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[bookmark: _Toc456901515][bookmark: _Toc36935216]Introduction 

[bookmark: _Hlk37352864]This report will seek to examine my employability and academic skills required to explore leadership skills whilst evaluating my own leadership skills and current employability skills. During part one I will complete a gap analysis and action plan around employability and how this will enable me to work towards  a senior  career progression. During part 2 I will reflect on my own  academic skills and evaluate my academic skills  through the completion of a gap analysis and action plan using the reflective cycle.
[bookmark: _Toc36935217]Part 1: Employability Skills  
[bookmark: _Toc456901517]
Employability can be defined as, “Transferrable core skills that represent essential functional and enabling skills and attitudes that are required by the 21st century; these skills are necessary for career success at all levels of employment and education” (Hill and Petty, 1995)
The key work characteristics can be described as; interpersonal skills, communication, initiative and dependability in order to demonstrate effectiveness in the workplace. To summarise, a person is measured on their “readiness” for work in terms of their attitude and work ethic. The link between employability, leadership and management is crucial (Porter et al, 2007), without the right attitude and work ethic, determines whether that person is the right person to take the responsibility of being in charge. Likewise, leadership styles are an important factor when considering the role, the person is employed for. Leadership when embedded in management is a subtle but critical skill (Pelfrey, 1982), essentially seeking to ensure employees understand and trust the managers vision is both valid, achievable and right for the organisation.  Comparatively, management is focussed on the administration of the activities that work towards those goals and happen accordingly, in a timely manner. These 2 criteria, leadership and management, therefore, play an important role in determining the right person for the role is employed and mistakes made in this can lead to serious consequences, both for the organisation and employees (Hansbrough and Schyns, 2010).
Leadership can be described as the “Person in charge or in control” and management can be described as the “Person who is responsible for running part of or the whole of a business organization”. Dunning Kruger (1999) demonstrates with the use of the psychological test the cognitive bias of people who assess and believe their ability to be better than it really is (Kruger, 1999). In other words, they believe they are more capable than their abilities truly are, generally borne out of an inability of being unable to objectively evaluate either their own competence or incompetence.  The danger here relates to those consequences referred above which highlights the inherent dangers when employing the right person for the role, therefore adequate recruitment measures must and should be employed. (Webb, 2020)
It is important to distinguish between employability skills and leadership and management although they are related and are dependent on each other in a management position for the purpose of this report I have discussed them separately and introduced an explanation as to how they relate to my employability, education and leadership and management role.

[bookmark: _Toc36935218]1.1 Networking

Networking for employability skills, leaders and managers is a very useful and important means to reach out, engage and communicate with peers, acquire and share best practice, to keep up to date professionally and to be aware in your field/specialism and it also allows people to communicate easily without concern for distance. Networking has also opened a means to recruitment and to new business commercially as more business is done via recommendation online from groups, colleagues and peers.
Social networking allows like-minded people to connect with each other using the internet. Application platforms such as Facebook and Twitter are amongst typical and popular networking sites. Users can speak to one another voluntarily usually because of a shared interest or something in common. LinkedIn being the largest online networking site, with 610 million users in 200  countries is the most popular professional networking site whilst other professional networking sites such as Meet Up, Bark, Lunch Meet Job Case, Slack and Angel List offer similar services (Bishop 2019).
[bookmark: _Toc498692289]An example of a LinkedIn user account is shown at Appendix 1. 
 
[bookmark: _Toc36935219]1.2 Examining Leadership Employability Skills

There are 4 leadership styles and are listed in a table below:

	Leadership Style
	Characteristics
	People

	
	
	

	Autocratic | Authoritarian  |
Theory X
	Faster decision made as one person makes all the decisions,  they hold the power, responsibility and authority. work force is not actively encouraged to make decisions and therefore do not progress,  lack of ownership and responsibility amongst work force as a result of disengagement from the top, control and micromanagement for the  work force
	Adolf Hitler

	Democratic| Charismatic|
Theory Y
	Slow decision making, many discussions and active consultation, although not always used in final decision-making process, two-way communication between management and work force who are included and encouraged to make own decisions
	Gandhi

	Laissez- faire | Hands off and relaxed
Theory Y
	 Many discussions and consultations, lengthy and time intensive process, difficult arriving at a decision as a result of many consultations and opinions which can be both time consuming and costly
	Steve Jobs

	Paternalistic/ Coach Style |Visionary |Transformational 
	The  leader treats the workforce as an extension of his/ her family. This leadership style is based on inspiration and motivation and developing people to do more than they think is. (visionaries) 
	Jose Mourinho





 
 During self -employment I tend to exhibit a combination of the above styles of management as I am a sole trader, therefore I make decisions quickly around contracts, hours of work, benefits and pay. I   would also use  these styles independently and concurrently as I believe I am Type X and Type Y and relaxed and a coach. I would say I am stronger as a coach type and democratic  manager in both work capacities as I  consult with many other people such as freelance trainers, Accountant, Book- keeper, HMRC and other  specialists  for advice and guidance and although this will slow the decision-making process down. I feel it is important to have the relevant facts and to be aware of the implications around decisions, as I am entirely responsible and accountable.
 This is also true in my employment, in my contracted work, I am both accountable and responsible to the Board or  Executive/Sponsor and the project or programme team. During my employment as a Project Manager I would describe myself as a visionary and a democratic leader as I work as a member of a team and we depend on each other to achieve an output or goal. I may be responsible day to day for the delivery, but I am very aware of each role played by every member of the team. I consult with them and listen to their feedback as the project delivery steps/ tranches as these can be affected at any time around time, cost, risk, benefits and quality.  Everybody plays an important role in project delivery and communication and trust is key to success. Micromanaging would not work in this environment and I rely heavily on  a well- defined communication management approach from the outset due to the number of people (stakeholders) involved internally and externally.
There are several dependable and constraints with every project and to keep the project plan on track relies on good communication, respect and trust.  I work with many highly respected professionals above and below ground therefore planning and communication is the most important aspect of my job. Although I like to be in control, to make timely decisions, I cannot be a type X or  an authoritarian leader or manager as this is not how project management works. I rely on the team to communicate their progress, difficulties, tolerances, issues and risks regularly.  During a leadership analysis completed online , (Appendix 5), I scored highly as a transformation style of leadership which is my preferred style of leadership and management. I completed another online assessment with MindTools. (Appendix 5.2)
This was an accurate test for the role in which I am preparing for (Appendix 3)  and it also strengthens my coaching background and second employment, which contributes to my contract work in project and programme management. This leadership test also demonstrates my experience in coaching, project and programme management, whilst Appendix 3 and 4 link the proposed job  that I am interested in and my current gap analysis that I want to work on to close the gap.
[bookmark: _Toc36935220]1.3 Time Management

“The Covey time management grid is an effective method of organizing your priorities. As you can see from the grid below, there are four quadrants organized by urgency and importance”. ( S. Covey, 1989)
	 
	URGENT
	NOT URGENT

	IMPORTANT
	Urgent & Important
	Not Urgent & Not Important

	NOT IMPORTANT
	Urgent & not Important
	Not urgent and not important



 Covey recommends focusing on the red box,  urgent and important which is what the project time line or Gantt chart  relates  to on a daily basis for me as a Project manager. I like to  be “eyes on and hands off” , this can be risky and is known as  “project creep”  in project management, this happens when the green box is not observed for issues around risk and tolerance which can push a project into  “creep”. This can potentially put the project at risk in terms of scope around time not meeting deadlines or project close, cost as in costs escalate and there is insufficient contingency, benefits can be affected by not being realised when expected or when the project closes due to time management or aborted as in delivery is no longer possible , risk can be affected due to tolerance being escalated or exceeded  and no provision or contingency  plans in place, quality can be affected by any one of the afore mentioned. 
Appendix 3 refers to a post that I would possibly apply for in the future and appendix 4 demonstrates the gaps in my employability. In order to progress to this role, I would like to achieve my MSP or Change Management Practitioner and or a master’s degree and I would like to have more experience delivering larger scale and more complex projects. 

[bookmark: _Toc36935221]1.4 Communication Skills

Effective communication involves not only sending information but also receiving it. By listening to employees' concerns, allowing them to have input on their work and their workplace, and considering their suggestions, managers can make everyone in the organization feel like they are valued contributors.
When managers have excellent communication skills, they can keep their team morale high and help resolve conflicts in time before they go out of hand. To improve performance levels of employees, it is important for managers to improve their communication skills.
[bookmark: _Toc36935222]
1.5 Interpersonal Skills

Interpersonal skills are the skills that we use every day when we communicate and interact with other people, both individually and in groups.  People with strong interpersonal skills tend to be able to work well with other people, including individually, teams or groups, both formally and informally.
Interpersonal skills are the behaviours and tactics a person uses to interact with others effectively. In the business world, the term refers to an employee's ability to work well with others. Interpersonal skills range from communication and listening to others.
Interpersonal skills include: Verbal communication, Non-verbal communication, Listening skills, Negotiation, Problem-solving, Decision-making, Assertiveness, Maintaining relationships, Establish boundaries, Be an active listener and show the other person respect at all times, maintain a positive attitude and be open to constructive criticism and feedback without letting your emotions take over.

[bookmark: _Toc2883533][bookmark: _Toc36935223]1.6 Current Employability skills

Appendix 8 refers to  my strengths, weakness and opportunities and threats. I am working towards closing the gap between my weaknesses and threats by  grasping opportunities as they arise. I am developing my skills around key skills for employability by completing this course, renewing my accreditation and developing skills internally within my organisation, team working, adapting and learning with Kanban boards, valuing diversity and difference, negotiation skills, I have recently completed training internal relating to investigations and problem solving by using a new business model for the organisation for their business case development whist working to  tight deadlines and under pressure. The gap analysis in appendix 4 describes my - evaluation which is an honest account of my current employability analysis. My CV in appendix 7 refers to my transferable skills set that I have gained during employment. Many of these transferable skills can be used across many different leadership and management roles and I develop and refine these skills frequently through induction, internal training and external training learning opportunities.
S. Covey,(1989) the time management grid is a useful tool particularly for prioritising urgent an important task and I tend to organise my TO Do list in this way in work as deadlines and priorities often change daily in project management. I also use something similar in my day to day life and tend to work to the rule of 3 tasks or time permitting 5 tasks in order to accomplish everything in my day to day life whilst juggling different responsibilities.  
[bookmark: _Toc36140065][bookmark: _Toc36189853]As a Project manager I want to complete all my new accreditation project and programme management to be able to apply for a senior role or possibly  a manger role in  programmes within portfolios for an organisation. I have several transferrable skills and a wealth of experience. I would like to combine my coaching, training and transformation experience with my project management and progress to “Change Management and Programme and Portfolio management”. Appendix 4.1 
During part 1, I have introduced employability skills and discussed their importance generally in employment and how they link to leadership and management. I have completed an online evaluation of my leadership style which accurately reflected my style and I have developed an honest account of my employability skills gap and how that impacts on my leadership and management skills and how I intend to address this short fall.
[bookmark: _Toc36935224]1.7 Action Plan for Improvement

My gap analysis 4. 1 and 4.2 is supported by my personal development plan in appendix 6. My personal development plan to complete these actions can be found in appendix 11. 
[bookmark: _Toc36935225] 
1.8 Employability Skills Conclusion
This part of the report sought to explore the skills required for employment roles introducing the elements of management and  leadership, it also demonstrated how  these two are inter-dependent, through the underpinning of academic theories, models and processes.  The key attributes associated with the roles identified from a role specification were reviewed and compared to the skills that I  determined I possess.  This was achieved via an online assessment (completed two)  analysis which allowed me to identify areas for improvement, but also  demonstrated those where I have strong attributes.  From that process I developed a personal development plan, using the SMART model, from a gap analysis to create an objective development path for my employability skillset.


[bookmark: _Toc498692297][bookmark: _Toc36935226]Part 2: Academic Skills 
[bookmark: _Toc36935227][bookmark: _Hlk498694375]2.0 Reflection on Academic Skills required for University Level Study 

There are various models of reflection that can be employed, however the Gibbs (1988) model of reflection is probably the most common and popular.  Other versions include Kolb (1984), Schon (1983) and Driscoll (2007) all of which follow a similar process to Gibbs (1988).
Gibbs (1988) succinctly describes the journey of reflection in steps. From describing what happened, to what you were thinking and feeling, to describing what was good and bad about the experience, then analysing and making sense of what happened, whilst considering what  else you could have done differently or in addition to and lastly if it were to happen again what would you do differently or how might you approach it next time. 
This is an example of Gibbs as a reflective account:
Description| What happened?
During October 2019 I completed my module 4005 personal development, during this assignment I was focussed on completing level 4 and proceeding to level 5 in 2021.
I would like to study for a BA in leadership and management whilst also working fulltime. Unfortunately, this worldwide crisis has impacted everyone, this had adversely affected my employment, responsibilities and health. I feel it is premature to plan for next year at this moment. 
I feel that I have improved in my research and reading around topics, using the online library and google scholar and books, although I still struggle with referencing. I feel with each assignment I am broadening my scope around research and utilising different methods online, library, scholar, google books and CRAAP tested sources such as professional networking such as AXELOS and LinkedIn.

Feelings/ What were you thinking and feeling
During October I felt anxious about committing to study whilst stepping back from caring and returning to work fulltime. Initially this transition was successful.  I quickly learnt to adapt and enjoy my lectures and learning. Taking a break in studies has been a challenge to memorise skills such as referencing, research, presentation of data and each module I feel I learn new skills or polish old skills which are essential in the work place and more so now with technological advancement. I am aware that I have work to do in order to proceed to level 5 and 6 including report writing and I feel committed to improving myself.

Evaluation/ What was good and bad about the experience?
Returning to study at University weekly was initially scary although I adjusted and looked forward to my lectures. We are currently working online which is not my preferred learning style, I am finding it difficult and I have chosen to think of it as a working skype meeting rather than anything else. I am embracing this as a challenge as we are all in the same boat.
Analysis /What sense can you make of the situation
I would like to think this is a lesson and a learning curve and that this will serve me well in the future and that I learn to reassess my priorities which are most important, instead of “Sweating about the small stuff” !(D. Carnegie)
Conclusion /What else could you have done?
I find it difficult to ask for help, on reflection I could of reached out earlier and said I was finding it difficult to meet everyone’s expectations and high standards, including my own, in order to alleviate stress, pressure and fatigue, maybe discussing and negotiating deadlines would have served me better/well rather than “Fighting Fire” and working to meet all deadlines at the same time.
[bookmark: _Toc36935228][bookmark: _Toc456901523]2.1 Evaluate own Academic Skills 

Appendix 10 my Personal development plan  refers to my plan that will close the gap on my analysis in appendix 9 this is also is based on where I was in October 2019 and where I am now in March 2020. I am 3 modules into 6 of my Certificate of Higher Education which is also 1/6th of my degree in Leadership and Management.  My personal development plan shows how I will develop myself over the next 12 – 36 months and how I also plan to manage my time  on a daily basis as I have different responsibilities and I like to plan time for work, study, family, health and free time. I often use the (S. Covey) Time Management Grid in work in order to respond to work priorities and pressures. I look to balance work and life with health and wellbeing.  

[bookmark: _Toc36935229]2.1.1  Current Academic Skills

There are several academic skills including, the basics; such as the use of the internet to research around assignments, to access Moodle, and Microsoft Teams for online delivery, the timely completion of assignments, Software packages such as outlook, office 365, Excel, Power point and Word, word processing, data processing, Communication, Time management , team working, Lone working and Harvard referencing.

[bookmark: _Toc36935230]Conclusion
[bookmark: _Toc36140074][bookmark: _Toc36176902][bookmark: _Toc36189860] 
During part 1 the employability skills were introduced and the short falls around the possible misalignment of lack of connection between leadership, management and employability were examined. D Kruger the social psychologist researcher was introduced to highlight the importance of the link between the key skills and characteristics between employment, leadership and management.
The completion of a gap analysis and completion of a leadership test has allowed for a relevant and accurate action plan to be completed which is specific, measurable and realistic plan for the next  6-12 months in order for me to develop and grow as  project manager wishing to progress to transformation, change and portfolio management.   
Part 2  refers to reflection and the theorists Gibbs, Kolb, Schon  and Driscoll. Gibbs is the most popular process used for reflection and I have used a simple example to explain my academic progress  over the last 6 months. This process has also enabled me to set goals for the future by identifying any short comings and enabling me to draw up a plan to progress with during my journey. Essentially the skills will “marry” with the application of knowledge and know how, and this will allow me to develop as an employee and an individual. It’s my own personal development plan which is balanced on what I can do, verses what I want to be able to do, the gap has been addressed in order for me to reflect on where it is I am in the process and what it is I could be working on in order to improve my performance. 
This report  has examined my employability and academic skills that are  required  for leadership and management type roles. During part one I  completed a gap analysis followed by an action plan around employability. During part 2 I reflected on my own  academic skills and evaluated my current academic skills through the completion of a  academic gap analysis and action plan using the  most common reflective cycle, Gibbs.
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[bookmark: _Toc36935237]Appendix 2 – Online Networking Platforms

	Website
	www.eryldaniels.com  
www.sparklycow.com


	LinkedIn
	LinkedIn/eryldaniels1

	Facebook
	Eryl Daniels Coach

	Instagram
	Sparkly Cow

	Twitter
	@Sparklycow1

	Skype
	Eryl Daniels



   


   
[bookmark: _Toc36935238]Appendix 3 -  Job Specification

Due Diligence Transformation Manager 
This is an exciting opportunity to work for a large government-funded agency in Wales. 

This role will assist in the transformation of the financial and commercial due diligence process of their grant funding processes to ensure that the process is implemented and managed appropriately. 

Role Responsibilities 
• Create, develop and implement the financial due diligence process for financial grant support applications submitted by businesses. 
• Create, develop and implement the guidelines for the critical examination of the grant applications (business plan review, financial position, and trading estimates). 
• Manage, develop and implement the end to end process for grant submission, review, processing and awarding, including the preparation of: 
• Financial and Accountancy Reports 
• Projects financial risk • Evidence of “need for grant” 
• Review of applicants business plan 
• Lead the delivery of financial training and development of the Grants and Partnerships team and the wider staff involved in the Grants process. 
• Establish strong internal business relationships within the organisation so that all departments are aware of what the team does and how/why they should collaborate on relevant projects. 

Key Skills 
• A fully qualified member of a recognised Accountancy Professional body with 3 years’ experience 
• Experience in the preparation of financial reports and accounts 
• Excellent communication skills, both oral and written with experience in relationship building skills within senior management 
• Confidence to discuss policy and strategy issues, that may be technical or detailed, with a range of audiences.

[bookmark: _Toc36935239]Appendix 4. – Employability Gap Analysis
 Employability12 months – 18 months

	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?

	Project, Programme, Portfolio Management
PMO 






	Project management
Change management 
Training/products

	Programme,
portfolio experience and accreditation 

MSP – P3 up to date 
	 MSP
P3 Audit
Experience of larger more complex and scalable projects/ business cases


    


[bookmark: _Toc36935240] Appendix 5. -  Employability Gap Analysis 2

 3- 12 months

	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?

	Complete my current project successfully, implement deliverables summer 2020




	Sign of ET 27/03/20
Proceed to Board April
Consult and sign off WG templates and BC
	Communication (Covid 19)
	Establish more robust communication. 

	Continue with current organisation to deliver training and launch and complete 1st quarter review.






	Continue with BCP of organisation and follow actions as advised by Executive Team.

	Collaboration and joined up working
	Develop overarching project plan for all projects in the organisation to feed into.

	Secure a permanent contract- projects and programmes  P2 MSP

	 Sign up alerts and review weekly
	MSP
	 Complete level 5 and level 6-  L & M
Finance/ training




[bookmark: _Toc36935241]Appendix 5. – Self Leadership Analysis 

	Communicating Vision

	[image: ][image: ] 81

	[image: ]
[image: ][image: ]

	According to your answers, you can envision a clear direction for your company and communicate your plans in a way that excites others. You seem to have the level of charisma needed to convince people that your ideas are worthwhile. This is an essential skill, because employees will be much more willing to achieve a goal if they are passionate about it. People who excel in this area are innovative visionaries who are confident in their ability to persuade and convince others. They consider it essential to make those they lead aware of, as well as part of, their vision



2.  https://www.mindtools.com/pages/article/newLDR_50.htm
Self-confidence 9/10
Positive attitude 10/10
Emotional intelligence 10/10
Vision – Future 10/10
Motivate people 10/10
Good role model 9/10
Mange performance 10/10
Support and stimulation 18/20



[bookmark: _Toc36935242]Appendix 6. – Employability Personal Development Plan

PDP (12months)

	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?

	Prince Exam 
	Revise and remember information around processes and themes and the relevance of application
	Register re certified part 2

Part 1 complete
	July 2020
COVID Outbreak
	Time to revise and book exam centre 

	MSP 
Foundation
Practitioner
	Book course
Attend and complete
Book exams
	Accreditation
	September – Dec 2020
	Time
Finance for Personal development- savings

	Complete Cert HE 
	Complete modules and assignments
Level 4, level 5 and level 6 -BA Hons
	Progress level 5/6
	End of year 2020/2021
	Tutor
Guidelines around assignments







[bookmark: _Toc36935243]Appendix 7. – Employability Action Plan

	What do I want to learn?
	What do I have to do?
	What support and resources will I need?
	How will I measure success?
	Target Date for Review

	
MSP Practitioner
	 Complete MSP course and accreditation
	
MSP course
	Complete and successfully pass exams
	January 2021

	Microsoft Visio


	Book as course was cancelled post Covid 19
	Book and attend course
	Use it frequently as opposed to smart art
	07/2020

	
Learn to use new software - Work 
	Book one to one 
	Tutor and self
	Use it 
Evaluate and monitor performance

	Ongoing







[bookmark: _Toc36935244]Appendix 8. – Personal Curriculum Vitae
Eryl Daniels| Carmarthenshire| eryldaniels@me.com| +44 (0)7800 902 847 

Specialties	Coaching & Training | Business Development | Client & Partner Engagement & Management | Project Management | Service Improvement | Funding| Governance |Project Coordination & Project Management |Capacity Building

	People Development: Training & Delivery| Team Leadership| Performance Management & Capacity Building| Executive Coaching & Mentoring

WORK EXPERIENCE | Career
2019/2020       project Manager - Specialist Advisor Government
 2019                  Project Officer/ Wider Transformation Team LA (Temp contract – agency) 05-07 2019
 2017/2018      Service Project Manager SOVA - Wales - June 2017 to May 2019 
                           (WEFO Short Term Contract)
		Support the day to day running of the of the SOVA ACE project pan Wales focusing on service delivery whilst promoting the project to stakeholders and managing a large team of case officers across Wales and ensuring ESF performance and evidence requirements are met.
2016               	Project Coordinator/Manager 
                              Lead a large team of case officers’ team in supporting service users in moving towards independent living in a recovery orientated way.
2015 - 2016         CAPACITY BUILDING OFFICER 3rd sector 
                            Set up, Legal structures, Governance, Charity Law, Funding, Bid Preparation, Capacity building; supporting groups and individuals in the third sector to thrive and sustain.
2015                Founded new business, prepared new business ready for launch, Business Development, Financial Management, Project management, Issue Resolution, Administration, Capacity Building

2010 to date 	Emotional Wellbeing Consultant | Freelance | www.eryldaniels.com
Set up own business and delivered coaching and training sessions to support clients to make significant lifestyle changes for a healthier and happier outcome
Executive Coaching- Lch dip
Mindfulness
Neuro linguistic programming
Emotional intelligence & Resilience
Confidence & Self Esteem
Head Trash Liberator

2013 - 2014	Business Development Manager |Third sector - Wales (STFC)
Worked in partnership with the Board of Trustees to develop and implement short- long-term strategic business plans and marketing communications, and steered the organisation towards a commercially-financially sustainable enterprise: 
· Prospected for new and managed existing customer relationships in the public and private sector
· Created and drove multiple on- and offline sales and marketing strategies, promoting workplace assessor training programmes for employers and employees
· Contributed to PR initiatives and raised the organisation’s profile across the region
· Led on the development, negotiation and closure of contractual agreements
· Ensured internal-external communications and publications promoted events and the organisation
· Prepared and submitted numerous successful funding tenders and bids
· Left a legacy to secure further funding 

2012 	Project Manager | Dyslexia Wales| Third sector – Wales (STFC)
Delivered a bilingual programme of learning to a hard to reach group whilst encouraging them to learn transferrable skills and engage with volunteering opportunities within the organization. 
	 
2010 - 2011        Project Coordinator | NHS (Maternity Cover)
Designed and delivered training programme in oral health education to schools and settings in Wales for the local Health Board.:
Approached schools highest in need to promote, raise awareness and train the settings in accordance with the policy for oral health to children through the medium of Welsh
 2009 - 2010	Project Manager | Local Authority - Sport Wales (Big Lottery Funded Contract)
Delivered the objectives of the local authority partnership in accordance with guidance and criteria set by Big Lottery funding via networking, coordinating and assisting local people to become more active:
· Partnered local volunteers, groups and organizations to promote activities and encourage others to join in through community consultation and engagement
· Provided support, information, training and consultancy to individuals, volunteers, groups and organizations working with or comprising the target group
· Built links with volunteers and agencies to enhance the provision of physical activity

2008                    Sport Development Officer - Communities First | Wales (Big Lottery Funded Contract)
Designed and delivered physical activity and promoted the “Climbing Higher” initiative by engaging and encouraging participants in a socially deprived area to participate in sport and physical activity.  Recruited and trained volunteers to ensure sustainability and as part of the exit strategy  

2006 - 2007       Travel and lived abroad 

2003 - 2006 	Police Officer | Wales
	Front line police officer duties specializing in victim support, warrants and public disorder

2001 p/time	Lecturer | Sports Therapy (Maternity Cover)
	Taught modules in the prevention and rehabilitation of sport injuries and massage

1999 	Lecturer | Sports Therapy (Maternity Cover)
	Advanced GNVQ: Health Related Fitness | 	Sport Teaching Techniques 

1991- 2003        Business Owner | Health & Fitness Suite 
                             Health, Fitness & Wellbeing Consultant/Coaching & Training/
                              Improve Health & Emotional Wellbeing

Qualifications
 
2017- 2019*        BPS Stress Management & Performance Coaching Diploma* BPS
	
2014 - 2016	 Applied Psychology Cert HE | UWTSD
                           	Mindfulness in the Workplace CERT HE | Coaching& Mentoring 

2013                   	Train the Trainer | CIEH


CPD Training & Education
2020              Health safety, ICT, Data processing, Equality and diversity, Data protection & GDPR, 
                        Anti - Fraud training, Investigation and interviewing 

2019               Refresher training- Health & Safety, Equality & Diversity, data Protection & GDPR       
       
 2018                Values Based Interviewing skills & training
                          Child protection, Vulnerable Adults & Safeguarding refresher training

2015                    PQASSO/Mental Health/Full Cost Recovery/Funding & Bid Preparation

2012                  	Counselling | Mentoring | Managing Difficult Conversations | Conflict in the Work Place | Confidence & Assertiveness 

2011 - 2012	Executive Life Coach (Lch dip) Personal Transformation & Emotional Wellbeing Coach & Neuro Linguistic Practitioner & Head Trash Liberator- Personal Development

2011                     Child Protection & Emotional Resilience & Safeguarding

2010 	Protection of Vulnerable adults 

2010                    	Absence Management | Return to Work - Sickness Management | Project evaluation 

2009                    	First Aid at Work | Health & Safety Executive       	
	Volunteer Personnel Management Training
                            	British Nordic Walking Leader & Instructor (INWA)
                            	 Risk management & Health & Safety Training

2003 - 2006    	Police National Training 
Criminal Law, Driving, First Aid, Domestic Violence, Motivational Interviewing, Conflict Management, Data Protection, Equality & Diversity, Warrants and Public Order, Risk Management, H&S, Child protection & Safeguarding

2001                     FAETC Teaching certificate 
                          
1996 - 1998      	WJEC | GCSE: Eleven Certificates | Ysgol Gyfun Bro Myrddin, Carmarthen

1991 - 1994		Leisure, Tourism, & Recreational Management | Swansea Institute of Higher Education 

1989 - 1991		BTEC Higher National Diploma - Leisure Studies | CCTA Pibwrlwyd Campus | Carmarthen





[bookmark: _Toc36935245]Appendix 9. – SWOT Analysis
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SWOT Eryl Daniels


	
STRENGTHS

Strength/Determination
Self- Aware
Competence
Skills Set- Project manager 
Employment/ Self Employment - Adaptable



	
WEAKNESSES

Technology- ICT 
Responsibilities /Work life balance
Time/Schedule and pacing 



	
OPPORTUNITIES

Skill Set/ adapt to different settings
Bilingual
Experience
	
THREATS


Responsibilities/ Care
Age/Health related condition
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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?

	Complete level 4 -Skills in the work- place
	Complete modules successfully
	Assignments and feedback/ Microsoft teams
	As per timetable
	UWTSD

	Progress to level 5- L& M
	Complete level 4
	Complete step up module
	End of year??
	UWTSD Tutor and self

	Progress and complete level 6
	Complete level 5
	Complete level 5 and step up module
	End of 2021?
	UWTSD- Tutor
Self

	Develop academic writing/referencing
	Submit modules and learn from feedback
	Practice!

	06/2020
	Self
moodle





[bookmark: _Toc36935247]Appendix 11. - Academic Personal Development Plan

	Short Term Goals (next 12 months)

	1.Attend and complete course of study at University
Skills in the Work- place level 4
2.Complete professional exams MSP- Axelos and register
3.Complete  Revision Microsoft Project course
4.Complete Visio course


	Medium Term Goals (2-3 years)

	Complete Level 5 & 6 Skills in  the Work- Place – BA in Leadership and Management



	Long Term Goals (3-5 years)

	Complete  BA Hons Leadership and Management







[bookmark: _Toc36935248]Appendix 12 Academic Action Plan

	What do I want to learn?
	What do I have to do?
	What support and resources will I need?
	How will I measure success?
	Target Date for Review

	Complete Skills in the Workplace level 4


	 Complete modules as per timetable 
	
Teams
Moodle
Time- set aside to complete my work 

	Feedback from assignments and Tutor.  My mark %
	January April 2020

	Microsoft Visio


	Book as course was cancelled post covid 19
	Book and attend course
	Use it frequently as opposed to smart art
	07/2020

	
Learn to use new software  
	Book one to one 
	Tutor and self
	Use it 
Evaluate and monitor performance

	Ongoing







[bookmark: _Toc36935249]Appendix 13 – Time Management

	FALSE
NOT LIKE ME
	
	TRUE
LIKE ME

	1
	2
	3
	4
	5
	6
	7
	8

	This statement doesn’t describe me at all; it isn’t like me
	More false 
than true
	More true 
than false
	This statement describes me very well; it is very much like me



	
	Item
	False
	
	
	True

	01
	My life is disorganised.
	1
	2
	3
	4
	5
	6
	7
	8

	02
	I manage the way I use my time well.
	1
	2
	3
	4
	5
	6
	7
	8

	03
	I am clear about what I want to accomplish this year.
	1
	2
	3
	4
	5
	6
	7
	8

	04
	I do things in order of priority.
	1
	2
	3
	4
	5
	6
	7
	8

	05
	I use my study time effectively.
	1
	2
	3
	4
	5
	6
	7
	8

	06
	I tackle difficult or unpleasant tasks without procrastinating.
	1
	2
	3
	4
	5
	6
	7
	8

	07
	I accurately predict how long tasks will take.
	1
	2
	3
	4
	5
	6
	7
	8

	08
	I am a habitual time-waster.
	1
	2
	3
	4
	5
	6
	7
	8

	09
	I am on top of my studies this year.
	1
	2
	3
	4
	5
	6
	7
	8

	10
	I accomplish what needs to be done each day.
	1
	2
	3
	4
	5
	6
	7
	8

	11
	I do the most important tasks during my most energetic periods of the day.
	1
	2
	3
	4
	5
	6
	7
	8

	12
	I prepare a daily or weekly "to do" list.
	1
	2
	3
	4
	5
	6
	7
	8

	13
	I tackle my tasks in order of importance.
	1
	2
	3
	4
	5
	6
	7
	8

	14
	I meet deadlines without rushing at the last minute.
	1
	2
	3
	4
	5
	6
	7
	8

	15
	I spend enough time planning.
	1
	2
	3
	4
	5
	6
	7
	8

	16
	I keep up-to-date on my reading and assignments.
	1
	2
	3
	4
	5
	6
	7
	8

	17
	I resist distractions when trying to complete important tasks.
	1
	2
	3
	4
	5
	6
	7
	8

	18
	I find places to work that allow me to avoid interruptions and distractions.
	1
	2
	3
	4
	5
	6
	7
	8

	19
	I get assignments done on time.
	1
	2
	3
	4
	5
	6
	7
	8

	20
	I find myself procrastinating over tasks that need to be done.
	1
	2
	3
	4
	5
	6
	7
	8

	21
	I have a weekly schedule on which I record fixed commitments such as classes and work hours.
	1
	2
	3
	4
	5
	6
	7
	8

	22
	I spend enough time on academic matters.
	1
	2
	3
	4
	5
	6
	7
	8

	23
	I make constructive use of my commuting time.
	1
	2
	3
	4
	5
	6
	7
	8

	24
	I periodically re-assess my activities in relation to my goals.
	1
	2
	3
	4
	5
	6
	7
	8

	25
	I avoid spending too much time on trivial matters.
	1
	2
	3
	4
	5
	6
	7
	8

	26
	I break complex projects down into manageable tasks.
	1
	2
	3
	4
	5
	6
	7
	8

	27
	I complete important assessment items before they are due.
	1
	2
	3
	4
	5
	6
	7
	8

	28
	I screen my phone calls to prevent interruptions.
	1
	2
	3
	4
	5
	6
	7
	8

	29
	I am in charge of how my time is spent.
	1
	2
	3
	4
	5
	6
	7
	8

	30
	I am satisfied with the way I use my time.
	1
	2
	3
	4
	5
	6
	7
	8
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