language to be more of a habit than an inability.

	Be confident in my communication of written language.






	I can use a computer and type quotes that are required from me for work.
	I can only do this with the assistance of spell check and grammar check that are available on the computer. Without these tools my spelling and grammar are quite poor.
	I can practise my spelling and grammar and with practise I can see them improving, but I am aware that this is something I struggled with throughout school and so will most likely never be something I can fully “fix”.

	Be able to manage my time better in order to have a successful flowing schedule.
	I can already work to the broader deadlines that customers provide me with, for example when they need the work completed by.
	I struggle with daily time management. I decide a plan for the day, in what order I will go to jobs, however I do not take into consideration time for travel, or time for going to collect supplies and equipment.
	I fix this by remembering to take these things into consideration. By perhaps planning what equipment and supplies I will need and get it all in one visit in the morning.  
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	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  university course and  develop skills I need to be a manager.
	Attend lectures and ensure I allocate time to do online research.
	Getting higher marks and grades throughout the year.
	Individual assessments needed for individual deadlines, with the overall course ending in autumn.
	I will need the help of my lecturer to help guide me. I will also need a laptop that can do the functions I need it to do.

	Show further independence in work and be more professional. 
	Taking on more jobs in work and showing my boss how much I have learnt. 
	Completing jobs that I take on to a high standard and within a faster time frame. 
	Individual time frames.
	I am the only person who can help me in this, as I need to manage my daily schedules and show my full potential to my boss.

	Become an equal party to the company I work for after improving my communication skills and time management.
	I have now got a van to enable me to take on more work.
	When the boss gives me a pay rise and classes me as a fully qualified electrician within the company. Also complete the course where I can then sign off my own electrical work.
	Not yet identified. 5-year plan.
	I may need further guidance from my boss.
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When starting university level study, you have an idea of what is expected of you. You know that it is the next level up from whatever academic stage you were on before starting the course. When choosing a course for university level study it is important to know what it is you have committed your time and efforts towards. Miles, Cairns and Huston (2002) cited in Blaxell and Moore (2012) identified that students needed to possess 7 characteristics when applying for a further education course in order to get the most from it. They identified that without having passion for the subject, then a student is more likely to struggle meeting the top grades or even meeting the deadlines. Without a passion for what we do, we struggle to find or delegate time to do it. Other characteristics they identified were having supportive networks, having confidence to ask questions when unsure, being organised and having the ability to manage time, being strategic with time and resourceful, showing a commitment to the course and finally being able to have a successful work-life balance. Using Gibbs (1988) model of reflection I will detail below my reflection on my academic experience and skills so far. 
Being in the early stages of the first year of my university course has caused me to come across hurdles I had not initially expected. I decided to start this course so I could develop my skills and learn what it takes to be a successful leader. I do this course alongside working full time as a second-year electrical apprentice. Being an electrical apprentice, I am more used to learning through doing rather than learning from books or a classroom, and so I knew this was going to be a challenge for me to overcome. I was unsure from the start how I was going to manage my time with my job, university and the coursework that comes with it. Early in the course I found myself having to choose between staying on a job and meeting a deadline or attending one of the evening lectures. I chose to continue in work, which then created a gap in my learning as I had missed a lecture. I struggled to find time to catch up with what I had missed and then struggled to find time to do the extra home-based learning that is expected of me. I was falling behind in my attendance and further educational learning because my work was taking longer than what I had originally expected. I became overwhelmed by everything and it came to a point where I had questioned whether I had made the correct decision in taking on a university course alongside completing my electrician training. 
I felt unbelievably stressed. I could feel all the work that I had missed piling on top of me and I considered dropping out of the course and focusing purely on becoming a fully qualified electrician before I took on any further education. I became so frustrated with myself that is started to take an effect on my personal life. I didn’t discuss my feelings with fellow classmates or my fiancé as I was embarrassed about getting stressed about something everyone else seemed to be dealing with. I was conflicted in what I needed to do and questioned whether it was something I could overcome.
My initial reaction to being overwhelmed with the course and the amount of time that it needed was that I needed to quit and wait until I was more settled in being fully qualified in my job role. However, I did talk to fellow classmates about how I was feeling and found they too were experiencing stress and juggling work and further education. I spoke to my fiancé as I remembered she had been through similar experiences when she was in university. I figured from communicating with those around me that if I was to drop out then all I would be doing is delaying my progress and success. It comforted me to know that I was not alone in my stress and it helped to discuss things with them and get their thoughts and ideas that I would have not of come to realise on my own.
When I initially missed a lecture, I had not thought of the consequences of my actions and ultimately had not helped myself learn. There was a snowball effect from the first lecture I missed, to not catching up with the lecture or the extra reading, and therefore the weight of the work accumulated with the weight of my job and caused an overwhelming sense of stress. Downard (2017) correctly said “being a leader is one of the most difficult AND rewarding positions in the world.” I found more comfort in reading that Downard also stated that without having the confidence to push oneself and experience new things and even be willing to fail at some hurdles then you would not then find the strength to grow and push the limits within yourself to achieve what you have been out to achieve. 
In conclusion, from this experience I have learnt that support from family and friends is more important than I initially gave credit for. Retrospectively, having missed the lecture I should have managed to find time to catch up, had I done that in the first place I would not have been in the position I had found myself in. However, from this experience I have learnt the importance of time management and basic research methods to achieve the goals and deadlines that I have come to face in doing further education. Being able to research further information in my own time has helped me complete this assignment. I should have also discussed with my boss about my new commitments and communicated with him when I must attend lectures and that I have to spend time learning at home. 
My action plan for the future is to focus on managing my time and not think I am doing this completely alone, that I have support networks in family, friends, and even my boss to help me complete this course and achieve the ultimate goal of passing the course come autumn. I am going to allocate my available time to research and coursework. I will not be allowing the stress to overwhelm me again and rather use my energy to focus on the course and what I ultimately want from it. I will be learning throughout the course how to manage stress and work loads on a managerial level and so will in future be able to further apply my academic skills to the course to become a successful leader or manager. 
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Throughout the university course so far I have learnt new academic skills. It is worth noting that I am still in the early stages of the course and so I expect to be able to develop these skills further and possibly even learn new skills. I know I need to apply myself to the course fully and manage my time effectively with work and social life to get the most from the degree that I am taking. 
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	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?

	Further develop my time management skills.






	I can manage my time with my job role.
	I struggle to manage time of multiple tasks that coincide with one another.
	Take time to sit and be strategic with my time, allocating times in the day to complete tasks and focusing fully during that time.

	Communicate with my lecturer and my boss to get the most from both my university course and my job.






	I currently do not communicate with either of them in great detail.
	I lack the confidence to admit I need further assistance to achieve my goals.
	I need to communicate with both parties that I have further commitments and that I am struggling to manage both my work and my education side by side. I need to gain confidence in myself and push myself to new limits to ultimately become a leader a or a manager.

	Find time for myself and find comfort in spending time with family and friends.
	I can keep in contact with family and friends but I do not spend much time physically seeing them.
	I lack being able to prioritise my time, therefore the education and my job consume my free time.
	Relating back to my first point I need to strategize my time and come up with a diary that allocates hours of my day to different aspects such as work, education and social life.
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	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?

	Get a high mark on this assessment
	Ensure I have done all the necessary background reading of research and reflected on my own skills correctly.
	Achieving a pass mark.
	27th March 2020
	I need to focus on the assignment myself, and also discuss opinions with classmates when I am stuck. Not being afraid to ask for guidance from my lecturer should I need it.

	Attend more lectures
	Managing my time and knowing when I need to finish work to get to lectures on time.
	Attendance score with university will increase.
	Ongoing
	Only I can help myself with this goal. I can also look for guidance from my boss who can give me shorter days on university days.

	Manage my time efficiently and succeed in my course and my job.
	Keeping a record of what is expected of me and when I need to complete jobs and assignments by.
	Passing the course and completing the apprenticeship as an electrician.
	Autumn for the course, a further 3 years before coming a fully qualified electrician.
	Support from family and friends to ensure I do not become overwhelmed again and to also communicate with my lecturer and my boss about time constraints.
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Blaxell and Moore (2012) identified an overlap between academic and employability skills within their research of what someone may need to be a desired candidate that employers want to hire. They stated that in a world where degrees are becoming easier to access, individuals need to do more to show they have the qualities and skills need to help lead or manage a team within a company. 
From completing this assignment, I have highlighted the areas where I need to improve myself in both an academic and employable sense in order to become a successful leader or manager. I know that time management is not a strength of mine when it comes to having to manage the time I delegate to different areas. I have identified how I overcome this obstacle and how I can improve my skills to better manage my time in future.
I have also identified that I need to improve my interpersonal skills in that I need to practise my professionalism and my written spelling and grammar as there may be times where a spell check or grammar check aren’t available to me, for example when completing written quotes for customers. Confidence is something that will come to me in time and I believe that this course will help encourage me to be more confident in all areas and not be scared to ask for help if I need it, from my boss or my university. 
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