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Introduction 

[bookmark: _GoBack]The aim of this report is to reflect on what I have lent in this module and how it has improved my Academic and employability skills. I believed that communication was one of my best skills. this module has shown me that communication is not just about how well you speak. I used different elements of communication skills to form my report and show how I have become a better employee and student. 

Listening skills

[bookmark: _Hlk534305115]I find it hard to listen to people if I don’t agree with them, but I have learnt during academic and employability module that listening is a vital part of communication because listening builds trust.

At work a college and I got into a disagreement about her not recording waste at the right time. She did not like the time she had to do it and was quite upset that I wanted to know why it wasn’t done yet. This was my sliding door moment I could choose to give the instruction and get on with the rest of my work or I could choose to listen. She explained her reasons and I took a step back and listened to what she had to say. In that moment I was building trust and together we came up with a different time schedule that was implemented a week later.

In Brene Browns Daring Greatly it uses the phase “sliding doors “like the movie it explains how trust is built in small moments, like you noticing your partners upset when you have Something else you were looking forward to doing. This is a sliding door moment you now have a choice you can pretend you haven’t noticed and do what you have planned, or you can simply ask what the matter is and really listen in this moment you would be building trust. 

[bookmark: _Hlk534229275]Before I read Daring Greatly, I wouldn’t have listened to his complain I would have just simply told her that’s how it’s done and walked off to avoid conflicted on the shop floor. By listening I connected with my college and made her idea come to life now I always see a smile on her face when I visit her section not a look of dread.
Brown (2015) pp. 50-51

Writing skills 

I always had difficulty with my grammar. over the years I’ve learnt how to avoid writing in front of people but have no problem writing on a computer. Writing in front of people makes me feel vulnerable and I absolutely hate feeling like I have no control. If people happed to see my writing I always joke about the spellings before they notice. 

A few months ago, I was in a meeting at work when in front of my colleges, I was asked to do the minutes. I could feel myself getting smaller and smaller as people started to look at me. I was saved by a college sitting next to me who said “could I do the minutes please” I was so relived I could feel my body rising back to normal size. then I thought did she really want to do the minutes, or did she notice I was absolutely petrified and if so, who else noticed. Usually in meetings I’m very vocal and full of ideas but during this meeting I was silent consumed with thoughts of what people might now think of me.

“For us moderns, perhaps, fear of being ridiculous in our own eyes is the greatest shame.” Dorothee Soelle, Death by Bread Alone

[bookmark: _Hlk534725313]I started reading Todd Henrys Louder Than Words and in chapter two, The Hurdles he talks about everything in business working in a U Shape. that you start at the on top knowing your direction with excitement and enthusiasm. As u come to the bottom of the U Shape your task looks much harder to achieve. You must push yourself harder to get to the top. 
He also talked about the monsters from our child hoods that made our hole body freeze not daring to move, how irrational it was and how real it felt. I instantly remembered these monsters and realized that they are still with me in my career at the bottom of my U Shape. Henry. T. (2015) 

The next day I found out which manager was chairing the next meeting and asked if it was ok if I took the minutes for the meeting. He said it was fine then I told him I wasn’t comfortable handing in the minutes at the end of the meeting, I would like to take it home and e-mail it to the relevant person later that evening. He looked at me with a strange look on his face and he said, “don’t worry Jemma can do it”. In that moment I could feel the monsters getting closer, my body getting smaller. I decided to Dare Greatly and said quite forcefully trust me you won’t be disappointed. 
I took the minutes home from the meeting and put together the best structure for minutes that the company has ever seen. At the next meeting my minutes were shown as an example of excellence.      
 
before this term I would never have given anyone the siltiest idea that I did not have confidence in my writing skills, I would have chosen to find ways to avoid it keeping me at the bottom of my U Shape. I also learnt that writing skills is not just about grammar but how you put the words together and how you create.

Leadership 

I did not think I needed help with my leadership skills. 
I work alongside my manager as a team leader and I’m very popular with the team I lead. We would always find a way to overcome any obstacles and as a team we would always complete goals. I found I would always get frustrated when things did not go to plan. I never understood why some people would always do more then others even if they have had the same training. I was always thought that everyone should be treated the same way, so that’s how I managed my team firm but fair with everyone receiving the same leadership style.

According to Hersey and Blanchard, leadership style should change from person to person. applying different leadership styles and adapting for the different skill levels of your team members. The maturity of the team members is known by their attitude towards various tasks. you must adjust your own leadership style to match the attitude of the team members. Hersey, P. and Blanchard, K. H. (196

   


Trust 

It never occurred to me how important trust is in the workplace. In my academic and employability module, we spoke about trust and silly as it seems now, but I only consciously thought of trust in my relationships with friends and loved ones.

[bookmark: _Hlk534722189]in class we spoke about the influence the psychology of persuasion in reference to writing CV’s and how we use this to show an employer that they can trust me and What I can you do to help their business. It was only after reading the book I understood how to use the six rules of persuasions in my work place not just on a CV.

[bookmark: _Hlk534718942]We had a new team member who was not happy that he had been placed on the fish and   meat counter, this employee had no choice witch department he could work in. before I would have left him to get used to the idea and he probably would have moved to a different department as soon a position became available. I now understood how trust is important for work relationships, so I told him about the benefits being that it is the highest payed customer assistant role in the store. I told him the unique thing about this department is working with raw food means that you can not be told to work in a different department during your shift (everyone else does but in this department you don’t). and that there was an instore waiting list to join the counters because of the increase in wages and the strict opening times on the counters. I pointed out that in a twenty-four-hour store with all the employees on a flexy time contracts he could not guarantee what time he would be working, and it will change every week. I told him to try it for a month and we can talk again. I was building trust in that moment by using the six rules of persuasion.
Reciprocity- I took the time to him information that most people wouldn’t give.
Scarcity- I explained that fact that there are limed highly desirable places on the. counters. 
Authority- I spoke as an expert who is fully knowledgeable about this department. 
Consistency- giving him a small task to then build on later.
Liking- I spoke to him like a fellow college not a team leader.  
Consensus- I gave information that could easily be confirmed by other members of the team.
After getting conformation from the other employees and letting my advice marinate, he was happy to work on the fish and meat counter but not only that he is the fastest employee we have ever had to send for gold training.
Robert b. Cialdini.ph. d. (1984).






Conclusion
I used to think I was an excellent communicator because I can always find a way to communicate with anyone even if I did not speak his or her language. 

Communication does not end with speech. Listening is an important communication skill if you want to build trust and when we really listen, we might find ideas much more superior to our own. 

Grammar will always get better with practice but understanding why we’re writing will determine the style in witch we write for example using the rules of persuasion when writing a CV or sending a text to a friend. Because you want different results from these two things the writing style must be different. Having the courage to quite the monsters from your childhood no longer allowing them to keep you in the bottom of your U shape. Understanding all of this has made me understand the importance of consistency and courage when using my writing skills.

Leader ship is something I believed I was brilliant doing didn’t need any help, but I’ve noticed at work a change in how I work with my team and encourage them to succeed. I had one leadership style that was not effective for some members of my team. I used to think that the others were just lazy and did not want to do the work. Understanding Hersey and Blanchard characterized leadership style in terms of the amount of task behavior and relationship behavior that the leader provides to their followers. Allowed me to understand that people are different and acquire different leadership styles. Since I have put what I have learnt into action my colleges have notice a difference in my department and also in my confidence as a team leader. 

Trust is something I never even thought about but is the most important I feel in every relation ship to work you must have trust. I don’t just mean romantically every relation ship needs trust to function successfully I use listening and the art of persuasion to build trust with my team members 
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