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[bookmark: _Toc36066109][bookmark: _Hlk35995973][bookmark: _Toc36242678]Employability skills: the secret ‘sauce’ for successful employment based on management and leadership levels of employment.


[bookmark: _Toc36242679]Report Overview

The purpose of this report is to research and gather information on employability skills and those that are required in management and leadership levels of employment. An understanding of employability skills and what they are was needed to accurately build on from this, highlighting which are required in management and leadership positions, and understand why they are so highly sought for by employers today.

Having taken to reliable and authoritative online sources, as well as credited and current textbooks I was able to use the information which I found, to successfully and to the best of my ability produce this write up report on the employability skills required in management and leadership levels of employment.










[bookmark: _Toc36242680]Employability and the skills needed to become employable


[bookmark: _Toc456901517]Employability skills:

  “A group of essential abilities that involve the development of a knowledge base, expertise level and mindset that is increasingly necessary for success in the modern workplace. Employability skills are typically considered essential qualifications for many job positions and hence have become necessary for an individual's employment success at just about any level within a business environment.”
(Business directory, 2020) WebFinance Inc.
http://www.businessdictionary.com/definition/employability-skills.html 



Employability skills are interpersonal skillsets that are acquired over time through perceptions, emotions, understanding and social interactions, they help  manoeuvre an individual through life experience whether they are aware of this or not (megainterview.com , 2019) and can also be known as “foundational skills” (Doyle, A, 2019). 
(Important employability skills for workplace success), but often referred to as ‘self-management skills’ or ‘people skills’, these skills determine how well an individual can apply themselves, on both professional and personal levels.
Employability skills link to interpersonal skills, these skills mainly focus on emotional intelligence and mental stability. They are an individual’s characteristics that develop throughout life, from childhood through to an adult. Employability skills don’t generally get taught through academic studies but are built up over time, in everyone through application of life. 
These inner skills are the first foundations of support that can determine the coping capabilities of an individual (2011–2020, SkillsYouNeed) , and are now proving just as necessary as academic skills making these, the secret ‘sauce’ to not only getting a job in management, but also, keeping a job and remaining successful in employment. (Cazalla Intercultural, 2017). [video link]. https://www.youtube.com/watch?v=1pE_MOpnTis.
Employability skills are versatile, these skills are behavioural competencies of an individual and are what makes potential employees, employable. 
The reason for the importance of these is that they are transferable, meaning they can be integrated within all employment sectors and can be developed many ways, in different situations and within different job roles, as an individual progresses through employment.(Morgan, P, 2017, pg. 24) [book].



[bookmark: _Toc36242681]Employability skills required in management and leadership

Managers within the same company operate on different levels. It is important to be able to tell apart these, as each manager is assigned designated duties, tasks and targets within each level. (Akrani, G, 2011). 

Leaders
  Figure 1image to show employment levels in business
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 Managers and leaders hold similar roles yet are significantly different. (Arruda, w, 2016). 

Leader -
  “A person or thing that holds a dominant or superior position within its field and is able to exercise a high degree of control or influence over others”.
(Business dictionary, 2020)
( http://www.businessdictionary.com/definition/leader.html )[website]


“ Leadership is the capacity to translate vision into reality.”
 - Warren Bennis
“100 best quotes on leadership”, (Kruse, K, 2012).


“Management is not leadership and leadership must always come first”
                                                                     Stephen Covey (Covey, S, 2011).


The best leaders are those that create a vision and can guide people to make that vision a reality. Establishing what matters and why in order to set direction toward a goal.
Anyone can transit into leadership if they can bring inspiration to others, create a driving desire to achieve with a team as well as those they collaborate with.
Successful leaders tend to hold strong integrity and emotional intelligence, these skills are the fundamentals that produce and nurture a team of people into a balanced, professional workforce. (psychologytoday,2020).

A descriptive list of the employability skills required for management and leadership levels of employment are as follows.
All information and has been adapted from an online article by Alison Doyle (Doyle, A, 2019), Titled “Important employability skills for workplace success”, as well as other sources which can be found referenced at the end of this report.
COMMUNICATION
Communication is vital for keeping any business in running order. (see also negotiation and mediation on pg.12).
It is especially important to be able to communicate clearly to and from employers, as well as to and from employees. Strong communicative skills also include being a good listener. Part of the role of a manager or leader is to liaise with array of personalities within the workplace and on many levels. Communication and the ability to communicate well is vital. Employees need to feel they can approach and speak with ease regarding any issues to employers. Communicative links always need to remain open and be concise and be accessible. Understanding instructions and other information in the means in which It is meant to be received is successful communication. There are three types of communication, these are


Written communication
To send clear and concise messages or instructions, delegate positions and business movements can all be done through written form of communication, it is highly important individuals can use punctuation and grammar correctly in order for messages to be received as they should. Forms of written communication are through emails, text messages, letters, bullet pointed notes of instructions.


Verbal / Oral communication
Specifying deadlines clearly, and coherently and in a polite manner that is understandable to others. Giving instructions in such a way that doesn’t appear as rude or in an arrogant manner. Delegating positions, addressing individuals, face to face.

Non-verbal communication
Nonverbal communication is highly important and mainly focused on body language and appearances, first impressions and perceptions. All information which an individual can pick up on before any words are spoken. These initial impressions hold lasting effects that an individual will take with them. Being an attentive listener and keeping eye contact are key traits to good nonverbal communication.
Communication skills recognise as having good 
· reading / writing skills
· punctuation and grammar
· articulate
· approachable
· attentive
· good listener


INTEGRITY/ ETHICS
Having integrity means to hold strong morals. Doing the right thing based off an overall perception. Individuals with integrity skills are highly reliable and above all else always following through with what was said.
Individuals who hold this trait are highly sought for because they are empathic, compassionate, and understanding and can relate to many people on many levels benefiting communicative skills  they act in discernment which means they have the ability to judge well, (Collins Thesaurus, 2nd edition pg188)[book]. These individuals treat everyone equally no matter race, religion or background. Those who hold integrity can be counted on fully, it is those types of individuals that make it to the leadership and management role in employment. 
Holding Integrity recognises as being
· Trustworthy
· Reliable
· A sound confident
· High morals
· Sees the job through to the end and with results
· Relates and hold compassion for others
MOTIVATION
Fresh ideas and incentives are some of the factors to create a motivated team of workers, taking own initiative in designated roles to be motivated, introduce new ideas, direct / guide others responsibly, introducing new concepts, goals and objectives, to have confidence to act off own accord and not wait on instructions. 
In order to lead others, motivation is key, with the ability to create positive team morale. You create a stronger structure with a stronger workforce.
Motivational skills recognise as
· Lead / direct others
· Driven
· enthusiastic
· inspirational to others
· willing to learn
· thirst for knowledge
· eager to understand what is not already understood

ANALYTICAL / CRITICAL THINKING
The critical thinker is highly valued when having to oversee any work-based problems and with the ability to approach them with the capacity to also analyse them methodically, from all angles in order to determine the best outcome. To be able to see the bigger picture unaffected and act accordingly with perceptual reasoning is a skill that cannot be taught but gained through life experience. To have the ability to make the right decision not based off personal emotion or attachment but what is right for the business and its workers as a whole. They are good reflectors as they need to reflect over past experience as well as take on board current experiences, weighing up situations and solutions. Pros and cons in order to make the right judgement and/or decision.
Problem-solving skills are employability skills and identifies with
· problem solver
· solution finder
· Uses methods to analyse situations
· Assesses all possibilities before coming to a decision
· weighing up all pros and cons.


ADAPTABLE / FLEXIBILITY
Change is inevitable, everything is a process of change, so being adaptable and hold flexibility, to cope in different surroundings or new roles and still do the job as expected is highly beneficial to the employer and the employee. Learning to adjust to new ways without cause of concern of coping capabilities. Making you versatile and a strong candidate for future positions and job roles.
Adaptability is an employability skill and identifies with 
· Dexterity in application to work and workplace
· Versatile 
· Adaptive learner
· Can work in various ways with more than one role at a time
· Confidence with learning on the job


TEAMWORK/ COLLABORATION
It is vital for an individual to work well with others as well as on their own. If more than one projects take place, individuals may need to assist at different positions and collaborate with one another to bring different ideas and concepts together – some jobs include more than one person, employers like to hire people that can assist in various roles without the worry of confrontation or disagreements between other employees within the workplace.
Teamworking skills are employability skills and identifies as 
· Professionalism
· Socially confident / people person
· Listening skills
· Dexterity to adapt to different departments with different people and groups


COMPUTER LITERACY / NUMERACY
Even though computer literacy is recognised as an academic skill, every employment now requires that you have computer knowledge of some kind. Every workplace has technology-based systems in place and most roles will require the use of a computer. basic knowledge of the functioning of electrical systems and knowledge of Microsoft office is preferred by employers when looking to recruit employees. But this also can be taught.
Being computer literate is an employability skill and identifies as the following 
· General office duties/skills
· Administration skills 
· Keyboard skills
· Knowledge with the use of Microsoft office / outlook / excel
· Computer literate


PLANNING AND ORGANISATION
Actively and methodically plan work to ensure deadlines are met, organising dates for meetings. Keeping logs and monitoring progress is vital for the maintaining and running of a business.


PROFESSIONALISM/ RESPONSIBILITY
Managers and leaders to hold professional demeanour. To act in a professional manner, to hold responsibility and to be accountable. Having confidence to work solo or collaborating with another, to also know when to invite new ideas and concepts in and ask for help. Using initiative as well as taking responsibility so that the job gets done and that the desired outcome is always attained.
Professionalism/responsibility is an employability skill and requires being
· self sufficient
· initiative
· Confident in self
· presentable
· Confident in decision making
· Owning your role and
·  Progressing further in employment 


NEGOTIATION AND MEDIATION
Negotiation and mediation skills are essential within the business industry. It is necessary to possess diplomatic skills (Philpott, S, 2019) and can manoeuvre through conflicts, challenging conversations and difficult situations. To negotiate means to be able to reach an agreement that benefits both parties, mediation is to find a middle or a balance where both parties are happy. Negotiation requires an individual to act and behave in a way that an understanding, belief, respect and trust can be developed when in collaboration with another businesses. (see also teamwork and collaboration pg.10).
The way individuals approach a situation when negotiation and mediation is involved has great impact on the outcome. Attitude, tone of voice, method choices, and the compassion and understanding portrayed to others’ feelings and needs. (see also communication on pg.7) (The Irish computer society,2020).

(Doyle, A, 2019),
 “Important employability skills for workplace success”
[bookmark: _Toc36242682]Backup skills
As well as the usual skills of employability, there are extra skills that could prove beneficial for management and leadership development. With social stigma in greater effect now that 2020 is here, it’s hard to find uniqueness, authenticity and originality. (Beckford, A, 2018).  
The table below highlights the ‘added extras’ along with explanations as to why they can be accounted for, within employability and the required skillsets.

	BACK UP SKILLS/EXTRAS

	BENEFICIAL BECAUSE…

	


Creativity

	Creative people are eccentric. They can see concepts and ideas in different ways because they are methodical and reflective thinkers. These Individuals tend to have an open mind and see from all perspectives.  Works in a spontaneous manner making them able to see solutions within problem areas. ‘outside the box’ perception.

	
Learning to learn

	With work related requirements constantly changing and adapting so must skills. Learning how to learn after doing a certain role for so long can either boost your confidence or lessen it. Yet it is the key to becoming adaptable within the workplace and a flexible worker.

	
Spotting patterns and trends

	Researching and recognising patterns, using offline and online material helps to analyse information with accuracy, establishing patterns and concepts to generate new ideas and business prospects.

	
Cultural awareness

	Being a globalized economy of marketers, learning how to get along with others who are of different race and/or religion is a mandatory requirement. Raising awareness into different cultures is vital so that equal opportunity is met. There is a lot of fearmongering in the media and on social networking sites that pushes opinions and judgement onto other cultures which cause a dividend between people, cities and countries, creating animosity. hard to break when countries disagreeing with one another are at war. 





“It is important to keep learning. Others cannot duplicate or reproduce your original work. If you want to be original, you have to become an inventor and build the foundation to the structure of your invention from scratch."
- Marty Neumeier (Neumeier, M, 2014)



[bookmark: _Toc498692292][bookmark: _Toc36242683]Self-evaluation on leadership employability skills 

To identify my own current employability skills, on a management and leadership basis I conducted a swot analysis, (Humphreys,A,S (1960 – 1970). A swot analysis is an acronym that stands for strengths, weaknesses, opportunities and threats. By methodically analysing these four factors in a strategic table, I was able to highlight positive factors and problem areas.

Strengths and weaknesses - The internal factors -   meaning personal perception 
Opportunities and threats - The external factors - meaning outside influences that may prevent or progress us in any situation. To help establish each factor personally. 

[bookmark: _Toc36242684]Personal swot analysis
	STRENGTHS
	WEAKNESSES

	What am I good at?  What makes me unique?
What do I already know?
	What do I find difficult? Things I don’t know
Things I tend to avoid because of lack of self-belief in the end achievement


	
Analytical thinker – conceptual skills

written communication skills

good mediation skills 

dexterous creative skills – different forms of art

dexterous personality – I can adapt my personalities into different environments and situations 

	

Public speaking/ verbal communication

organization & planning

lack of confidence with people I don’t know/ giving presentations






	OPPORTUNITIES
	THREATS

	what are the possibilities, what are the positive influences, the end result?

	what am I lacking? What negative influences are around me? What barriers am I creating for myself?

	
Wider options in employment or work environment due to dexterity in self and adapting

Creativity is beneficial bringing fresh new ideas into play

Stepping out of comfort zone promotes soul growth

Implementing learn with numeracy will strengthen me academically
	

May take longer to gain employment due to lack of employment experience.

Childcare may pose a threat

Lack of confidence creates external barriers as well as internal barriers

Individuals with more experience have the advantages in gaining positions








[bookmark: _Toc2883533][bookmark: _Toc36242685]Analysis of Current Employability skills 

I have identified from the swot analysis the current employability skills I hold are 

Analytical and critical thinking 
I am good at seeing all sides of a situation, assessing and analysing all possibilities  to establish  an understanding to then act upon, I reflect this way on a regular basis with either my surroundings and situations, people, their intention and their motives  to make the right decision,  not influenced by own emotion or be affected by opinions of others and then act accordingly.

Creativity 
I have dexterity in creative art and can articulate ideas and concepts, I have learnt this through adapting skills that are self-taught to create a product and brand.

Good mediator 
I am a good mediator and have often resolved conflicts with others or myself.  by adapting and approaching in a way that does not appear threatening or invasive, to listen to each party and to be able to negotiate a balance that suits all persons involved.

Written communication skills 
Written communication comes easiest out of all the types of communication. I can use grammar and terminology well, constructing sentences together to create interesting write ups. I know this from feedback I received from previous module assessments.



[bookmark: _Toc36242686]gap analysis to identify ‘gaps’ in employability 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?

	Communicate verbally on a professional level





	Starting to speak up and voice opinion in group discussions
	Confidence within myself
experience
	Look over slides, be sure to understand and learn what is required 

	Plan and prep like a pro
	Attend class regularly on the dates specified and on time
	Nothing, I procrastinate to much about this
	Note all dates and class sessions, as well as personal appointments to manage time keeping, designate days for certain tasks and deadlines etc

	
Gain confidence in public speaking

	Voice opinion and speak up in class
	confidence
	plan and practice for future presentations





[bookmark: _Toc36242687]Action Plan for Improvement in employability knowledge/skills


	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?

	Effectively communicate
	Motivation 
	 Review over thought and feeling
	Continues progression throughout the course
	This course, I will learn along the way

	Time management, effective note taking
	Plan,
note important dates
stay organised
	Over time
	 Ongoing, planning brings structure to busy lifestyles
	Moodle, revise time management and research effective note taking

	Deliver professional presentations with ease
	 Knowledge on subject regarding. It helps to know what you are talking about
	I will review past presentations
	Annually after each course level
	University resources 




Verbal communication - I find presentations a daunting experience. And find voicing opinions in group discussions difficult due to shyness, I go to input my opinion then struggle to continue to get what I am trying to say out clearly and understandably
Lack of confidence in giving presentations - If you were to label me, you could say I am an introvert, I find social gatherings overwhelming and it can take a while for me to open up with new people, if at all.
I find it difficult to openly speak to strangers or people I do not know, although I am understanding, empathetic and compassionate of others feelings and emotions, 	and can adapt my own self to reach other on a level in order to implement motivation in them, having said that I tend to stay emotionally detached personally.
Poor organisational skills - tend to create panic, procrastination always plays a part here. Addressing these areas will create a balanced and calmer atmosphere especially when faced with deadlines and submission dates. 


[bookmark: _Toc498692297][bookmark: _Toc36242688]Part 2: Academic Skills 
[bookmark: _Hlk498694375]
In order to identify academic skills, I needed to lookback on previous employment experience as well as approach with the use of reflection (Gibbs, G ,1988).[image: See the source image]
Image source : https://www.slideshare.net/lohynova/gibbsreflective-cycle-77394157 
By approaching this way and analysing information, an accuracy could be attained in the evaluation of current academic skills rather than just based off thought or opinion.

I hold the following academic skills and have gained OCR certificates level 1 and 2 in NEW CLAIT and Administration as well as AQA Entry Level 3 Certificate Adult numeracy
These skills include knowledge on
· 
· Application of number
· Text production 
· Word processing 
· preparing routine business documents
· preparing for work in business organizations
· Following routine office procedures


[bookmark: _Toc36242689]Gap Analysis to identify ‘gaps’ in academic 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?

	
To be better tasks involving numeracy


	Basic mathematics is not a problem
	Knowledge of numeracy
	Now that children are home, I can practice my own maths whilst they do their homework this will help both myself and my child.


	Communicate verbally on a professional level
	Bring opinions forward in class discussions
	Confidence and knowledge
	Continue to push myself in order to progress

	Pass level 1 in skills for the workplace
	Completing assignments to a satisfactory standard in order to pass
	Continuous progression
	Continue to attend classes, using feedback from past assignments as guidance


[bookmark: _Toc36242690]Action Plan for Improvement in academic knowledge/skills

	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?

	
Gain 1st year ILM certificate in skills for the workplace





	
Attend classes, be sure to understand work
	Look over passed module assignments
Create a learning log to refer back to feedback sheets.
Reflect over assignment result to see patterns and progress
	Each year at the end of each course
	Module slides
Gavin
Determination

	Be accustomed to use numeracy methods with ease

	Internet 
motivation
	
Over time I will reflect and make judgement based on how I am feeling when having to deal with numbers
	
Within the 3 years of study
	Websites with maths worksheets to practice consistently to gain stronger ability and confidence with numbers

	Be able to execute verbal communication effectively and professionally
	Communicate verbally just not with such clarity due to lack of confidence
	Over time from feedback and reflecting over experience
	Continuous progression 
	Dedication, self-belief tips and feedback from tutor and peers


[bookmark: _Toc36242691]Conclusion

Employability skills are skills that cannot be taught academically.  Every experience shapes and moulds each of us, how we reflect over each unique experience, our feelings at that time and the understanding we take from that will then determine the next.
Over half of employers, and even employee potentials recognize the need for employability skills. Business and management students are aware of the benefits of such qualifications and how they can be used as an advantage in order to gain employment after graduation. Emotional intelligence and overall awareness of self, social and surroundings is the creates a stable individual and can be a stable potential for management or leadership levels of employment. Not all individuals have had it easy and not all are emotionally and mentally capable working under pressure and in charge of a team. Integrating these skills into academic education can strengthen success and each individual whole.

“A balanced individual lives a balanced lifestyle; A balanced leader leads a balanced team”.           (Ventrice, D, 2020)
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