


Skills for the Workplace
Module Assignment Submission 

Student Name:	Katie Lorey 
Student Number:	1917939
Module No:	BMSK4001
Module Title:	Academic and Employability Skills


Statement of Confirmation of Authenticity
By the act of making this submission, the student declares that this is the work of the student named above. The work has not, in whole or in part, been knowingly presented elsewhere for assessment, or where assessment has been built on a previous assessment, this has been identified. Where materials have been used from other sources it has been properly acknowledged. If this statement is untrue, the student acknowledges that an assessment offence has been committed.
Attention is drawn to the plagiarism and unfair practice policies of both the University and of ILM.



Table of Contents
Introduction	3
Part 1 Employability	3
1.0  Explore ‘Leadership Employability Skills’ in general	3
1.2  Evaluate own Leadership Employability skills	4
1.2.1 Current Employability skills	4
Gap Analysis to identify ‘gaps’ in knowledge/skills	4
1.2.2 Action Plan for Improvement	5
Part 2: Academic Skills	6
2.0 Reflection on Academic Skills required for University Level Study	6
2.1 Evaluate own Academic Skills	6
2.1.1  Current Academic Skills	6
Gap Analysis to identify ‘gaps’ in knowledge/skills	6
2.1.2  Action Plan for Improvement	7
Conclusion	7
References	8
Appendix	9





[bookmark: _Toc456901515][bookmark: _Toc32491435]Introduction 
The author of this assignment is Katie Lorey who is 26 years old and has no children. Katie works full time as a support worker with disabled adults in a private run company Walsingham Support. The author likes to spend lots of quality time with family and friends as well as planning her wedding.

[bookmark: _Toc32491436][bookmark: _Toc456901517]Part 1 Employability 
1.0 [bookmark: _Toc498692289][bookmark: _Toc32491437]Explore ‘Leadership Employability Skills’ in general
The authors focus of this assignment is to look and research skills required for a manager and a leader. The author will research and compare skills needed for leadership and management and will compare with several previous managers of the workplace. The author will research and investigate employment skills needed to become a leader or manager. The author will compare both strengths and weaknesses of both.
Leadership employability skills in general means skills needed to succeed, you will need skills that will develop in time some skills will be taught when carrying out a certain job or when your job progresses. 
The author researched a famous leader who was leader of the conservative party back in 1979 Margaret Thatcher the skills she had and required to do her job were:

· Loyal
· Orderly 
· Organised 
· Practical 
· Down to earth with strong ideas about right and wrong
· Good at making effective plans
· Good at setting goals
· Excellent organisational skills
· Excellent administrative skills
· Ambitious
· Determined personality
· Systematic and controlled 
· Employs decisive and methodical steps to problem solving
I have compared all these skills with the manager in my workplace and have conclude that skills needed are some similar but also different kinds are needed to become a successful manager.
I have researched essential skills needed for management level in the workplace.
1. Communication
2. Teamwork-be able to coach and mentor
3. Problem solving 
4. Self-management
5. Organised 
6. Technology- be up to date with IT skills
7. Willing to learn- have initiative
8. good listening skills 
I have compared skills for leadership and management and what skills are needed for employment and academic study I have a table to show what skills are needed for both.
	Skills needed for study 

	Skills needed for both
	Skills needed for employment

	Reading/writing skills 
	Time management
	Kind caring nature 

	Essay skills 
	professionalism
	People skills

	
	Listening skills 
	

	
	Teamwork
	

	
	Good communication
	

	
	Presentation skills
	

	
	Self-management 
	

	
	Report writing
	

	
	Good people skills 
	

	
	patience
	


I have compared skills needed to be a leader which I carried out research on Margaret Thatcher I then researched what skills are needed to be a successful manager I then did a table to demonstrate what skills are needed  for academic and employment skills I can now compare all these skills with my recent manager within my workplace. My recent manager did not have a lot of these essential skills needed to be a successful manager she was not professional in the workplace she had no people skills and was very poor at communicating with the staff team this is essential when undergoing a management roll in the workplace as this divided the staff team into small groups and mistakes were regularly made through lack of communication and the team not communicating with the manager. I feel by my manger lacking on these essential skills she failed at becoming a successful manager. 
“Don’t fake it ’til you make it. Learn it as you become it.” – Keisha A. Rivers
[bookmark: _Toc32491438][bookmark: _Toc498692292]I feel this quote is relevant to my recent manager of my workplace as I feel established herself as a very good manager so had no room for improvements and would not work with her employees therefor failed at her job. 
1.2  Evaluate own Leadership Employability skills.
I have evaluated my own leadership and employability skills and I am experienced in the job that I do I am knowledgeable and competent in my role therefor I often lead shifts due to this, this can sometimes cause an issue in my current role as I am on the same level as my colleagues this can also cause conflict but can also be a positive aspect as staff look up to me and I can then act as a mentor to them especially with new staff. 

[bookmark: _Toc2883533][bookmark: _Toc32491439]1.2.1 Current Employability skills
Employability skills are important to have in any job these essential skills are essential for employment my current employability skills are
· reliable
· flexible
· positive and encouraging
· mentor/team player 
· treat people equally while celebrating diversity 
· follow instructions
· positive and encouraging
· kind and compassionate
· independent
· competent 
after a list of my current employability skills I will complete a SWAT analysis to show my strengths and also my weaknesses: 
	Strengths 
Hard worker
Kind compassionate
Flexible
Patient 
Good listener 
Team player




Opportunities 
Chance to progress 
Opportunities to learn
High service demand 
Sector is growing 

	Weaknesses
Anxious
Unorganised
Unable to cope with lots of pressure
Shy
Time management 





Threats
big work load
lack of knowledge 
lots of competition in the care sector
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Gap Analysis to identify ‘gaps’ in knowledge/skills


	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 more positive to change things I am unsure of?






	Work as part of a team.
	Confidence
	Address things I am unsure of instead of leaving things build up.

	
Time management 



	
Meet deadlines just in time 
	Organisational skills  
	Prioritize more time for these tasks.

	Problem solving
	Run a shift independently
	Self confidence 
	Attend all training and all supervisions with management 






[bookmark: _Toc32491441]1.2.2 Action Plan for Improvement


	[bookmark: _Hlk2954238]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 of the workplace
	Attend all sessions
	Complete all assignments by deadlines
	November 2020
	Use all resources available/ lecturer support 

	Complete final year of degree
	Attend all sessions and complete the third year of the degree
	The results of every assigment
	Degree to be completed by 2022 
	Support of lecturer and resourses

	Become a business owner/ own boss
	Complete and attend all courses available to me.
	Completing and graduating from university
	At the end of university courses
End off 2022
	Stick to all guidelines set by university lecturer.

	
	
	
	
	



I have conducted a survey on my current employability skills I have asked 3 of my colleagues to carry out out this survey and give it back when completed. 
Katie Lorey
Questionnaire on employability skills in the workplace.
Please complete this survey and hand it back!

All questions to be answered on a scale of 1-10.
1 being the lowest and 10 being the highest.

Q1. Is katie approachable within the workplace? 
Q2. Is katie organised?
Q3. Does Katie have excellent problem solving skills?
Q4. Is katie reliable?
Q5. Does katie follow instructions?
Q6. Is katie flexible within covering shifts?
Q7. Does katie celebrate Equality and Diversity when carrying out her work?
Q8. Is katie knowledgeable within her role?
Q9. Is katie confident and self motivated? 

Employee 1 Carol Budge
Q1. Is katie approachable within the workplace? 10
Q2. Is katie organised? 5
Q3. Does Katie have excellent problem solving skills? 6
Q4. Is katie reliable? 10
Q5. Does katie follow instructions? 7
Q6. Is katie flexible within covering shifts? 10
Q7. Does katie celebrate Equality and Diversity when carrying out her work? 10
Q8. Is katie knowledgeable within her role? 8
Q9. Is katie confident and self motivated? 5
Employee 2 Rowena Thomas 
Q1. Is katie approachable within the workplace? 9
Q2. Is katie organised? 4
Q3. Does Katie have excellent problem solving skills? 7
Q4. Is katie reliable? 10									
Q5. Does katie follow instructions? 8
Q6. Is katie flexible within covering shifts? 10	
Q7. Does katie celebrate Equality and Diversity when carrying out her work? 9
Q8. Is katie knowledgeable within her role? 7
Q9. Is katie confident and self motivated? 4

Employee 3 Tracy Gambatesa
Q1. Is katie approachable within the workplace? 9
Q2. Is katie organised? 5
Q3. Does Katie have excellent problem solving skills? 8
Q4. Is katie reliable? 10 							
Q5. Does katie follow instructions? 7 
Q6. Is katie flexible within covering shifts? 10 
Q7. Does katie celebrate Equality and Diversity when carrying out her work? 9
Q8. Is katie knowledgeable within her role? 8
Q9. Is katie confident and self motivated? 5

I have evaluated my results on the questionnaire that I carried out with employees of my current workplace the results show that I am very reliable and flexible and I am good at celebrating equality and diversity within my job role. My results also show that I am not very organised and I lack confidence and self-motivation, I can work on these 2 aspects by asking employees and management for more support and guidance.




[bookmark: _Toc498692297][bookmark: _Toc32491442]Part 2: Academic Skills 
Examples of academic skills include time management, reading proficiency, oral communication, written communication, critical thinking, research abilities, analytical thinking and problem solving. 
Academic Skills are all about helping you become a more effective learner.
Academic skills are a collection of study habits, learning strategies, and time management tools that help students learn and absorb school lessons. For most students, learning is about much more than access to information. 
I use academic skills in daily life in place of work and also place of study. 


2.0 [bookmark: _Toc32491443][bookmark: _Hlk498694375][bookmark: _Toc456901523]Reflection on Academic Skills required for University Level Study 
In this next section I will reflect on my academic skills and my first year at university.
When I signed up to skills of the workplace course in university I felt a mixture of emotions I completed many applications which I went over and over again before attending at interview on an evening of the 25th of January I attended this interview alone which I have never experienced before and always brought someone along for support I anxiously awaited for a decision of acceptance from the university.
I attended my first evening evening of university which was Wednesday the 5th of February i left the session feeling anxious upset and overwhelmed thinking ‘am I clever enough to do this’ deep down I felt excited but lacking confidence and questioning my ability of being able to complete this first year successfully. After attending university for 2-3 sessions I started to adapt and was slowly learning how to work full time run a house and complete a first year in university i have also learned that I have to organise more appropriately prioritize accordingly and complete work with the time frames that are set I do feel that as time is quickly passing I am enjoying the challenge I have set myself.
Developing your academic skills is an essential part of successful study at university and your future employability. Academic skills include the use of IT, numeracy, academic literacy, problem solving, critical thinking, working with others and research skills.
Why are academic skills important?
Academic skills encourage students to become more efficient learners these skills, which include critical thinking and note-taking, are also highly transferable, and therefore vital for success in any career.
1. Academic Discourse – skills for communicating effectively in debates, discussions and presentations.
2. Academic Text Strategies – skills for analysing academic texts in greater detail
3. Academic Strategies – skills for understanding and responding critically to lectures 
4. Composition – skills for effective academic writing
5. Comprehension – skills for understanding academic texts and lectures

I found that by joining higher education and deciding to join skills of the workplace I can improve all my academic skills and expand on them further I feel confident that since joining this course I can expand on all of these skills I can do this by completing assignments researching on the internet also in the library researching within books and then researching on the internet.
When writing assignments I am learning new and improved professional writing skills and how to write essays in the correct formal using the correct grammar. I am more than confident that by the end of this learning year I will expand on all areas of my academic skills.

Academic skills are particularly important when it comes to studying for exams. Simply mastering the material is not usually enough: students must also demonstrate that they can synthesize information, draw their own conclusions, and apply lessons learned to new scenarios. All of this requires some sort of academic skill set.

2.1 Evaluate own Academic Skills 

Academic skills are as follows in a spider diagram below all skills required to start learning/study.





IT skills
eager to learn
Reading writing skills
Team work 

passion

Academic skills 

Lone work
Time
management


patience


Listning skills
Prioritize 
Communication skills







[bookmark: _Toc32491445]2.1.1  Current Academic Skills
[bookmark: _Toc32491446]Gap Analysis to identify ‘gaps’ in knowledge/skills

	Objective
	Current Position

	Deficiency

	Action


	What do I want to do?

	How can I do this?
	what do I need to do reach my goal?
	When do I want to reach my goal?

	
Progress in higher education?





	
Enroll onto future courses
	
Research different courses and seek advice.
	
I would like to of achieved part of my goal by 2022 


	
Improve on professional reading and writing skills?





	Prioritize time to work at this and practice doing this by doing tasks.
	Attending all class, attending library also seeking advice from lecturer.
	I would like to be improving in this area of my work in every assignment I complete.

	Improve on IT skills
	Attending the library/ sourcing and online course In this area.
	Keep working and practicing basic IT skills.
	I would like to be improving in this area of my learning week by week.



I have evaluated all of my personal academic skills and come to the conclusion that I have areas of skills that I am very good at at some areas that I am not so good at by completing this course I am confident that my skills will progress further and I will better my skills and better my chance of completing my degree in higher education skills of the workplace, I have evaluated some skills and I have marked myself to be either good average or poor at these skills. 
Communication skills- I have evaluated myself good at communication skills and feel that if I am knowledgeable about what I need to communicate about then m y skills are very good I like to communicate also because it make me feel a lot easier in myself and I feel less anxious.
Teamwork- I have evaluated myself to be good at teamwork I prefer to work in a team as it makes me feel a lot more self motivated and also makes me do my job to a higher standard as I feel I have a lot more support when working amongst a team.
Problem solving- I have evaluated myself to be average at problem solving as I feel I am able to solve simple tasks but sometimes I lack confidence but I feel that since being in employment and plavce of study my problem solving skills are getting better this is a skill that I have worked  closely at.
Self management- I have evaluated myself as being average in self managing myself I feel that I can do this when I am comfortable in my surroundings but I struggle when I’m in unfamiliar surroundings I have worked closely at this skill and I have improved drastically and managed to get a lot better in this area.
Planning and organising- I have evaluated that I am poor in this skill because I panic if I am not certain of what I am meant to be doing I feel that once I am sure of what the task is asking of me then I will plan it to be a lot more successfully, this is another area that I am improving in my area of work and area of study.
 
[image: ]
[bookmark: _Toc32491447]2.1.2  Action Plan for Improvement

	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?

	Pass level 4 skills of the workplace?
	Prioritize time 
Research 
follow all instructions of lecturer.
	By completing and passing all assignments that are set and qualifying to enroll onto next level of the course.
	November 2020 when the course is complete.
	Lecturers, library, online research, fellow employees/ others that also attend course with you.

	Be successful in enrolling onto level 5 skills of the workplace?

	Learn by past year, research, complete all work by deadlines 
	Being successful in enrolling onto level 5 of skills of the workplace.
	November 2021 when level 5 is successfully completed.
	Lecturers, library, online research, fellow employees/ others that also attend course with you.

	Be successful in enrolling onto level 6 final year of degree. 
	Work hard in completed final year, concentrate, attenedence to remain 100%
	Successfully completing level 4 and 5 of the course and passing my degree.
	November 2022 when level 6 is complete.
	Lecturers, library, online research, fellow employees/ others that also attend course with you.

	
	
	
	
	

	
	
	
	
	




[bookmark: _Toc32491448]Conclusion
I the author have written this assignment and concluded what employability and academic skills are I have written the difference between the two skills also what they mean and why they are important to have in place of work and place of study also why they are vital to employers and vital to succeed in further education I have used swat analysis and spider diagrams also I have made tables to explain certain skills needed, I have carried out study to help me to reflect and understand what skills are needed and why they are important to have. I have concluded that by completing this assignment I have realised that I have personal skills I need to improve on to reach my full potential and my main goal. 
I have concluded that also by completing the skills of the workplace course I am showing my current employer my capability and proving that I am good enough to progress further in my current job role and reach my goal that I have set myself my employer has recognised skills that have become more noticeable because I have recognised areas  for improvement and worked hard to improve all skills needed for further learning and employment.  When I first attended university and my first day of university on February the 5th I was very anxious and nervous and I questioned my ability and I questioned was I was going to carry on and complete the level 4 skills of the workplace I had many doubts and obstacles that I had set myself and I did not self-motivate myself at all but after all that I continued to attend I instantly felt relief that I have the ability to face the challenge if I really wanted it. There has been many ups and downs of this assignment but with dedication and hard work I am confident that I can be successful, I have concluded that I have taken the first steps into reaching my long term goal that I have set I have found this very challenging while prioritizing every day living and full time employment and still studying. My employer has seen a change in attitude, my way of working and certain skills that are improving. I am hopeful and confident that in November 2023 I will be successful and graduate in 2023 if I work hard and follow all instructions and meet all deadlines I will meet my goal. I would like to eventually follow m dream and be a successful business owner.
[bookmark: _Toc32491449]
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