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This assignment will be looking at academic and employability skills. Part one will be looking at the employability skills required when applying for a job at leadership and management level. It will be looking at personal employability skills and identifying potential areas of improvement. There will be a Gap Analysis and an Action Plan for improvement. Part two will be looking at Academic skills required for the learning process. It will also include another Gap Analysis and an Action Plan for improvement for academic skills.  
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Stem Learning (2020) suggests that there are 10 main skills that employers want at management level(appendix1). One being Communication and interpersonal skills. According to Cooperative Coach Group (2020). This means that the employer would be looking for a manager that can communicate and give instructions clearly and precisely making sure that the information they are giving is completely understood by the whole team. This will need to be in a written and spoken way. They will also need to be able to listen and relate to other people. This is a leadership skill as the manager is in charge and leading the employees in their job rolls.
   Another skill needed at management level is having problem solving skills. CMOE (2020) suggests that as a manager you would need to be able to assess a problem by breaking it down into smaller parts and finding out what the root of the problem is and then being able to figure out a solution. As a manager, chances are that any problems that arise will be brought to their attention as they are the leader of the workplace, so it is an important skill to have. Therefore, the manager will then have to find a solution in a correct and equal manor by first figuring out what caused the problem, breaking it down until the problem is identified.
    A third skill is using your initiative and being self-motivated. This meaning that as a manager you will need to be able to come up with realistic ideas that can be made into a reality. It also means you need to be able to show that you have a strong drive and desire to complete tasks without having to be asked or told to do something all the time. A manager needs to be able to have a drive to progress in their role to want to do the business well. Without drive and self-motivation chances are you wouldn’t make a very good manager as things would not get completed and their staff wouldn’t be motivated if their manager wasn’t motivating according to MSG (2020).
   A skill which is highly beneficial as a manager is being able to work under pressure and meeting deadlines. Careers Centres (2020) says that as a manager you have a lot of deadlines to meet as well as doing normal work duties. Challengers or problems can occur during the workday adding to the pressure of the deadline. A manager needs to able to take control of this not letting is affect them or cause them stress. This is an important skill in all lines of work but even more so in a leadership role.
     Another important skill which would help in a managerial role is valuing diversity and differences. People Scout (2020) states that this means that as a manager you would need to be able to make a work environment acceptable to different cultures and differences of people. The leader will need to be able to recognise the different contributions that people may bring to the workplace to maximise the potential of all employees from personal cultural experiences. This is important as a leader because as a manager you need to be able to value people’s contributions to the workplace as it may value the company and it makes the manager more approachable leaving employees happier in their workplace.
     As a manager a brilliant skill to have is being able to promote teamwork. This means that the team has a sense of unity and that a group of people can come together as one to complete a task. It can make jobs easier to complete and reach targets with less stress. It gives a sense of strength and support to employees and can help build a good bond with colleagues. This is according to The Happy Manager (2020). This is important at management level as it shows that you can work as an individual or as a team.
    
These are just a few examples and explanations of some of the skills that are required in a leadership or managerial position and the importance of them.  
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It is evident that I have some skills that need to be improved. One being more assertive. I feel I need to have more confidence to be more vocal when needed and not feel that I will be looked down on for not being educated enough. I will improve this by reading more and looking up words in the dictionary that I am unsure of. I would like to be better at problem solving within a time frame which I feel will be a great skill when it comes to employability. To improve on this skill, I will be completing problem solving games and tasks to hopefully become better and faster at doing so. I would also like to build my confidence in speaking out if I have an idea or an opinion on something. To build my confidence I will be researching my ideas to whether my idea or opinion is relevant, also by asking family and friends if they think my ideas any good. Hopefully in time then I will feel more confident in trusting my own judgement. 
   I feel I do have some skills that are beneficial to a leadership role. I always meet deadlines and can work well under pressure. I am never late at handing in work or completing tasks which I feel is a good skill to have. I am also a very organised person which would be highly beneficial in a managerial role. I have a good amount of self-motivation and always thrive to complete challenges and tasks. Even though I need to improve on some skills I feel I have a good start and can improve on those needed will help and guidance for when I am ready to apply for a leading role. 
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	Objective

	Current Position

	Deficiency

	Action


	What do I want to do?

	What can I already do?
	What am I lacking?
	How do I fix this?

	I would like to be more assertive.





	I can stick up for myself when pushed. 
	I lack courage due to not having the best vocabulary and feel I will be looked down on.

	Read more to develop my vocabulary using a dictionary. Educate myself through and through of a situation. 

	Be good at Problem Solving.






	II can problem solve if no time limit is given.
	I lack being able to problem solve in a short time frame.
	Practise problem solving tasks/games/activities

	Confident at speaking out.
	I have the ideas I want to say.
	I lack the confidence to voice my views and opinions.
	Make sure what I want to say I have researched to build my knowledge. Asking friends and family for their opinions.

	Be able to work better in a team as I find it easier working alone sometimes.
	I can get along well with groups of people.
	I lack patients and find it easier to complete tasks myself.
	Work on being patient and helping people instead of taking over and doing it myself.
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	Tasks
	Success Criteria
	Time Frame
	Resources

	List your Goals
	What do you need to do to achieve these goals?
	How will you identify your success? 
	When do they need to be done by?
	Who or what do you need to help you?

	Apply for job as a Mental Health Worker
	Do a Skills for the Workplace course.
	When I have completed the course and accepted for a job role.
	12 months
	Tutor, Family support for time to study, Work colleagues for support.

	Read and speak Welsh to give me a better chance of a job.
	Do a basic speaking and reading Welsh course
	When completing course
	6 months
	Welsh tutor, family support for time to study.

	Do updated RPI training
	Do the RPI course
	When completing the course and receiving the passport
	10 months
	NHS Bank office to put me on the course, Family for childcare.

	Being more available to take a full-time contract.
	Sort childcare for after school.
	When I have childcare in place
	12 months
	Child minder, schoolteachers, family.

	Gain more experience in the job.
	Do more bank shifts.
	Experience after doing more shifts
	12 months
	Bank office for shifts, other nurses to give experience, child minders.
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My academic skills where average when I left school. I achieved fair grades at GCSE level and stayed on an extra year and completed my AS levels. On leaving school I could read and write simple essays and write a decent report. I was pretty good at mathematics and due to doing psychology at AS level felt I was good at understanding people and being able to relate with people’s feelings and emotions which to me is a good skill to have especially at management level. 
   I left school after completing my AS level as I felt I wasn’t enjoying being in school. This I regret as I left school and ended up in a job that required no real skill and no education. I went to work as a waitress then a catering assistant. I felt my school years were wasted and I become deskilled. I regret not staying on to complete the final year then maybe going to University. Instead I ended up having a daughter and then going to work in a retail store, which again required no real skill and I felt it really wasn’t for me. I felt I was doing a job that was very repetitive and I wasn’t going anywhere with my life and wasn’t showing a good example to my daughter. I become pregnant with my son and knew from then that I didn’t want to go back into retail.
   I knew I wanted to go into care of some sort but wasn’t sure what. I applied for a job as a Hotel Services Assistant in the NHS to get my foot in the door and maybe progress my career from there. After a couple of years as a HAS I wanted to do my patient-based care and joined the Bank as a Mental Healthcare Support Worker. I loved working with people with mental health issues. I enjoyed seeing them get better with treatment and therapy. From here I realised that is what I wanted to do. But I don’t feel my CV was good enough to receive a full-time contract. I needed to up my skills and better my education, to do this I applied for a University course Skills for the Workplace. 
    This course was able to provide me with everything I needed to improve it. It would help my used different software programs, better my vocabulary and write in a more detailed and effective way. I also joined a basic Welsh course to learn how to write and speak welsh which is a huge benefit when applying for a job in the NHS its an extra skill that could be the reason to choose me over someone else. This excited me and gave me motivation to progress in my career. It gave me hope and desire to do something with my life and make my children proud of me. 
    I feel the way things have worked out has benefitted me in the long run. I didn’t enjoy school and if I stayed on and went to University I may not have done well as my heart wouldn’t have been in it and I didn’t know what I wanted to do with my life at that moment in time. I may have chosen a wrong career path and regretted my decision. I feel having my children first gave me motivation to better myself not just for myself but for them to so that they could look up to me and be proud. I do wish I had settled in my career at an earlier age; however, I feel I have gained basic life experience and understanding of people’s feelings and emotions by waiting till a more mature age. There is good and bad to my decision, but I feel this are going right at this moment in time and I am happy with how I am progressing now. 
    Looking back, I don’t think I would have changed how I have got to where I am today. I am finally in the right frame of mind to push myself and build my skills and knowledge. The next step for me will be to complete both Skills for the Workplace course and the basic Welsh course. From there I am hoping to apply for a full-time job on a Mental Health ward and possibly in the future I may think about going back to University and doing a course to become a Mental Health Nurse. 

[bookmark: _Toc32491446]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?

	Read and understand difficult books and vocabulary.






	I can read.
	Ability to understand more difficult vocabulary
	Use a dictionary when I come across a word I don’t understand.

	 Write in more detail.






	I can write. 
	Ability to write using better layouts.
	Do a writing course to understand how to use different writing styles.

	 Be able to use different software’s e.g. Xcel and Power Point.
	I have access to the software programs.
	To make spreadsheets and make Power Points.
	Watch videos online on how to use the software’s.

	 Referencing
	I can reference using the Harvard Referencing Guide.
	Be able to reference without using the guide
	Practise until able to reference without the guide.
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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?

	Speak basic Welsh.
	Go to a basic welsh class.
	When I can speak and understand basic Welsh or completion of course.
	January 2021
	A tutor to teach me, a laptop to do the work. 

	Be able to write detailed reports.
	Skills for the workplace course.
	On completion of course.
	October 2020
	Tutor, Laptop and family for childcare and study time.

	Work more in a team environment.
	Group classes.
	When I have gained confidence within working in a group
	January 2021
	Tutor, other pupils to participate with me. 

	Enhance my vocabulary.
	Read more books.
	When I feel confident in using a wider range of vocabulary.
	January 2021
	Books, internet, Dictionary. 
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