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[bookmark: _Toc38287235][bookmark: _Toc38287487]Introduction 
What is Leadership? (Parry, 1996) describes leadership as “the presentation by a person of some identifiable vision that people can aspire to; and their willingness to follow the leader along a socially responsible mutually beneficial pathway, toward that vision” This view is shared by Warren Bennis (2004) in his definition of leadership as being  the capacity to translate an ethical vision into reality.
Every business person knows a story about a highly intelligent, highly skilled employee when promoted into a leadership position that has only failed to adjust to the new role and responsibilities. They also know a story about someone with solid but not exceptional intelligent and technical skills who when promoted into a similar position has excelled. Such antidotes appear to support the widespread belief that identifying individuals capable of leading teams is more art than science. 
“Whether running your own business or leading teams in an office setting, the best leaders require a strong set of leadership qualities to help positively interact with their employees, team members, and clients” (Enfroy 2019). According to (Enfroy, 2019) Behavioural theories suggest that leadership skills aren’t ingrained and can be taught – people can obtain leadership qualities through teaching and learning these skills over time. Enfroy (2019) lists the most important qualities of a good leader as: integrity, accountability, empathy, humility, resilience, vision, influence, and positivity. This sentiment is echoed by Steve jobs in his differentiation between a manager and a leader and highlights the ability to inspire as being the primary differentiating factor.
“Management is about persuading people to do things they do not want to do, while leadership is about inspiring people to do things they never thought they could.” – Steve Jobs.
What distinguishes great leaders from merely good ones? It isn't IQ or technical skills, says Daniel Goleman (2010). It's emotional intelligence: a group of five skills (Self-awareness, Self-regulation, motivation, empathy and social skills) that enable the best leaders to maximize their own and their followers' performance. 
Irrespective of how you define the word leadership, you can’t deny that certain individuals can greatly impact the lives of others based on their experience and insights. This paper concerns itself with attempting to collate the attributes that make a good leader and defining the characteristics that set them apart from others by analysing the qualities of a good leader as observed by Goleman and Enfroy. 
Here are the most important leadership qualities and skills to look for in a great leader.
· Communication.
· Delegation.
· Confidence.
· Integrity.
· Accountability.
· Empathy.
· Humility.
· Resilience.
· Vision.
· Influence.
· Positivity.

Communication
“If you’re in a leadership role, good communication skills are absolutely crucial. Using language to perform one-to-one communication is really all that we have as human beings” (Ciulla, 2003). Agreed that there are non-verbal cues, however, being able to express yourself openly and build empathy with other people is the foundation of effective leadership. Ciulla adds that right up there with empathy, the only way to get people to follow you is to make them feel heard.
This is 100% true. The more you show sincere interest in the lives of others, the more people will be drawn to you and passionately speak about their lives. They’ll become inspired, feel heard, and begin to know, like, and trust you. Alternatively, when you show no interest and not care about personal stories about others, they will automatically shut down, stop sharing as much, and feel self-conscious about their own interests (Enfroy, 2019).
Communication is the principal quality of being a great leader.

Delegation
This is often a trait that is most difficult transition for many leaders, shifting from doing to leading. Many new leaders are comfortable to doing all the work themselves and struggle to let others handle responsibilities on their own. “Great leaders must elevate their team – they must be more essential and less involved” (Edwards, 1998).
[image: Delegation Process]
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This adjustment compels leaders to shape others’ thoughts and ideas toward a common goal and provide their team everything they need to be successful. Not by directing their path, but by setting clear expectations and clearly articulating the end result.

Vision
Jack Welch (2001) said, “Good business leaders create a vision, articulate the vision, passionately own the vision, and relentlessly drive it to completion.”
Additionally, Welch (2001) stated, “people buy into the leader before they buy into the vision.”
Welch adds that a company’s vision only goes as far as a leader’s influence over others. A great leader clearly sets the organizational direction and exercises keen decisiveness. Decision-making is key to new ideas, ensuring team members know the bottom line, and understand the goals and the mission in front of them. True leaders inspire loyalty, enthusiasm, and commitment, help remind everyone of the big picture and challenge people to outdo themselves. 
“Sharing this vision and compelling others to act is a secret trait of successful leaders” (Horwich 2016).

Confidence and Self Awareness 
A prerequisite to confidence is self-awareness, knowing ones strengths, weaknesses, drive, values and goals and their impact on others. This includes being confident enough to lead, knowing that your plans and vision are not only viable for the team but the absolute best decision possible. “A thirst for constructive criticism in the spirit of self-improvement and through realistic self-assessment are hallmarks of a leader with self-awareness” (Horwich 2016). 
If you lack confidence in a leadership role, people will spot that quickly. “Make it ’til you make it,” they say about confidence – and that is 100% true. The more that you believe in yourself, the more you’ll be able to manage any stressful situation. True leaders are the ones that don’t just talk about problems but come up with their own solutions fearlessly. An example is a manager that is aware tight deadlines bring out the worst in her, so she plans her time in advance to avoid said scenario and any negative impact her perceived weakness in said scenario will have on her team. 



Positivity
“Leaders inspire their team not based on their own goals or outcomes, but on their exhibited behaviour, life outlook, and attitude in any given situation” (Parry, 1996).
It’s often said that employees and direct reports exhibit the behaviour of their managers – and good leaders need to lead by example at all times while mirroring how they want their team to act.
This comes down to motivation and positivity and it is during these crucial times that it is  more important how leaders react to this stress with a positive outlook rather than get disconcerted and place blame. 

Influence and Inspiration
Horwich (2016) recounted that many companies are familiar with data showing that inspiration delivers significant benefits. People who work for inspiring leaders are more committed, satisfied and productive, and they are less likely to leave their jobs. Some leaders believe that when they attain a certain level of leadership status, respect will automatically follow. This is not the case. Leadership and influence are not interchangeable and respect has to be earned, not given.
Current leadership development programs are typically one-size- fits-all. While that may make sense for certain kinds of performance capabilities, there’s no one right way of inspiring or motivating someone. Everyone is inspired by a different combination of skills, and every individual has a different set of abilities. Learning to inspire begins with discovering and cultivating the latent strengths that each person already possesses. 
It is often a passion for the work itself and for new challenges, unflagging energy to improve and optimism in the face of failure that inspiration and motivational skills are tested (Enfroy, 2019). 

Humility and Empathy 
When it comes to leadership, it can be tempting to become enamoured with a new title or status.
Welch (2001) is of the view that “Great leadership styles focus on problem-solving and team dynamics much more than self-promotion. A great leader will never be effective if they’re more concerned with themselves than with the well-being of their team. As Horwich said, “Pride makes us artificial and humility makes us real.” Being humble and vulnerable with their team members will make a leader much more relatable and effective.
Hallmarks of a leader with humility and empathy are reflected in her actions that consider other feelings when making decisions. It also extends to expertise in attracting and retaining talent, the ability to develop others and sensitivity to cross cultural differences. 
“A true leader has enough open-mindedness to understand their followers’ motivations, hopes, dreams, and problems so that they can forge a deep personal connection with them” (Horwich 2016).
Empathy is understanding, Empathy isn’t just being a nice person.
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Understanding where people are coming from helps facilitate a more human environment where team members are more productive and leaders thrive.
For example, if an employee is consistently late for meetings, good leaders won’t impute blame on them right away but rather will solve the why question and seek to understand and address the root cause rather than deal with the symptoms. Perhaps they’re dealing with a personal challenges at home, health issues, or transportation troubles. 

Integrity and Self-Regulation
C.S. Lewis (1952) said: “Integrity is doing the right thing, even when no one is watching. Without integrity, no real success if possible. You can’t expect your followers to be honest when you lack integrity yourself. An honest leader succeeds when they stick to their word, live by their core values, lead by example, and follow-through.”
Integrity is the cornerstone of all other leadership qualities and is underpinned by the ability to control and redirect disruptive emotions and impulses.
There are many things to look for in people with integrity, including:
· Apologizing for mistakes
· Highlighting the work of their employees 
· Downplaying their own contributions
· Giving the benefit of the doubt when circumstances are unclear
· Being appreciative of people’s time
An example would be a team that has not put in a satisfactory performance; its leader resists the urge to scream, instead she considers possible reasons for the failure, explains the consequences to the team and explores solutions with them. 
Accountability
For accountability, an effective leader needs to follow the advice of Mark Horwich when he said,
“A good leader takes little more than his share of the blame and little less than his share of the credit.”
A strong leader is accountable for the team’s results, good or bad. She holds herself and team accountable for their actions, which creates a sense of responsibility among the team. Leaders give credit where credit is due, and take responsibility for blame when required. Horwich (2016) insists that being accountable and leading by example is one of the quickest ways a leader can build trust with their team. 
Summary
The overriding hallmark of leadership is the requirement to present an achievable and desirable future state or outcome for which people are willing to follow their chosen leader. A good leader is viewed from the perspective of intentionally doing the right thing at the right time for the right cause and for the benefit of the people served. It is clear that good followership creates good leadership and that both leader and follower are equally important and to that end, without people who are willing to follow there would be no opportunity for anyone to exercise and demonstrate leadership. 
From this viewpoint, a good leader paints a picture of success through an identifiable vision that people can relate to and have aspiration. She then focuses on motivating, encouraging and supporting people to follow them and a mutually beneficial strategy toward achievement of the common vision. 
The paramount characteristic of leadership that this paper has reinforced is the importance of transformational leadership and focusing on the vision, rather than the leader. While the leader is a valued member of any team it is the common vision that is most imperative. 
While motivation and inspiration can make leaders strong people managers, it’s the action that ultimately drives the respect and trust needed to be effective. We are each born with certain levels of EI skills. But we can strengthen these abilities through persistence, practice, and feedback from colleagues or coaches.



Introduction
[bookmark: _gjdgxs]This is a reflective review that will demonstrate my awareness of the academic skills required to begin my learning journey, evaluate my academic skills to identify potential areas for improvement and plan the improvement accordingly. I will explore employability skills such as self-evaluation, skills needed for higher education, transferable/employability skills, time management, interpersonal skills and reflection. Through evaluation and analysis, I will be able to devise an improvement or action plan to address areas of improvement identified. 
According to Smale and Fowlie (2009) an individual has to change, grow and develop. This helps an individual develop an accurate representation of who one is which is the first step in planning one’s personal development. Therefore, it is vital that an individual identifies their strengths, areas of development, opportunity for development and identify threats and barriers to achievement. 
I have worked in many settings and have gained transferable skills. The transferrable skills can be used on my journey into higher education. The workplace can be very challenging but rewarding through the skills that are gained. The table below outlines my SWOT analysis based on my skills needed for higher education, time management, interpersonal skills, self-evaluation and reflection.  Through my SWOT analysis I will be able to devise an improvement or action plan to address areas of improvement identified.
                                                    SWOT ANALYSIS
	Strengths
Good Communication Skills
Good I.T Skills
Good with social media and how it can be used in businesses
Pro-active
	Weaknesses
Essay Writing
Flexibility-Childcare
Organisation-too many responsibilities and no system of managing them.

	Opportunities
Get to do my degree
Learn more that I can bring to better my business as a leader
Improving profile and reputation


	Threats
Do not work well under pressure
Having to drop out due to lack of childcare
Not being able to further my education
Impatient
Current pandemic affecting quality of education and access to resources.



Embarking into higher education has always been a dream of mine in order to gain employability skills for the workplace. I decided to join this course to pursue my career goals. Saunders and Zuzel (2015) state that most students enter higher education to improve their employment prospects and employers expect graduates to have well developed employability skills, so that they can make an immediate contribution to the workplace when recruited. Chaita (2016) argues that graduates often face intense competition in the workplace and are often unprepared for the workplace. Therefore, students must gain competencies during study that can enhance one’s employability chances and this can be derived from the application of the skills learnt during academic studies. Whilst conducting research on employability and academic skills, the lists are not exhaustive. Trought (2017) lists some of the generic skills needed in the workplace as:

	Leadership
	Positive Attitude
	Communication Awareness

	Team Working
	Communication Skills
	Integrity

	Problem Solving
	Digital Literacy
	Critical Thinking 

	Collaboration
	Cultural Sensitivity
	Conflict Management 

	Adaptability
	Numeracy
	Reliability



Critical Analysis
Upon starting the course, I have had to critically analyse my academic and employability skills needed for my learning journey and to achieve my qualification at the end. Fallows and Steven (2000) state that when an individual develops their skills in higher education, the skills can then be transferred into not only employment but also in the wider community. 
Yorke (2006) adds that employability skills as “a set of achievements — skills, understandings and personal attributes — that make graduates more likely to gain employment and be successful in their chosen occupations, which benefits themselves, the workforce, the community and the economy.”
Through analysing my skills, I have identified potential areas for development in my learning journey and have devised a plan to chart my improvement. Assiter (1995) views higher education as a desire to enable the learner’s development of critical thinking skills.  Behar-Horenstein and Niu (2011) point out that critical thinking enables students to appraise their own argument against that of others, conflict resolution and help the learner to come to a well-reasoned resolution to complex issues. They further state that an advancement in critical thinking relates to higher education goals of building responsible citizens because our societies are increasingly complex which require an individual to base their judgments and decisions on careful evaluation of evidence.
Through analysis and reflection of my skills needed for my learning journey, I have identified that one of my biggest issues in higher education is essay writing. Drew And Bingham (2010) state that writing an essay gives insight to an assessor of how the learner has understood the topic, helps identify if the learner can see the underlying issues and if the learner can make valid connections between ideas. The overall mark helps the student reflect on what went well, what went wrong, what could have been done better, which those reflective skills can help with the next assignment. Reflection can be viewed as a very essential part of the learning process (Smale and Fowlie, 2009).
Essay writing is also known as academic writing which is at the core of all educational activity. It can also be very challenging for first timer’s in Higher Education because of a range of academic conventions which are often unfamiliar with the student and can be difficult to apply in practice (Hopkins and Reid, 2018). Academic writing incorporates both a critical and evaluative approach in assignments. For example, writing this reflective review has encouraged me to broaden my knowledge and to work on improving my academic writing styles. 
                                                      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?

	Obtain the necessary leadership skills to run my business
	I am good at communicating with people at all levels
	Successfully delegating
	Do the necessary training to learn what it would take to successfully lead my company.

	Complete my degree
	Currently Certificate level. 
	Lack of time management.
	Devise a plan to manage my time and balance work, education and childcare.



Transferable/Employability skills 
Transferable skills are skills and capabilities that are applicable and helpful across different parts of life: socially, professionally and in any educational institute. They are transportable skills.
Employability skills are transferable core skill groups that represent vital functional and enabling information, skills, and attitudes required by the 21st century workplace. They are required for career success at all levels of employment and for all stages of education. 
I have many transferrable skills, every job I have been to I have acquired transferable skills which I would always then use in the next place. For example, in retail I learn how to communicate with people and promote a product, a skill I now use to promote my own company. As an HR Administrator, I learnt how to manage people and learnt the recruitment processes, skills which I use now in my own company to employ and recruit. 

Time management 
Time management is the process in which I organize, plan and divide my time in between certain activities. If I manage my time correctly it will enable me to work smarter, not harder so I can do a lot more activities in less time. Not managing my time correctly can result in a breakdown in my effectiveness and it may cause a lot of stress and pile of work and things not getting done. 
According to Alexa Chris (2020) states that to successfully manage your time you have to get organized both in your professional and personal life. Getting organized in an efficient way is a skill that not all people have. To manage your life and work you need to first manage your time. 

Interpersonal skills 
 Interpersonal skills, also known as people skills, soft skills, or emotional intelligence skills are related to the way you communicate and interact with others, Alison Doyle(2019). Alison Doyle (2019), says, when employers are hiring, interpersonal skills are one of the top criteria used to evaluate candidates. Regardless of the type of job you have, it is imperative to be able to progress well with co-worker, managers, clients and vendors.
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Reflection 
Reflection is when you look back on activities or experiences or your own practices, skills or responses in order to learn from them and progress. Reflection happens quite naturally in our everyday lives. The process of reflection is:
· We think about things that have happened, 
· we think about why they happened 
· how we handled them, if we handled them well 
· how we could’ve done to handle them better for the best outcome. 
According to Gibbs (1988,pg9)”It is not sufficient to have an experience in order to learn. Without reflecting on this experience it may quickly be forgotten, or its learning potential lost”

The Gibbs Reflective Cycle
[image: ]

Action Plan 
From looking at the above you can then devise your action plan. Set SMART goals in your action plan.  
Specific
Measurable
Achievable
Realistic/Relevant
Time Specific

Action Plan
	Objectives
	Potential Barrier
	Success Criteria
	Time Frame
	Resources

	Goals
	What do I need to do to achieve these goals?
	How will I identify my success?
	When do I need to have achieved these goals
	Who or what do I need in order to achieve these goals?

	Improve essay writing
	· Improving my time management
· Better understanding of topic.
	· Better academic written essays
· Meeting deadlines
· Improve on writing skills
· Understanding of topic more through researching. 
	6 Months
	· Library
· Online resources
· Feedback from tutors

	Time Management
	· Too many responsibilities at one time
	· Better planning and organization
	3 months
	· Have a schedule and have weekly plans
· Have goals to achieve within a set time frame
· Get assistance with childcare to have ‘focus time’.






Conclusion

Through doing this assignment I have raised my self-awareness through reflection using resources such as the Gibbs method. I have learnt that there are different styles of leadership and what it means to be a leader. I can only lead people that are prepared to follow and in order to gain a fellowship as a leader I need to paint a picture of what success looks like that and motivate and inspire the team to remain focused on the mission. 
People and relationships with people are more important than tasks, and my interpersonal skills play a huge factor in building relationships with people. 
I have learnt how to manage my time and energy through determining my weaknesses and how to overcome them. To understand my personality as an individual and how to have the best impact on myself positively as to influence others and also understand how they perceive me. 
I know now that I have to set a vision, engage other people through the best ways of communication, communicating my values. 
I have learnt that IQ and technical ability are not the only important ingredients in strong leadership as once thought, but that the components of emotional intelligence are ingredients that leaders “need to have.” Successfully leading an organization through an adaptive challenge calls for leaders with a high degree of emotional intelligence. 
It is fortunate, then, that emotional intelligence can be learned. The process will be challenging, time consuming and, most of all, require commitment. However, the benefits that come from having a well-developed emotional intelligence, both for the individual and for the organization, make it worth the effort.

I have learnt that the principles for leading teams include: “sharing a mutually beneficial vision,” forming a picture of the entire pattern of activity, identifying the key challenges, regulating tensions, maintaining disciplined attention and engaging with the team using effective communication channels. 

The ability to develop peer relationships through effective communication is vital towards carrying out negotiations, motivating subordinates, resolving conflicts, establish and disseminating information. The development of my self-awareness and confidence will increase my ability to make decisions with little or ambiguous information, and allocate resources appropriately. Good self-management skills are characteristic of most leaders; outstanding leaders also have the ability to empathize with others and to use social skills to advance an agenda.
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