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[bookmark: _Toc456901515][bookmark: _Toc37446837]Introduction 

This report will seek to examine the employability skills required for retail and management and the academic skills required to enable me to secure a senior role in leadership and management as I wish to progress to an Area Manager role. This report is broken down into two parts. The first part of the report will examine the skills required for employment and the second part will discuss academic skills and my own current academic skills whilst introducing a reflective example using Gibbs as the most widely used practice.
[bookmark: _Toc37446838]Part 1 Employability Skills
[bookmark: _Toc36472393][bookmark: _Toc37446839][bookmark: _Toc456901517] “Employability can be defined as, “A set of skills, personal attributes and understanding that makes an employee more likely to be successful in the work -place”. (Yorke and knight) The key work characteristics can be described as; Communication, Attitude to work, initiative and dependability in order to be considered” work ready” or “readiness” for work. It Is about reaching potential and that depends on knowledge, skills and personal attributes and the way in which an employee uses these and presents them to an employer. 
Leadership can be described as the “Person in charge or leading a team” and “management is when a person is responsible for running the business or store in retail.” They over-see the team of staff and work more strategically delegating responsibilities and tasks to staff. 
 Interestingly, “Dunning Kruger (1999) demonstrates with the use of the psychological test the cognitive bias of people who assess and believe their ability to be better than it really is (Kruger, 1999). In other words, they believe they are more capable than their abilities truly are, generally borne out of an inability of being unable to objectively evaluate either their own competence or incompetence.  The danger here relates to those consequences referred above which highlights the inherent dangers when employing the right person for the role, therefore adequate recruitment measures must and should be employed. (Webb, 2020)” This is found in leadership and management and often referred to “as they only got the job because of XYZ and not on their performance or competence.
 
1.1 Networking
Networking is important to grow your contact base and to be seen mixing in the right circles. It can also be helpful for instance to follow certain groups or companies to stay up to date on current trends. I’m a subscriber to numerous companies on LinkedIn.
Networking is useful and enables me to keep an eye on current trends being reported by different retail stores and it can be a means of communication or discussing with other stores and managers the issues that they are dealing with. I use Linked In the biggest networking site and my Linked In can be found in Appendix 1.
[bookmark: _Toc498692289]
[bookmark: _Toc37446840]1.2 ‘Leadership Employability Skills’ 

“Leadership is getting other people to follow you towards a common goal, bringing out the best in the people around you, and helping people find a greater meaning in the everyday tasks they are asked to perform. A person who possesses the ability to lead is a great asset to any organization, group, or department.
Research has revealed that effective leaders possess a specific personality profile. People who emerge as natural leaders set clear guidelines for behaviour, reward good performance, provide feedback, and take a management role in assigning tasks to others. They also possess, among other things, high emotional stability, good motivational and mentoring skills, a strong vision for success, and can share this vision in a way that inspires others. Unfortunately, those whose personalities differ greatly from this ideal will likely feel unnatural leading others and may end up struggling should they find themselves in such a position. 
Among the list of most influential leaders of the 20th century are Winston Churchill, Nelson Mandela, Franklin Roosevelt, and John F. Kennedy.” To be an effective leader takes hard work. Those who have the desire and the determination to sharpen their wits, hone their skills, and accentuate their virtues can pull away and deftly lead others to success.” (Time)
There are four main leadership styles: 
1.Autocratic or Benito Mussolini type leadership, 
2.Democratic leaders like Nelson Mandela 
3.Lazziez Faire leaders such as Jimmy Carter 
4. “coach”/ Visionary type leaders such as Pep Guardiola

I completed an alanine assessment My results from my online leadership assessment can be found in Appendix 2. I am considered a strong leader and the following results were my scores.
· Providing a compelling vision for the future score 10-10
· Motivating people to deliver a vision 10/10
· Being a good role model 10/10
· Managing performance effectively 9/10
· Providing support and stimulation 20/20
As a leader my feedback, is that I tend to listen to what people have to say and that I am very supportive of my colleagues. I also like to pitch in and work alongside the team offering an extra pair of hands in the store or unloading stock in the warehouse.

1.3 Time Management 
The time management grid (Covey, 1989) is a grid for prioritising tasks according to urgent and non-urgent tasks and important and non-important tasks. Covey recommends staying focussed on the red and green box to be effective in prioritising tasks or accomplishing more in a shorter period. 
Time management can be defined “as the process of planning and exercising control of the amount of time spent on specific activities to work smarter not harder”.  (Covey, 1989)

	Urgent
	IMPORTANT

	 Non- Urgent
	Non important



I would use something like this on a Sunday to plan the week ahead. I would plan 80% of the week and leave a contingency for Head office promotions or price changes throughout the working week. This contingency allows for staff sickness and staff holidays too. It allows me some space for management duties.

1.4 Communication Skills
Communication involves listening, sending and receiving and interpreting information.  
I consider myself a good leader and a good communicator as I take time to talk to my colleagues and staff and ask for their input or feedback. I often discuss store plans or rota changes with staff openly to encourage open, honest and interactive communication. I like everyone to be involved and to feel valued.

1.5 Interpersonal skills
The definition of interpersonal skills is “the ability to communicate or interact well with other people”. Interpersonal skills are Communication, active listening, team work, responsibility, dependability, leadership, motivation, flexibility, patience and empathy (indeed, 2020)

[bookmark: _Toc2883533][bookmark: _Toc36480995][bookmark: _Toc37446841]
1.6 Current Employability skills

I have completed a SWOT analysis which can be found in Appendix 3 and I have made progress in addressing some of my weaknesses particularly around studying and working.  I have also addressed another area that I consider myself to be weak in which is computer literacy, I am continuing to practice with my laptop at home. I do not have a problem with the phone or the tablet, my problem relates to word processing.  I did not complete any formal qualifications and I find it difficult to type quickly on the laptop. I am proficient in the using my mobile phone and different retail packages at work but I do not feel competent using different packages on my laptop yet and I feel I am already learning new skills by completing different tasks in my assignments.
I tend to put a lot of pressure on myself, I strive for high standards and I become impatient or intolerant if things are not done properly.  I also fear failure and I had reservations at first retuning to study as I felt I had been out of education too long to consider returning. I like to be thorough in my work and I believe this can be deemed as a weakness, but I also strongly believe that in the workplace that these values serve me well. I treat my store, as my own and I take pride in my job. I do strive for perfection and high standards as I want my store and staff to be successful and happy.
 
I feel my personal skills and strengths are:
•  I am skilled at planning for the long-term success of a company
•  I can communicate the vision for the company’s success
• I feel I possess the skills and traits needed to be an effective motivator to those I lead demonstrating a good leadership style

1.7 Action Plan
I want to secure a permanent contract as an Area Store Manager and in order to do this I would like to stay and be promoted based on my ability. Skills, knowledge and experience. I have also expressed a desire to work with the current Area Manager towards this by training and self-development. This would further enhance my ability to achieve more key performance indicators such as introducing performance related goals or introducing a training needs analysis and organising training for the staff to complete throughout the year. Retail is very goal orientated and it can be difficult to release staff for training due to the busier periods including seasonal times such as Easter.  My action plan in Appendix 6 demonstrates the actions that I will take and work on in order to close the gap on my weaknesses identified in my SWOT analysis in Appendix 3 and the gaps that I have identified in Appendix 4.
By completing my Certificate in Higher Education and ILM I will achieve a recognised and up to date qualification and I have the option to progress to a degree in leadership and management. I have experience in Retail and Store management, and I am proficient in my role. I would like to progress to a more senior role, in Area Store Management.
 During this part of the assignment I have discussed employability skills and their importance in employment and how they link to leadership and management. My online assessment (Appendix 2) reflects my leadership style and I have introduced S. Covey Time Management Grid for prioritising urgent and important tasks.
 I have introduced my SWOT analysis in Appendix 3 and completed my employability skills gap in Appendix 4 and discussed my action plan to address these in Appendix 5.


[bookmark: _Toc498692297][bookmark: _Toc37446842]Part 2: Academic Skills 
[bookmark: _Toc35881619][bookmark: _Toc37446843]2.0 Reflection on Academic Skills required for University Level Study 

“Gibbs (1988) succinctly describes the journey of reflection in steps. From describing what happened, to what you were thinking and feeling, to describing what was good and bad about the experience, then analysing and making sense of what happened, whilst considering what  else you could have done differently or in addition to and lastly if it were to happen again what would you do differently or how might you approach it next time” (Gibbs, 1988) 
The reflective cycle as described by Gibbs and the recommended six steps taken throughout the process are described as follows.

Feelings/ What were you thinking and feeling
At the start of the course I was feeling trepidation since I had not studied since 1986.  I was wondering if I was academically gifted enough to be able to study at a higher level, and whether I was too old to learn new skills.
I have a terrible fear of failing and I didn’t want to put myself in to a situation where I had the chance of failing. 
Evaluation/ What was good and bad about the experience?
 I was excited to be joining a class, meeting new people and to see how education has since the 1980’s and working towards a BA degree. I felt excited, nervous and dread at the same time.
There was nothing bad except the initial  fear of failure and returning to education  using modern and technology i.e earning through Moodle and researching online in the library and learning new skills such as submitting an assignment to Turnitin and not to the lecturer by hand. 
Analysis /What sense can you make of the situation
I feel like an old motor car that has not been serviced or had an MOT for 30 years and is expected to pass an MOT in today’s modern garage is the best way I can describe these feelings. I have learnt to take it in my stride and focus one assignment at a time rathe than think I have all of this to do by October.
Conclusion /What else could you have done?
I could have started further education at a younger age than my current fifty years of age and completed an access course before enrolling on a certificate of higher education or stayed in education throughout my career?

[bookmark: _Toc35881620][bookmark: _Toc37446844]2.1 Evaluate own Academic Skills 

Appendix 10 is my academic action plan which covers the next 18-24 months which will be the end of my degree and enough time to work towards a senior promotion such as Area Manager.
When I started my studies in October 2019, I already used the internet and I had some basic computing skills. Since then I have learnt how to access the Moodle the interactive or online blackboard, I have learnt how to research academic references on line using the library and google scholar, I have learnt how to create tables and present information  in different formats. I have learnt several new skills.
[bookmark: _Toc37446845]I plan to use my action plan in appendix 10 to work towards improving.
[bookmark: _Toc35881621]
[bookmark: _Toc37446846]2.1.1 Current Academic Skills  
  
My gap analysis in appendix 8 describes my main goals that I want to develop and work towards in order to complete my BA in Leadership and management. I also want to be more openminded and considerate of others.
I am using my time management in order to complete my assignment son time and in the correct format in order to obtain a high standard and a good mark. I am using different software packages such as work and excel, I am using skills such as communication, team working, lone working and developing skills such as referencing and word processing.
Appendix 6 relates to my CV and I feel that I am experienced in the use of basic computing and I can use word processing, and I am continuing to practice in order to improve. I use the internet more now to research topics and I am trying to ensure they are CRAAP tested. Recently we have been having our lectures online via Microsoft team therefore I have learnt another new skill as I would of previously used my phone and face time.

[bookmark: _Toc35881623][bookmark: _Toc36481006][bookmark: _Toc37446847]2.1.2 Action Plan for Improvement

 My personal development plan for my academic studies can be found in appendix 9. 
Appendix 10 refer to my personal development plan and my academic action plan which demonstrates that I have a further 3 modules to complete before completing my level 4. This action plan also describes that I want to improve my referencing and I have downloaded the referencing guide to my desk- top to refer too when I am completing my studies. I have also re- read my class lecture notes. 
[bookmark: _Toc37446848][bookmark: _Toc35881624][bookmark: _Toc36477653][bookmark: _Toc36481007][bookmark: _GoBack]2.2 Conclusion

[bookmark: _Toc36140074][bookmark: _Toc36176902][bookmark: _Toc36189860]During the first part of the report I discussed employability skills and the skills employers would consider key skills in the workforce. I introduced my employability gap analysis which can be found in Appendix 4. I then discussed my SWOT analysis which is in Appendix 3 and from this I developed an employability action plan to work towards for a promotion to Area Management in Retail. I also introduced the Covey Time Management Grid to prioritise tasks effectively and demonstrated how I would make use of this type of process in my work- place.
I completed my online leadership assessment which can be found in appendix 2 I used MindTools and I found it  was very accurate as it reflects my skills and experience .My SWOT which can be referred too in appendix 3 describes my strengths and weaknesses and also opportunities and threats. I am actively working on my weaknesses which I believe is my fear around word processing and the use of use of different software I am yet to feel confident using and the quadrant that refers to threats.
Appendix 4 is my employability gap analysis which describes the gaps I have scored as an employee, a leader and manager. According to my online assessment, Mind Tools I score very highly as a leader an action plan for my employability skills to work on over the next 18-24 months whilst completing my University studies. This will help to keep me focussed and on track.
The second part of my report refers to the reflective cycle as discussed in class, (Gibbs, 1988) and I used this as an example as it is the most popular practice, as it is simple and straight forward. I used an example to describe the different steps and progressed to evaluate my academic skills and introduced my CV in appendix 6 and a job that I would consider applying for now whist I am studying and working towards a promotion in appendix 7. Appendix 8 describes my gap analysis in academic skills and appendix 9 is my action plan on how I plan to address these followed by my short- and medium-term action plan before completing my degree in the next 3 years. 
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Time Management Grid Stephen R. Covey 
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Appendix 3 -SWOT Analysis


	
SWOT 



	
STRENGTHS
Passion
Experience
Take ownership
Responsible
Thorough
Perfectionist
Proud/Passionate
Generous


	
WEAKNESSES

Technology
Fear failure
Perfectionist always/ impossible high standards
Arrogant

	
OPPORTUNITIES

Can adapt/ flexible
Attention to detail
Thorough
Experience
Well-travelled
Will stand up and fight for what I believe in
	
THREATS
Experience wisdom/ intolerant of fools
Will not give in or roll over
Intolerant
impatient
not a follower/leader
Bored easily





Appendix 4-Gap analysis – Employability 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?

	Recognised qualification in leadership and management. 






	Store and leadership management training.
Manage a store day to day.
	 Updated and recent accreditation in Leadership Management. 
	Complete level 4 Certificate Higher Education and ILM

	Progress to Area Manager role
	As above
	Area manger opportunities/locally
	Appraisal and ask for more training and professional development







Appendix 5/ Action Plan Employability 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?

	Improve personal performance
Increase sales 15% in store
	Stay focussed on goals of self and team and 
Monitor promotions weekly
	Store performance increased
Foot fall increase
ATV – Basket and transaction spend increase
Personal appraisal
	6-12 months
	Senior manager
Self
Team

	Improve
Staff competence and skills set – develop a generic training plan and deliver at pace
	Consultation and engage with staff - training needs analysis



	Staff can be utilised generically
	3-6 months
	Store management and team leaders

	
Area manager promotion
	Complete studies and ILM and work with current area store manager to achieve this
	Secure position and sign contract
	6-24 months
	Self
Area store manager



 

Appendix 6/ Cv





Appendix 7/Job

Carmarthen SA31
Full-time, Permanent
Location\: Carmarthen
Up to £27,000 33 days’ holiday 30% OTE bonus pension relocation allowance
WE ARE…
We’re Screwfix and we’re proud of it. By putting our customers first, we’re providing quality products, at competitive prices and a convenient shopping experience. It’s a winning formula. With over 640 stores and counting, we’re not slowing down. As a Branch Manager, you’ll be running the show. Bring your retail management experience and we’ll give you the tools you need to help make your store a hit – with our customers, and with us. It’ll be fast. It’ll be challenging. But it’ll also be rewarding.
LET’S HAMMER OUT THE DETAIL
Right from the start, we’ll expect you to lead from the front. You’ll get to know your team. You’ll get to know your customers. And when you combine that knowledge, you’ll be in an excellent position to drive sales. Budgets, P&L statements, managing stock and improving profits are all part and parcel of the role. As is people management, as you’ll motivate your team to deliver customer experiences that deliver results. We know you’re going to do more than make a go of it here. You’re going to smash it.
YOU ARE…
· Super passionate about retail, you may not know all there is to know about trade and DIY, but with our training you will
· An experienced manager with enthusiasm, drive and determination
· Always putting the customer first, you know that’s how to build a thriving business
· A real people person, you’ll lead by example and love to bring out the best in your team
· Friendly, flexible, reliable, honest and like to work hard!
WHAT’S IN IT FOR YOU?
A competitive salary, 33 days’ holiday, an award-winning company pension scheme, life cover, 20% discount with Screwfix and B&Q, discounted healthcare and company share save schemes are all on offer. We’ll also help you be the best you can be, with excellent training. Apply – Upload your CV and complete your application.



Appendix 8 Gap analysis – Academic

	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 in the work- place
	Complete modules successfully and submit assignments
	 Score- achieved for my assignments and what I have learnt
	As per timetable on Moodle
	Julia
Moodle
Teams

	Progress to level 5- BA Leadership and Management
	Complete level 4 successfully
	Complete step up module to progress to next level
	10/2020
	Julia and self- discipline

	Progress and complete level 6 ad achieve a BA Hons
	Complete level 5 successfully
	Complete level 5 
	End of 2021
	Tutor level 5
Self

	Develop a more open mind to other views 
	Difference in thinking
	Change some of the ways in which I think and work
	ongoing
	Self






Appendix 9 PDP -Academic

	Short Term Goals (next 12 months)

	
I want to complete my skills in the workplace course level 4-6 and I want to complete a computer course to help me improve my computer literacy in order to help me with my assignments.

	Medium Term Goals (2-3 years)

	
I want a more senior position such as an Area Manager or a career change 

	Long Term Goals (3-5 years)

	
I want to be in a role I enjoy and a have a better work/ life balance
I would like to complete my three-year studies and graduate with a degree





Appendix 10 Action Plan – Academic

	What do I want to learn?
	What do I have to do?
	What support and resources will I need?
	How will I measure success?
	Target Date for Review

	Complete Skills in the Workplace level 4


	Complete modules as per timetable 
	Julia
Microsoft Teams
Moodle

	Feedback from assignments and Tutor.  
My mark %
	10/2020

	Improve Referencing
	Study my reference guide
	Self – apply guiding principals
Tutor
	Turnitin - %
	Each assignment

	Improve CRAAP tested research
	Read around the subject using Google scholar
	To be shown- ask my partner and apply it each time
	Turnitin- %
Feedback Julia
	Each Assignment
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I HAVE GAINED GREAT EXPOSURE I DIFFERENT FAST PACED RETAIL ENVIRONMENTS AT ALL MANAGERIAL LEVELS. I HAVE A GREAT PASSION FOR CUSTOMER SERVICE, AND ALWAYS STRIVE TO MAKE SURE MY STORE IS THE BEST, FOR THIS I, M ALSO VERY PASSIONATE ABOUT MY STAFF TRAINING AND DEVELOPMENT WITHIN ALL MY STORES.

SKILLS ACQUIRED: -

STORE PROMOTIONS – 15 YEARS, STORE PLANOGRAMS – 15 YEARS STOCK ROTATION – 15 YEARS

STAFF ROTAS – 15 YEARS, STAFF APPRAISELS – 15 YEARS, DISCIPLINARY PROCEDURES – 15 YEARS

DELIVERY ACCEPTANCE – 15 YEARS, CASH HANDLING/BANKING – 20 YEARS, 

STAFF TRAINING, INCLUDING STOCK CONTROL, ROTATION, PROMOTIONS, H&S DIRECTIVES, FIRE TRAINING AND CONTROLS, MERCHANDISING – 15 YEARS. STAFF RECRUITMENT – 15 YEARS, 

CASH ORDERING AND ALL CONTROLS, MONEY LAUNDERING LAWS, LOST PREVENTION AND SHRINKAGE CONTROLS – 15 YEARS. TOP CLASS CUSTOMER SERVICE. (LIST NON-EXHAUSTIVE)



QUALIFICATIONS: -2016- FORKLIFT TRUCK LICENCE

                                  2016- FIRST AID TRAINED

                                  2004- PERSONAL ALCOHOL LICENCE

                                  2002- CASINO MANAGERS LICENCE

                                  1989- DIPLOMA IN DIY & RETAIL MANAGEMENT

                                  1988- FULL CLEAN DRIVING LICENCE

                                2019- WORKING TOWARDS MY BA HONOURS DEGREE (SKILLS IN THE WORKPLACE) 



EDUCATION: - GRADE A- ENGLISH O’ LEVEL -1986

                          GRADE A- MATHEMATICS O’ LEVEL -1986

                          GRADE B- HISTORY O’ LEVEL-1986

                          GRADE B- METALWORK O’ LEVEL -1986

                          GRADE A- GEOGRAPHY O’ LEVEL -1986

                          GRADE A- CHEMISTRY O’ LEVEL -1986

                          GRADE B- WOODWORK O’LEVEL -1986

                          GRADE B – BIOLOGY O’ LEVEL -1986

HIGHFIELDS SPECIALIST SCHOOL 1981-1986

                          

CAREER

POUNDSTRETCHER –      01/19 – PRESENT      STORE MANAGER

MORRISONS PLC -           01/18 – 01/19           NIGHT MANAGER

ANBO INTERNATIONAL- 03/16 – 01/18           SENIOR STORE MANAGER

HALFORDS PLC -              10/11 – 03/ 16           STORE MANAGER/DEPUTY STORE MANAGER

B&M RETAIL LTD -           06/10 – 10/11            DEPUTY MANAGER 

COOPERATIVE PLC -        09/04 – 06/10            STORE MANAGER 

RUBICON CASINO -         09/00 – 09/04            PIT BOSS/ CARDROOM MANAGER

WEST MIDLANDS POLICE – 03/98 – 09/00      POLICE OFFICER

STAKIS CASINOS -            12/90 – 02/ 98          DEALER / INSPECTOR/ CARDROOM DEALER



INTERESTS/ HOBBIES

I, M VERY PROUD TO HAVE REPRESENTED GREAT BRITAIN IN MANY ATHLETIC MEETINGS, IN 800M AND 1500M TRACK. UP UNTIL 2006 I HELD THE MILE RECORD FOR MY AGE GROUP AT 3:57:14.



I ALSO STUDY A LOT OF UNSOLVED CRIMES AND HAVE STUDIED THE JFK ASSASSINATION FOR AROUND 15 YEARS.

I ALSO ADORE BEACH WALKING AND SPENDING TIME WITH MY DAUGHTER.
























