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This assignment will be focussing on employability skills in management and leadership. I will then reflect on my own employability skills and create a Gap analysis to identify areas I need to improve and create an action plan, using SMART objectives.  Part 2 will be looking into academic skills and identifying my weaknesses and look to improve in these areas by setting goals and using an action plan to do this. 



Part 1

1.1 Employability Skills in management and leadership 

Communication and interpersonal skills
These skills are required by anyone wanting to work, that requires communicating with staff, customers, other companies and members of the public. Communication requires the ability to explain anything in a clear way, whether it be through written communication or oral communication. It is important that you can listen, understand and relate to others and be able to act appropriately to the key instructions or given information. Also, to ask open questions and repeat information back to the other party involved in the communication to ensure there is understanding as this is needed to communicate effectively.  
According to Berne (1953), Interpersonal skills are ways of communicating without talking. The tone of voice, body language, facial expressions, and “noises” can all be perceived in various ways to others. 
“In interpersonal communications, “noise” is of more value than “information”, since in such cases it is of more value to the communicants to know about each other's states than to give “information” to each other. “Noise” carries latent communications from the communicant. Manifest and latent communications arouse latent responses in the receiver which are important to both parties and are of special interest to psychiatrists”
As a Manager, these skills are essential to communicate with your team by giving instructions in a clear, professional and precise way to be completely understood for the task at hand and to be able to read situations appropriately.  Current research by Juneja (2020) shows “Managers need to communicate with their team members to make them clear as to what is expected out of them. Managerial communication helps managers to extract the best out of team members. Employees need to be told their key responsibility areas.”


Problem solving skills 
This is the ability, to firstly understand problems by breaking them down into smaller sections, to identify the issues or implications. This allows you to identify the solutions, by applying your knowledge from other areas to help solve the task. Belski (2009) states, “Thinking and problem-solving skills are considered to be of significant importance in many professions.” Trought (2017) points out that you already have problem solving skills as you are faced with challenges every day in personal life and academically. Skills used to address the problem at hand are transferable to the workplace. He refers to the IDEAL problem-solving model Bransford, Stein (1984) to which is used to follow several steps, whether it’s an academic problem or solving something in your personal life. 
Identify the problem.
Define the problem through thinking about it and sorting out the relevant information 
Explore solutions.
Act on strategies
Look back and evaluate the effects of your activity.
As a leader, you would often be relied upon identify any problems and to solve any areas that are causing issues and ensure they don’t arise again. This could be done by reflecting on the outcome and how you got their and to change any techniques to deal with the situation if needed. 
Self-Management 
Having this skill shows a strong personal drive to use your own initiative and apply new ideas of your own into reality. As Trought (2017) states, employers will expect you to be organised, punctual and working to deadlines. How you manage yourself is key to being employable. Preparation, planning and organisational skills are required for effective for time management. There is always room for improvement so it would be important to reflect from experiences and see how you can perform better. According to Carrerweb (online), see Appendix 1, working to deadlines is one of the valuable skills employers look for in an employee, Changes and unexpected evens can and do occur even if you are a well organised individual. Having the ability to respond effectively to stress or under pressure is important in any line of work. Everyone responds differently as some will thrive and work better under pressure however some will panic or become ineffective. it would be important to reflect on how you react under pressure so you can take steps to improve the way you would handle it. 
A manager needs to be reliant on themselves to enable them to take initiative to achieve the desired outcome and achieve all targets and to keep pushing themselves to achieve better results. 
Teamwork 
This skill is essential to work well with other people who are not on your wavelength. Individuals with different opinions or backgrounds can sometimes cause friction but being able to work with others helps the diversity in a team. Trought (2017) suggests teamworking is important as “collaboration is key in developing competitive advantage within the marketplace. It enables the organisation to consider the challenge from many perspectives at once.” By having good teamwork skills it allows others to get on with what they can do expertly and you do what you can do and by putting your skills all together you achieve the best outcome as everyone will all have an input on different levels, which will help the team achieve what is needed.
As a leader it is important to employ various types of personalities to help fit in with the team and organise team building activities to help the team bond and to figure out how to work together successfully. 

Robinson (2000) points out that “Employers need reliable, responsible workers who can solve problems and who have the social skills and attitudes to work together with other workers. Creativity, once a trait avoided by employers who used a cookie cutter system, is now prized among employers who are trying to create the empowered, high performance workforce needed for competitiveness in today’s marketplace. Employees with these skills are in demand and are considered valuable human capital assets to companies.”
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1.2 Current employability skills 

Problem solving 
This is a skill that we all have due to daily challenges we are faced with. It comes easy to some people. This is beneficial skill for me to have in my current employment. I work as a sales advisor for a driving school. I must match a potential instructor to a new pupil. It’s not as easy as it sounds are there is always obstacles that get in the way. I use this skill to see what the best solution is to overcome objections or to solve any problems that arise that prevents the sale being completed. For example, if a customer would like driving lessons from home and there was no available driving instructor in their area of pick up, I would conduct a wider search and find an alternative location that is suitable for the customer to have lessons from, or contact the instructor and point out they don’t live to far from the alternate location and gain their consent for them to travel to the customers pick up address. This would solve the problem and lead to a completed sale. In my current academic course, I am gaining new skills that assist me in my work life. Trought (2017) states that finding solutions may require you to develop additional employability skills. It’s important to recognise the employability skills you develop while completing academic assignments and solving your daily life challenges. Using the Gibbs(1988) reflection model and the Bransford and Stein (1984) IDEAL model helps to ensure I am doing all I can to overcome any problems I may face and reflect on what I can do differently to gain the best outcome. 
Communication skills
This skill is essential in my role. My role is talking to customers on the telephone. It is important to have impeccable communication skills in my job to provide excellent customer service and to maximise sales opportunities. When communication via telephone, you must show you have good listening skills buy confirming what the customer wants, ask open questions to identify how to positively answer their enquiry with the best outcome. Everyone comes from different cultures and you must deal with each call individually as each customer is unique and has different needs. Having conversations using the correct tone of voice and considering body language while talking to a customer as this will provide better service to the customer. For example, being on the phone slumped in your seat leaning your chin on your hand will have a negative impact in the way you are communicating. If you sit up or stand up while talking and have a smile on your face this would be picked up in a positive way and would make you sound more confident and friendly. Schulz (2008) comments on communication being the immediate soft skills that comes to mind as one of the most important skills to have. 
“Communication skills include a lot of different aspects.” An overview of important factors shaping a person’s communication skills is offered in the figure he presents:
[image: ]
Schulz argues that “Communication skills are not only necessary for your professional career but are even more contributing to one’s social competence. Having good social skills can further your career as they are reflected in the workplace.” Using the correct communications skills in the relevant way to the situation can help networking and open new opportunities. 

Using research for employability skills needed for the workplace in management and leadership, I have identified areas I need to work on to achieve my goals in becoming management level. I will create a plan to guide me, using the Gap analysis. A Gap analysis is used to see where you are, where you want to be and what you must do to get there. This is done by comparing your skills you have to what skills you need which is obtained with learning new things, experience and knowledge. 
 


1.3 Gap Analysis for employability 

In order to identify any shortfalls, I need to work on to achieve my goals, I will set out a Gap analysis to prepare for my action plan. I will set myself three goals to ensure they are manageable and achievable.
	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?

	Prioritise my time effectively to improve on my time management  






	Identify areas that I need to work on to manage my time more effectively
	The ability to say no to someone when I need to use my time for ‘me’

	Create a daily diary to organise my schedule to do things in order of importance 

	Improve my communication skills by not talking as much and show more interest to what others say 






	Listen to customers needs and communicate effectively 
	I talk too much and interrupt others 

	Reflect when around others. Practice not talking at all and see how conversations go without interrupting. 

	Develop network skills
	Identify opportunities to network through various methods 

	Confidence to approach others for own benefit 
	Do role play with peers to gain confidence in approaching people in different roles



By realising what areas are needed to work on by identifying the gaps in my skills from the above ‘GAP Analysis’, I will put a plan into place by creating a personal development plan (PDP) using SMART, Doran (1981) objectives. This tool is widely used to ensure goals set are, Specific: target a specific area for improvement, Measurable: quantify, or at least suggest, an indicator of progress, Assignable: specify who will do it, Realistic: state what results can realistically be achieved given available resources and
Time-related: specify when the result can be achieved. This will ensure that I can realistically achieve my goals. This plan will be referred to on several occasions throughout my learning and updated accordingly, as I develop more skills. It will also use to ensure I am on track to achieve my desired goals.
[bookmark: _Toc32491441]

1.4 Action plan for my improvement 
	[bookmark: _Hlk2954238]Objectives
	Tasks
	Resources
	Criteria
	Timeframe

	List of my Goals
	What I need to do to achieve these goals?
	What support will I need? 
	How will I measure my success?
	When do I need to complete it by?

	Complete 4 more modules in CertHE to help me further my career 
	Attend all classes assigned to this course.
Prioritise my time to enable me to study and improve my knowledge where needed. 
Submit my assignments on time
	-The support of my tutor and peers.
-Help with childcare
-Access to the material and equipment needed to
 help me complete my course
-Dedication
	-Complete the modules and submit the assignments on time.
-Achieve the desired grades needed to continue in my learning 
	August 2020 for the completed six modules

	Complete my ILM diploma in leadership and management to help further my career
	Complete all my assignments on time to my highest standard 
	-Support and flexibility from work to have time off to attend my classes
-Support from my Husband and children to allow me time at home to study and complete my work
-Access to the online library for students to do the correct research to complete my assignments 
	Complete the CertHE course to enable me to receive my ILM certificate
	August 2020

	Continue my learning and increase my knowledge by completing my level 5 and 6 ILM diploma in leadership to open new opportunities
	Successfully complete my level 4 in CertHE and receive my ILM level 4 diploma 

Be motivated to continue for 2 more years of dedication to this study
	-support for the tutor to ensure I am on the right path to be successful
- family support for childcare and time alone
- Access to equipment and resources to complete the course 
	Completing the correct work on time with the grades needed to continue

Use constructive criticism to provide better results
	August 2022
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2.1 Evaluate Academic Skills 

Research
Allison (1996) states that “A research project which can be carried out by a student in one semester is very different from that which can be carried out by a full-time professional researcher in a year.” Research methods can vary, each research method consists of different stages. Before using information obtained by researching, it is necessary to use the CRAAP test, Blakeslee (2004) 
[image: See the source image]
Currency – Is it new or old information? Has it been updated? 
Relevance – Is it important? Is it relevant to what you need? Who is the audience? 
Authority – Who is the author and publisher?
Accuracy – Is it reliable? Is it trustworthy? Is the information correct?
Purpose – What reason does the information exist?
When performing research, each point in the CRAAP test would be checked before using the information for your work.  Once successfully checking the information you need is at this standard, it would be used for your work, cited and referenced so the audience can verify if needed.  Google scholar is widely used for academic purposes as work on there is verified and trustworthy. 

Harvard referencing
This style of referencing is used when recording information found for your work to validate information you have found to use in your writing. It is always listed at the end of any work alphabetically.  The Harvard referencing method uses in-text citations. In the Harvard system, in-text citations are added within the text, Just before or after the relevant statement or quotation. The full reference is then recorded in the reference section. In-text citations would record just the surname and the year in brackets. The full reference has a formula to follow for it to be recognised as the Harvard style.  According to Llewellyn, Thompson (2014), referencing is used by academics and students everywhere, not just in history. Referencing is a compulsory requirement in most colleges and universities. If work is submitted without the reference is marked down, failed or not assessed. Learning how to reference is essential for all students for them to incorporate it into their own writing.  


Writing in third person
This skill is gained with practice. Writing in the third person can be difficult at times as you can tend to revert to saying, we, our, me and myself and I. According to Osborn (2015) “Third person is formal. This would be used in the academic and business world.” It is a professional approach when writing a report or an assignment.  Once Third-person writing is mastered it is simple to use when creating the work which is expected at this high standard.


Macleod (2017) refers to Kolb’s (1984) learning theory, which explains that various factors, can influence the learning style of an individual. Using the examples of educational experiences, their social environment and the basic cognitive structure of the individual. Macleod stated that being aware of your own and others learning styles, can help the learning to be adapted according to the proffered method. However, everyone responds to situations differently and would need the use of all types of the learning styles in the given situation. 
[bookmark: _Toc32491445]
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2.2 Current academic skills

Gap Analysis to identify ‘gaps’ in Academic 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?

	Improve on report writing and research skills 






	Use the CRAAP test to ensure research is factual
	Confidence in doing the correct research methods and using Google Scholar.
	Practise researching information and ask the tutor to check if it is being done correctly

	Write in third person with more ease





	Apply the method of writing in third person 
	Confidence I am using the correct grammar to write in third person 
	Practice to write in third person
Watch tutorials
Feedback on my assignment from the tutor
Apply the Gibbs model and reflect on what I can change

	Master Harvard referencing 
	Apply the correct formula when referring to a book, journal or news article
	How to apply the formula to online websites
Ensure I am using the best source 
	Watch tutorials on different methods of referencing
Consider any feed back from the current assignment
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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?

	Improve on my report writing and master research skills

	Complete my assignments to the highest standards by conducting the correct research methods and apply them to my report writing
	-Guidance form my tutor
-Support between me and my peers to assist if needed
	-Use the Gibbs model to reflect on the research I have done and reports I have written. 
-Review feedback from previous assignments and apply differences to next assignment
	8th May which is the next assignment due date

	Increase my Harvard reference skills
	Complete BMSK4001 by attending the relevant classes
Use the correct equipment and online tools to enable me to gain the correct information
Practice using the Harvard referencing techniques to ensure I am more confident.
	-Determination to keep practising the method of referencing my research 
-Feedback from my tutor once I have completed my assignment 
	- Watch tutorials or read information on how to reference correctly.
-Check my work from previous assignments and reflect to see if I can adapt my techniques
	27th March submission date for BMSK4001

	Improve on Note taking
	Actively take note in Class or when doing research 
	Identify if the notes taken during class or written when doing research, are accurate and I can work from them
	-Practice doing shorter notes instead of writing the full topic
- Set clear and readable notes 
-Make sure they make sense and can be read later
	Every time I have a class or do research, this will be on going
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Since identifying the shortfall, I have for employability and academic skills, I will continue to reflect on my leering and follow my action plan and update if necessary. Doing the various research on time management, communication skill, problem solving 






[bookmark: _Toc32491449]













References
-Allison, B., (1196) Research skills for students, De Montford University, New York
-Belski, I., (2009), Teaching Thinking and Problem Solving at University: A Course on TRIZ, Wiley online library
https://onlinelibrary.wiley.com/doi/abs/10.1111/j.1467-8691.2009.00518.x
-Berne, E., (1953) Concerning the nature of communication. Psychiatric Quarterly 27, 185–198 
https://doi.org/10.1007/BF01562485

-Blakeslee, S., (2004) The CRAAP Test, LOEX Quarterly, Volume 31, California
-Bransford, J.D., Stein, B.S., (1984) The ideal problem solver: A guide for improving thinking, learning, and creativity. W.H. Freeman & Company, New York.
-Doran, G. T., (1981) There’s a S.M.A.R.T. Way to Write Management’s Goals and Objectives. Management Review, 70, 35-36.
-Gibbs reflective cycle published March 2019 
https://www.ed.ac.uk/reflection/reflectors-toolkit/reflecting-on-experience/gibbs-reflective-cycle

-Juneja, P., (2020) Role of Managerial Communication at Workplace, Management Study Guide, online

-Kolb, D.A. (1984). Experiential Learning: Experience as a Source of Learning and Development. Upper Saddle River, NJ: Prentice-Hall, Inc 
-Llewellyn, J., Thompson, S., (2014) History Referencing, Alpha History online
https://alphahistory.com/history-referencing/
-McLeod, S. A., (2017) Kolb - learning styles, Simply psychology https://www.simplypsychology.org/learning-kolb.html
Osborn, J., (2015) Academic disclosure in the writing classroom, Palgrave Macmillan, US
-Robinson, J. P., (2000) The workplace, Alabama cooperative extension system. Vol1 issue 3
-Schulz, B., (2008) The importance of soft skills: Education beyond academic knowledge. Nawa Journal of Communication, 146-154. 

http://careerweb.leeds.ac.uk/info/4/make_yourself_employable/202/employability_skills/13



Appendix

[image: ]
3

image1.jpeg
PRIFYSGOL CYMRU ———
S Y Drindod Dewi Sant
UNIVERSITY OF WALES

Trinity Saint David





image2.png
COMMUNICATION SKILLS

[

Language v || Convematon
Proficency i
M oecte ||
Local Sel-esteom
1L
Forign Etquete | [ Diaog
[ cumme | f{ oiscussion
[ swang





image3.png
CURRENCY RELEVANCE AUTHORITY AACCURACY PURPOSE





image4.png
[ Newpe x | [Y Newpe x | @ Kolost x | § evisior x | @ Workin X | (O Home x | P Search x | fh BMske x | [ We-il x

Teachin X | @ Theim x | [ Newpu x [P Emplcy x  + -

<« C { @ Notsecure | careerweb.leeds.ac.uk/info/4/make_yourself_employable/202/employability_skills/13 a %« 6

App: @ CéS-CoschingFor.. M KeepinginTouch | @ Fishponds -Google.. @ Aspect Applicstions [ Helx

FINDING JOBS AND WORK

EXPERIENCE
More in this
o What s the ability to work under pressure? f section
MAKE YOURSELF This relates o how you respond vihen put under pressure. In @ work
St context, pressure can be defined as; _
e Yo The stress or urgency of matters requiring attention, the
T burden of physical or mental distress and the constraint of | oL & REELTY
ciraumstances.
st v s s s | D
Doz are often outside of your control - these might be resource or time _
e constaints, he dificuly of the task or having nsufficient knowedge
required to complete the task, or unforeseen changes or problems. Effective
e ling an ime-maragement o it a o o unespeced _
problems for example) can reduce the likelitood of some pressurised
ra0s stuations occurring, but wil not eradicate them complefely. =
DOWNLOADS Why do employers value the ability to work under pressure?
Changes and unexpected events, problems or challenges can - and do - _
e ‘often occur, regardiess of how well-planned or organised you are. The
e abiiy torespond effectively to pressure and siress i terefore extremely )
e importantn any line of work_How you respond will vary rom person to
iperson; some people thrive on it and perform better when under pressure,
S| ekt sdmee e | —
CAN HELP YOU o you actn such stuations and what steps you can take to Improve your
efectiveness in such ituationsffnecessary. PG ORGSO
WHAT NEXT? OPTIONS
AFTER YOUR DEGREE Examples of how the ability to work under pressure can be developed _
or evidenced
CONTACTUS Dealing vih an emergency. g
Overcoring problems or issues o achieve a goal e.losing
assignment data or work.
Reotgaising rsponsiies n a group ek f one member | wonawGwommEsRE
unexpectedly drops out.

Managing well wnen work is unexpectedy busy or short staffed.




