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Here, we will discuss employability skills that are essential for my journey to progress from my current job role as an Administrative assistant to an Executive officer. 
      My present day’s work consists of processing forms accurately and working to a daily target, the higher grade is a junior managerial role which includes leading, communication and making effective decisions. 
I have now enrolled on this course to help me improve my employability skills for the future.
     Communication is one of the main attributes in the workplace, it is extremely important that the communication taking place is effective. Messages should be transferred correctly, different types of communication are needed in different situations, written communication skills are needed when communication through writing, this can include emails and letters Nevertheless general communication skills are utilised with all types of communication.

     The following headings will consider where I am, where I want to be and the direction, I need to take to achieve my goal. 
The following are the key duties involved,
• Effectively lead and manage your team to deliver desired business outcomes, 
• Organising work schedules/resource/staff to achieve agreed performance targets 
• Build positive working relationships in order to maintain and improve customer service 
• Helping others understand change and the effect it is going to have on them. Leading them through it in a positive and constructive way. 
• Working with a team to identify and implement better working practices, promoting a culture of continuous improvement in your team. 
• Identifying gaps in your own and your team skills and knowledge, seek out learning opportunities and support the development plans of your team.                                  (Civil Service Jobs, 2020).
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Understanding my strengths and weak points in the workplace will help me improve skills needed for the managerial position. As a mature student I left school in the 70’s with no qualifications and for the past eight years I have been working as a clerk processing driving licence documents. I started in the vehicles department and changed direction to drivers, where the same skills are needed for both sections.    
          I have a one to one meeting with my manager every month to appraise my work, performance and conduct, presently based on my records I am exceeding targets and performance margins, I have an understanding of my key tasks, priorities and the purpose of my work. 
          I am happy to ask questions when there is something I do not understand or a specific task is unclear, it is an opportunity to get feedback from my manager and determine what I need, to do a better job, a few of my strong points are teamwork and working individually, I have good communication skills, written and verbal,  I have completed an online leadership self-assessment test of which my score was over 50 which calculating the following results. Gap analysis as below.
         “If your grand total score is 50 or above, this indicates you see yourself as having many of the skills and tendencies necessary to succeed in a leadership role. This may mean that a leadership role (formal or informal) appeals to you”.   
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Transferable Skills
Transferable skills are those one develops as we progress through employment, some that are learned in one job, can then be used in another role.
     Problem solving, communication and teamwork are all examples, we also use most of these skills in day to day life. There are many attributes associated with the term transferable skills for example, Enthusiasm, Creativity, Dedication and much more. As an administrative assistant reading writing and good communication is an essential part of the daily work. To be able to effectively communicate with colleagues and customers be it face to face, or over the telephone.
      From the standpoint of the Dictionary for Business, the concept competence defines a group of abilities/skills/commitment, knowledge and related skills that allow a person (or an organization) to act effectively regarding their job (exclusively for personal level) or into a certain situation. Competence indicates enough (from the quantitative perspective) or at a sufficient high level (from qualitative perspective) to some knowledge and skills that allow to a certain person to enable and act in a wide range of situations. Since each level of responsibility has its own requirements, the competence issue may occur at any time of that person's life and at any stage of his career.  Local Civil Servants Skills Analysis. 2013
      We view 21st century skills as knowledge that can be transferred or applied in new situations. Transferable knowledge includes content knowledge in a domain and knowledge of how, why and when to apply this knowledge to answer questions and solve problems. (Centre for Education. et al 2012 p.2.2).

Time Management     
On a normal working day, if I do not work to a schedule I fail to make my daily target which can cause stress and anxiety, there are always questions as to how to manage my time to work more effectively and efficiently. The secret to achieving success in life is effectively managing this resource that everyone possesses equally and paying enough emphasis to planning (literature, languages and linguistics (2015) p.66).
 An example of time management was tested where I am employed which consisted of the principle where once the daily target was met colleagues were allowed to leave for the day, to enable staff to balance their work and personal commitments (flexible working) but not everyone could manage their time and so the scheme was cancelled. It worked well for me, but some took advantage of the situation.  
           Time management is the discipline of controlling your life through your use of the 168 hours that are available to you every week. Managing that time will force you to be explicit about what you value in your professional and personal life and will help you allocate your efforts accordingly. Mastering time management will help you balance the many pressures on your time and achieve your goals. Luecke, R, (2005).


Delegation
     Effective delegation is productive in both personal and working life, at home I delegate, without much success, I am forever asking my husband to do certain jobs around the home within a limited time, but they do not get done and so delegation is not very effective for me in that particular situation. 
     At work it is a different outcome, I frequently seek information which I am not equipped to execute and so I need to ask a supervisor to confirm the data for me and within a timeline. I firstly verify the information I have and ensure the person I am communicating with understands the task.

          Your organization needs delegation; if you’re doing all the work, what does that mean for your team? Delegating is an opportunity to develop individuals so your collective strength increases. It’s a way to collaboratively energize your organization and spark inspiration.  Fedders 2019.
          Therefor I have established that delegation is already part of my daily work, however I need to practice better delegation at home.


Interpersonal Communication Skills
                                                                                                                                                                                                      When receiving my one to one with my manager I asked her to list some of the interpersonal skills she thinks I possess, these are a few,
           I am an active listener, I work well within a team and individually, I am responsible, dependable, I have patience and good communication skills. For the managerial position I want, these are important characteristics to perform the job efficiently and professionally.
          Each day, we perform one of the most ancient of all behaviours: interpersonal communication. We head off to work and greet people on the bus, in the office, in the carpool, or on the street. We talk to our roommates and discuss last night’s party over breakfast. Or we wake up and soon find ourselves in the middle of a heated exchange with a family member about dirty dishes. Although each of these situations differs, they all underscore the pervasiveness on interpersonal communication in our lives. West. R. Turner. H. 2008.



Conclusion

The purpose of this paper is to evaluate what I want to do, how to get where I want to be and what I need to do to get there. At the start of this paper I was unsure if I had enough knowledge and confidence to complete, friends and family assured me I could complete the paper which gave me the encouragement to carry on.
            I was surprised how much I was enjoying the course as it is the first time I have ever attempted any kind of learning in this environment, in my  self-evaluation I mentioned I left school with no qualifications and I am the more mature student, it has given me a little confidence to prove to myself that I can do a better job than the one I am currently in. The experience of searching for information is both interesting and taxing, especially when one constantly encounters obstacles which are unrelenting, academic writing is one of my weak points, however I did encounter works by “Peter Drucker”, who’s style of writing I find easier to understand. 
Drucker believed that managers should, above all else, be leaders. Rather than setting strict hours and discouraging innovation, he opted for a more flexible, collaborative approach. He placed high importance on decentralization, knowledge work, management by objectives (MBO) and a process called SMART. Specific, Measurable, Achievable, Realistic and Timely. Business News Daily.com. 
     In order to make organizational objectives organization-wide, it is important that these are translated to employee level. For efficiency reasons, Peter Drucker used the SMART Goals acronym SMART (Specific, Measurable, Acceptable, Realistic and Time-bound). Appendix 1. The element Acceptable is crucial in management by objectives as this is about agreement on the objectives between the employees and the organization. The management by objectives principle does not allow management to determine the objectives by themselves. According to management by objectives, objectives should be clearly recognizable at all levels and everyone should know what their responsibilities are in this. Communication is also an important item for consideration when it comes to expectations, feedback and to giving rewards for objectives that have been achieved. Mulder. P. (2010).
“We do not learn, and what we call learning is only a process of recollection”. Plato.
             It has made me think about the skills I already have and use every day and what I can achieve with practise, then to restructure them to a managerial level, my ideal job would be to run my own cake decorating business but due to the lack of funds at the present time I am in full time employment.
I practice all of the skills discussed in this paper almost every working day, I know I need to work on them and build confidence in using delegation and problem solving, furthermore I will try to organize more, set myself milestones and communicate effectively. 
“Education is what remains after one has forgotten what one has learned in school.                      “Albert Einstein”.
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Do: Make sure
your goal is

trackable.

Don't: Hide
behind
buzzwords like,
“brand
engagement,”
or, “social
influence.”

Do: Be honest
with yourself- you
know what you
and your team

are capable of.

Don’t: Forget any
hurdles you may
have to
overcome.

Do: Give
yourself a
deadline.

Don’t: Keep
pushing
towards a goal
you might hit,
“some day.”





