
Skills for the Workplace
Module Assignment Submission 

Student Name:	Ceri Edwina Jones
Student Number:	1911551
Module No:	BMSK4001
Module Title:	Academic and Employability Skills


Statement of Confirmation of Authenticity
By the act of making this submission, the student declares that this is the work of the student named above. The work has not, in whole or in part, been knowingly presented elsewhere for assessment, or where assessment has been built on a previous assessment, this has been identified. Where materials have been used from other sources it has been properly acknowledged. If this statement is untrue, the student acknowledges that an assessment offence has been committed.
Attention is drawn to the plagiarism and unfair practice policies of both the University and of ILM.



Table of Contents
Introduction	3
Part 1 Employability	3
1.0  Explore ‘Leadership Employability Skills’ in general	3
1.2  Evaluate own Leadership Employability skills	4
1.2.1 Current Employability skills	4
Gap Analysis to identify ‘gaps’ in knowledge/skills	4
1.2.2 Action Plan for Improvement	5
Part 2: Academic Skills	6
2.0 Reflection on Academic Skills required for University Level Study	6
2.1 Evaluate own Academic Skills	6
2.1.1  Current Academic Skills	6
Gap Analysis to identify ‘gaps’ in knowledge/skills	6
2.1.2  Action Plan for Improvement	7
Conclusion	7
References	8
Appendix	9





[bookmark: _Toc456901515][bookmark: _Toc32491435]Introduction 

Employability skills are one of the fundamental parts of becoming employable to the employer. They are transferable, hard and soft skills which go into employability skills. It is a core skill, they include professional skills that permit you to be thriving in the workplace. There are a few types of skills employers look for communication and interpersonal skills, problem solving, working under pressure and to deadlines, also using your initiative and being self-motivated.  
Academic skills is all about core skills, which are made up of research, writing, referencing and presentation skills. There is also written and spoken communication, which is built up into more complex skills, such as academic and reflective writing, also time management skills and critical thinking. 
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[bookmark: _Toc498692289][bookmark: _Toc32491437]1.0  Explore ‘Leadership Employability Skills’ in general

I would say the only way you can have leadership and to function at a high level is by having the basic employability skills, such as communication which is one of the foremost skill that employers look for when they conduct an interview for most positions. Being able to listen and communicate efficiently with your co workers and managers is a huge influence on your work becoming an achievement. All about being dependable and reliable in the workplace, being willing to learn new skills and being on time is some of the major things any leader should have to conduct a team of people. You can’t be lazy or rude when it comes to the job, you have to be well-organized. Having positivity in everything you do doesn’t only make the team great, it makes them to be inspired and when you think about it you can’t sell a negative. Being creative is another good skill to have to become a leader, so your able to give out ideas, make plans and make to do lists for the team, it’s also another way to function a team and it makes them become creative with their own ideas. Giving feedback and taking feedback is something a leader should be able to deal with, they should be able to give out feedback to their colleagues at meetings or presentations. Another thing with giving feedback is being able to handle the response from that and being able to take the feedback from their own managers and colleagues because it goes both ways. Employers are looking for leader who can handle themselves when it comes to giving and receiving criticism, leaders should be able to give instructions to the colleagues, but not being so hard on them because that can make colleagues resent their leader. 
Doyle. A (2018) on “important leadership skills for resumes and cover letters”, talks about using verbal and non-verbal communication, coaching and relationship building as important leadership skills which I think is something any employer wants from a management level. She talks about delegation has one of the important skills a leader should have, which I agree with because anyone who is functioning a team should be able to delegate tasks out to their colleagues, making schedules for colleagues to follow and makes them become more organised when doing tasks. 
Doyle. A, (2019) on “Important Leadership Skills for Workplace Success”, she talks about the top 10 leadership skills, which I think anyone at management level should have all of these skills or anyone who wants to become a leader should have. One of her points is motivation which I think is a good one to have, you should be building someone self-esteem to do better with their role in the job, not putting them down, raising their spirits. Colleagues always like it when you thank them for doing their best, that motivates them to keep doing better.
Downard, B. (2017) 101 Best Leadership Skills, Traits & Qualities, some of the things I picked out from his article is personality traits, leaders can hold themselves to high standard to other colleagues below them, which can happen a lot of the time in big organisations. Makes colleagues feel worthless and angry, which makes the more environment dysfunctional, makes people not want to be in the workplace. Another one is accountable which I think can be a good or bad trait to have because in life your never going to be right all the time and when you’ve done something wrong in work or you haven’t completed something on time, you should hold yourself accountable for your actions. Self-awareness for yourself and others is a good thing to have has a leader because has Downard, B. (2017) said “The ability to understand and manage your own emotions, and those of the people around you is crucial.” Which I think anyone should be able to do at a management level because people look up to you, they need support and they need to see someone being strong and able to lead a team to success. 
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1.2  Evaluate own Leadership Employability skills 

When I was evaluating my own leadership employability skills, I did an online questionnaire to see where I am on the spectrum. When doing my basic skills I could see I lack basic speaking and math skills, my writing could do with an improvement. I can see that I am good at listening but I have a tendency to forget things. Thinking skills I’m pretty good at putting thoughts together on my own and making decisions on my own. When doing the survey I could also see that I’m very able to be a leader when finding creative solutions, I am very trust worthy and honest, I can keep private information to myself when needed and respect others. My attendance and appearance is very good, marked ok on time management but it can improve, also my organization skills could improve as well.

[bookmark: _Toc2883533][bookmark: _Toc32491439]1.2.1 Current Employability skills

My current employability skills are working in an office, I have a team around me of people I work with in the office and then engineers I work with, which normally we communication through WhatsApp, phone call or in person but sometimes it’s just to give their timesheets in and to get other jobs. 
Where I work I can be under pressure and may have deadlines to hit, which I normally do complete to the best of my ability, sometimes the deadlines can be sometimes hard to hit when I’m under pressure but I do sometimes as for extension on work, which my boss doesn’t mind. My communication and interpersonal skills are really good I’m able to communicate with my colleagues and my boss when needed, I know when I need help I can ask for it and explain to the engineers what they have to do for the day and they are able to listen to me and I am able to listen to them when they have a question or need help with something. I have the ability to learn and adapt to everything situation that has been given to me in work, I can learn from successes and failures, I can share my work and use feedback to improve my work. My IT skills can be improved as I know the basics but not all the technical terms when it comes to the computer, I sometimes struggle with Excel in work but I don’t ask for help to learn how to use different formats that I haven’t used before. 
Using the gap analysis, what I want to improve on is my telephone manner in work, I sometimes stutter when getting my words out when I’m under pressure which I feel holds me back from having good telephone manner. I need to improve when it comes to being able to listen and gather the right information, as I sometimes forget what I have to do when given a task to do, I need to make sure I write down the right information. When giving and receiving feedback I need to be aware of my facial expressions when receiving information, need to be more positive and optimistic when giving and receiving feedback, I also need to be able to learn from it and ask questions when not understanding the feedback. Another one is I need to be confident when speaking in public, I lack when it comes to giving presentations and not being able to speak my mind in meetings, as I feel I’m make a idiot of myself in front of others. I can improve these by preparing and practising when it comes to public speaking,  build up my confidence and strengths to deliver a good speech. Sometimes not able to solve a problem on my own, I sometimes can’t ask for help and normally need help to solve problems in work. I need to improve on my problem solving in work and take risks. 
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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?

	Improve my telephone manner.






	Write out a script to improve my telephone manner, search online tips and look in library for books on tips. Ask my boss or colleagues for help.
	Speaking on the phone. Not being able to get my words out. Lacking with getting all the information from customers.
	Doing breathing exercises to calm my nerves before answering the phone, make sure I have a notepad with me to right down all my details. Practice with other members of staff.

	Giving and receiving feedback.
	Be aware of my facial expressions, tone of voice and be active listener. Learn from it or ask questions.
	Being able to give the right feedback back to someone and being able to take/receive feedback.
	By reflecting, show initiative, prepare to give and receive feedback. Be positive and optimistic. Give constructive criticism, also take criticism.

	Confidence with public speaking
	Practice and prepare when it comes to public speaking, to gain confidence when knowing what to say. Learning how to deliver a powerful and engaging speech.
	Not being able to build up the confidence to speak my mind 
	Build up my confidence and build up my strengths. Ask questions, learn new skills/techniques. 

	Problem Solving
	Be willing to solve the problem. 
	Not being able to raise a problem when an issue has arisen and not being able to solve a problem.
	Using my initiative when solving a problem.  Think outside the box
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1.2.2 Action Plan for Improvement
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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?

	Being able to problem solve
	Be able to take risks and ask for help when needed.
	When I am able to solve a problem by myself.
	By December 2020
	I need other members of staff.

	Being able to give and receive feedback.

	Not to be scared to give or receive feedback from others.
	I am able to give criticism and able to see that my criticism has been taken on board. When I am able to take on the feedback from others
	By December 2020
	I need myself on this one to help me. Online to help with ways to speak to others.

	Being able to speak in public.
	By preparing and practising my speech, learn different techniques to help with my confidence when speaking. 
	When I have the confidence to speak in front of people. 
	By December 2020
	I need to practice with my colleagues or smaller groups to start off with.

	Being able to improve my telephone manner.
	I need to write out a script or look online for ways to help me when speaking on the phone.
	When I’m able to carry out a call not stutter and can gather all the right information and not to panic.
	By December 2020
	I need look online for scripts to use and practice with colleagues. 
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[bookmark: _Toc32491443][bookmark: _Hlk498694375]2.0 Reflection on Academic Skills required for University Level Study 
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There are few academic skills required for University Level Study, one of them is note taking which is one way of taking notes in lectures or when in the library or at home to recap everything you’ve taken in and it helps you revise for exam or for assessment. Another way of note taking is not just using pen and paper but using audio recorder. Research is another one which is important skill to have because having the right information and criteria helps you complete work. Home skills is another important skill to have in university, because if your not being able to do the basics like cook or laundry, your going to be stuck because no one from home will be there to help you, big thing students learn is being independent when it comes to basic home skills. Also not having the basic conversational skills when being in university can hold you back, being in university your meeting a lot of new people, some have come from different backgrounds or different countries, it can be a shock to the system but have the basic conversational skills can help you be social not sociably awkward. 


Gibbs’ Model of Reflection (1988)

[image: ]

Using Gibbs (1988) theory on model of reflection, I found that importance of some academic skills required for university level study. I can see why you would need these skills in university, reflecting on some I can see why note taking and home skills are two important skills to have in university because you wouldn’t be able to function without them, for example not being able to make your bed or clean your room, its not just your room becoming sloppy but your work ethic as well. If you can keep up with not taking in class you can fall behind on work and unable to revise for exams. Using the Gibbs (1988) reflection cycle, I’m thinking that academic skills is one of the major skills that can help you at university level because those are the basics you need to do better, written English is one which any should know the basics of, spelling and grammar should be up to scratch. You can’t function without written English. Being able to write an essay is another one because if you can’t your going to struggle with exams. 
[bookmark: _Toc32491444]


2.1 Evaluate own Academic Skills 

Evaluating my own academic skills I can do the basic written English, I am able to write an essay but sometimes it may not make sense, which is a downfall for me. My reading skills are good, its one of the things I like to do is read a book, it also helps with my spelling when I read. When I am researching for an assessment or when I am in work looking up something I make sure I look on the right sites and they are the correct ones to use. My social skills are good when I get to know a person, at the start I can be very timid but after I get to know someone I start a conversation, for example when I am with my friends I can be very social able.  When it comes to conversational skills I’m able to make small talk with new people, in my last job I very much speaking to public everyday making small talk, now I just talk to my colleagues and on the phones so my conversational skills are very limited. My cooking and home skills are very good, I like to cook I am able to make a few meals at home, I enjoy making meals for my family and I also make packed lunch every morning for work. Home skills I know the basics laundry, cleaning, ironing and hoovering, sometimes enjoy doing them. I try to give my self-motivation every day to complete simple tasks most of them I do complete others sometimes takes a while to do, I try my best to organise myself so I able to know what I am doing every day so I don’t lose track of time. My time management sometimes can be a little bit slacked when it comes to getting my work out on time, normally I wait until last minute to complete stuff but other times in work I complete my work before the time given to me. 
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My current academic skills are that my home skills are quite good, in work I write reports even though they are mostly on the computer I sometimes like to write it in draft before I type it so I am able to check it makes sense, I’ve written everything I’m supposed to write and it’s enough to send. When I’m in work I make sure I have enough time through out the day to certain jobs out on time, I try to organise what im doing first every morning but sometimes it doesn’t work out like that. I try to stay self-motivated through out the day so I am able to get my work out on time, I try not to worry so I don’t become unmotivated to finish the work on time. 
By doing the gap analysis I have learnt that I need to improve on my computer skills, being more organized, to control my time management and to be able to note take properly so I can get the right I can take the right information in and fail with my work when it comes to following instructions. 
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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?

	Improve my computer skills e.g. Excel






	Look online for ways to improve my excel skills
	The basic knowledge of excel and another software on the computer.
	Take online classes or read books on computer skills.

	Plan and prioritize






	Get folders, organizer, planner or calendar to help.
	Not being able to prioritize my work, planning on how to organise my work.
	Be flexible and adaptable, set realistic tasks, make a to-do list. 

	Time management
	Set a time limit for each task, organise my work and plan ahead of time so my work is out on time.
	Not being able to focus, not being able to say no when getting too much.
	Stop rushing my work, stop being impatient and stop falling behind on work.

	Being able to listen and gather the right information.






	Focus on the work given to me, improve my listening skills. 
	Not being able to switch on and gather the right information.
	Making sure when I haven’t understood a piece of work I ask for help. Another one is making sure I’ve written the right information down. Really know my topic.
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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?

	Being able to manage my time.
	I need to make sure I write a to do list and get a calendar so I can remember to do stuff.
	When able to get my work out on time and able to get to places on time.
	December 2020
	Using planners, getting notepads, sticky notes and calendar.

	Being able to plan and sort my prioritizes  
	I need to plan my work out more so I’m able to complete it on time and prioritize my work so I get it done first before other stuff.
	When I am more organised with my work and get it out on time and when put more into my work before other stuff.
	2020
	By using organizer and planning my work out every morning.

	Improve my computer skills
	I need to take lessons or ask my colleagues for help when needed.
	When I am able to use excel and Microsoft word using different formats to create tables or graphs on my own.
	2020
	Look online for ways to helps, take a book out from the library that can help me.

	Being able to take notes
	I need to ask for help when I am stuck. Make sure I right everything down.
	When I am able to right down everything and the notes go into my head.
	September 2020
	Ask to stop when I get stuck.
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Conclusion


I have learnt from covering employability and academic skills, I have learnt what skills people need but also what skills I need to progress in work and higher education. Looking back on articles I have learnt how we use these skills in every day life, why we need them and why they are useful. By doing a gap analysis throughout this assessment myself learnt what I struggle with and what I need to improve on when it comes to work.  By using questionnaire I was able to understand what I am good at with my leadership skills so I can improve in the future, Gibbs (1988) reflective cycle has taught me how to lay my work out and makes you think through all the phases of an experience or activity, evaluation helps you look at the positive as well as the places for improvement. Shown me how to overcome barriers and helped me develop the ability to analyse facts, opinions and arguments. Academic skills have taught me what I need to improve on to become better at grammar, spelling and exam techniques when it comes to university. 
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Doyle, A. (2019)
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Questionnaire on Employability Skills Survey 
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