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[bookmark: _Toc456901515][bookmark: _Toc32491435]Introduction 
In this assignment I will be talking about employability’s skills and academic skills,
Part 1 will be talking about employability skills and the six key task which there is a brief description of each task and what companies look for in an individual and what they could possibly bring to the company, which further goes on about talking about a leadership role and a participant in a group with communication skills.
Have also self-assessed and talked about my own leadership management roles being that from a confidence role, Leading or participating role, decision making and problem solving with a brief description/talk about those roles furthermore talked about my academic skills with my current qualifications.  
Part 2 have talked about the Gibbs Reflection cycle (Gibbs. G (1988) with descriptions on each topic of Gibbs Reflection cycle. 
With talking about my own academic skill and my current learning level and which I want to learn from as well. 



[bookmark: _Toc32491436]Part 1 Employability 
[bookmark: _Toc456901517]
Employability skills can be defined as transferable skills by an individual to make them employable by companies, well as with good technical understanding of the company that they are employed by and their subject knowledge, employers often outline a set of skills that they want from them as an employee. 

1. Communication. 
Communication Skills are a foundational skill that most employers would rank as the number one necessary soft skill in new hires with being able to communicate with fellow colleagues and out bound companies. 

2. Sense of Urgency. 
Generally, refers to as communicating to an individual or a team that it's imperative to act promptly, decisively, effectively and without delay. The phrase can be applied in a context of leadership role and a management position, or in the field of marketing and sales.

3. Professionalism.
Professionalism is the conduct, behaviour and attitude of a person or persons in a workplace establishment or business environment. Professionalism leads to a workplace success, a strong professional reputation and a high level of work ethic and excellence and to lead employees by example by showing professionalism in workplaces and business gatherings. 




4. Life-Long Learning.
Definition of a Lifelong Learning Process. Lifelong learning is a continuous, self-motivated and voluntary wish to seek additional knowledge and learning skills. 
This motivation and determination may be attributed to either personal or professional reasons. It recognizes that every day is a big learning process for every human being where each day can bring its own challenges whether that being in a workplace, business gatherings or being at home with loved ones.

5. Problem Solving/Decision Making/Negotiation
The aim of problem-solving negotiation is to find the best solutions to the general problem of coordinating and reconciling the parties interests. It is most useful for the parties to separate the processes of developing options from that of deciding which option is the best outcome for both parties. 
The decision making is the basic and fundamental key of all managerial activities and business talks. It is the study of identifying and choosing best possible choice               (or options) based on the values and preferences of the business organization with the best solution.
6. Strengths
Strengths are tasks or actions you or a group can do well either as a group or whether solo, these include, knowledge proficiencies, skills and talents. People use their traits, skills/abilities to complete the task as a group or solo, Relate with others and achieve goals and also builds up a good C.V. and strengthens it upon your core strengths and skills.  
[bookmark: _Toc498692289][bookmark: _Toc32491437]1.0  Explore ‘Leadership Employability Skills’ in general

There are many skills to look for in a leadership role, communication which is massive skills in all departments and every level of work without any communication companies and management won’t work successfully, Hands down communication is a foundational skill and most important skill you can have and use, demonstrate your communication skills to a potential employer, being prepared by conducting research about the company before a new career, start your verbal communication off on the right foot. By having some familiarity with what the company does and general knowledge regarding the types of career prospects and opportunities openings, they will have allowed you to ask more informal questions and be more relaxed in conversation.


That most employers would rank as the number one necessary soft skill in new hires. Your ability to listen effectively and communicate appropriately and accurately with your manager and co-workers will have a tremendous impact on your career success. Teamwork, planning & organising, self-management, learning current and new skills and using technology in a workplace old and new software. Most important employability skills is being able to work with others, communication skills and other interpersonal skill as well, also being reliable & dependable being able to finish deadlines on time and being able to pass on information upon request. 
[bookmark: _Toc32491438][bookmark: _Toc498692292]
1.2  Evaluate own Leadership Employability skills 

Confidence. 
Have evaluated and assessed my own Leadership skills, have concluded that my confidence is a constant battle going up and down depending on the situations at hand where I find myself talking out loud to groups either getting my point across to other participants or can be shy at times and let other people talk until I am asked questions or people could value my opinion where I find myself and my confidence has been boosted
Leading or Participating. 
There has been number of occasions where I have been a leader whether that when I was in the military, my security roles or my others that I have been in, where I have been told a certain instructions and to lease with my team then to see that these tasks are completed by myself and my team. Other times where I have been in a part of a team where I have been given instructions to complete within a certain time limit.
Problem Solving.
There’s been many times were I been to job interviews or in different situations and have been given certain problem solving tasks if that was on my own or a part of a group to be completed in a certain time limit with the recourses that we have or been given for this task, then upon the task being completed either a member of the group would talk about the task and its purpose.
Decision Making.
Many parts of my job and life is all about decision making have had many occasions in my lifetime were I have had to make snap decisions on the spot whether it is a life threating situation or not, or if it’s a good decision or bad decision where it has been a bad one, all I could do is reflect upon that decision and learn from it to see that it doesn’t happen again to myself or anybody else depending on the situation or events at the time 
[bookmark: _Toc2883533][bookmark: _Toc32491439]1.2.1 Current Employability skills

I have a various range amount of skills ranging from the ability to be able to work in a group completing with the tasks at hand and also being able to work in solo capacity, communicating on multiple levels back and fourth to get the tasks completed and negotiation with people whether that being internal or external sources on a business meeting/trip or in a works conference, keeping to the high standards and professionalism within the company guidelines of health and safety and its policies, with that being in a group activity or a solo capacity to get the best outcome and making quick accurate but not rash decisions for the company etc and for the future of co-workers and new co-workers to join in the near future.
Also being able to work in a group in any aspects and many companies is a big part in any situation and todays society whether you have success times or bad times in and out work can have its issues. 
Some pros of working in a group.
· Can bounce multiple ideas of each other for a better idea/outcome
· Can make group decisions & have group members come up with new or better ideas.
· Can relay multiple ideas or suggestions to out internal or external partners.
· Having a group instead of being solo you can give multiple tasks to the group without delay.
Some cons of working in a group.
· Won’t get all party member on board to agree to the best outcome or decision
· Not all group members would come up with ideas or suggestions or agree with them.
· Working in a group can be a volatile place or situation as party members could make rash, quick inaccurate decisions. 
[bookmark: _Toc32491440]
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?

	 To build my Confidence






	Talk more openly to      people and gain that confidence 
	Am lacking confidence 
	Can fix this by talking out more in groups to help boost my confidence

	Build my trust within people 






	Learn how to trust people and rely on others when I need to
	Lacking the trust in people as I have major trust issues 
	Need to build that trust within people again

	Gain my Certificate at the end of my three years 
	Attend classes and get my task, assignments in on time/submitted. 
	Not having completed the course 
	Get my assignments in on time.






[bookmark: _Toc32491441]1.2.2 Action Plan for Improvement


	[bookmark: _Hlk2954238]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?

	To gain my degree in business management 
	Attend classes and get all my assignments in at the relevant dates 
	When I have gained the qualification at the end of my three years 
	by the three years of the course 
	From my tutor, classmates and family

	Complete my BMSK4001 academic & employability skills 
	get my assignment due in on time 
	When I have sent the assignment off on time and get my results from my tutor 
	Needs to be completed by 27/03/2020
	from classmates and my tutor 

	To help boost my confidence 
	Talk more openly and out to people or in groups 
	when I feel comfortable that my confidence is to where I want to be at
	No time frame 
	Friends, family, classmates and my tutor 
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[bookmark: _Toc32491443][bookmark: _Hlk498694375][bookmark: _Toc456901523]2.0 Reflection on Academic Skills required for University Level Study 

[bookmark: _Hlk36222899]The Gibbs Reflective Learning Cycle (Gibbs G (1988) Learning by Doing: A guide to teaching and learning methods. Further Education Unit. Oxford Polytechnic: Oxford) is a useful model for structuring a reflective piece of writing. Keep track of your experiences and how they made you feel at the time by using a diary, journal or reflective learning log. Later on, you can use this accumulated experience to identify patterns or make generalisations about your ways of working. This will allow you to compare your experience with the literature and draw conclusions that identify plans for how to tackle similar situations differently in the future or draw on your experience of what has gone well to gain confidence. 

[image: Reflective Cycle]



Elements of Gibbs’ cycle: 
Reflective Learning Cycle (Gibbs G (1988)
The process is essentially a cycle or loop, containing the following six elements:
· DESCRIPTION: This element requires a factual description of the incident. At this stage, no conclusion is drawn, the focus is on the information; that too which is relevant. Some prompt questions are: What happened? How did it happen? Where? When? Who else was there? Did someone react? How did they react? Why were you there? What did you do? What happened at the end? This builds up the background and a better understanding of the incident.
· FEELINGS: Here any emotion felt during the incident is discussed. Questions like, what did you feel before the incident? During it? After it was all over? What do you think other people felt? What do you feel about the incident now? What do you think others feel about it now? helps answer this part accurately. For writers, its cautioned to not make this part wordy and chatty.
· EVALUATION: Objectively evaluate the situation. What went well? What did not? What were the negatives and the positives of the situation? How did you and the others contribute to it (positively or negatively). For writers, this is a good part to add in theories and references as they evaluate and judge the incident.
· ANALYSIS: Think about what might have hindered or helped the situation. This part can be improved by referencing to a literary article (for writers) or a previous experience, if needed to. Link the theory and experience together.
· CONCLUSION: Consider what did you learn from the situation. What else could you have done in that situation? What skills will help you cope with it better next time? How differently would you react if you face a similar situation again? If the outcomes were negative, how would you avoid that? If the outcomes were positive, how could you improve it for you and everyone else?
· ACTION PLAN: This area deals with the plan of how to effectively handle and improve the situation next time. Any training, skill, or habit that can equip you with handling the situation better if it occurs again? Is there something more to be learned for a better outcome? Work out the areas that need work and thrive to improve in them.
[endnoteRef:1] [1: ] 
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[bookmark: _Toc32491445]2.1.1  Current Academic Skills

My own academic skills are numerous and ranges from to letters from (SWP) South Wales Police of recommendation letters, having First Aid Certificates amongst my academic skills.
also gaining an ASDAN Bronze award for successfully completing the required number of activities, presenting a summary statement of Achievement and presenting a portfolio of supporting evidence.
Furthermore, also gaining a Level 2 National Certificate in Conflict Management and Roles & Responsibilities.
Also having furthermore academic skills in adult Numeracy and Literacy ranging from entry levels to Level 1 and Level 2 certificates, with also having a Pacific Institute certificate ang having improving own Learning and performance, working with others, information and communication, problem solving and the Learning to Learn Programme Certificate ranging from entry Level, Level 1 and Level 2 qualifications.     
[bookmark: _Toc32491446]




















Gap Analysis to identify ‘gaps’ in knowledge/skills

	Objective
	Current Position

	Deficiency

	Action


	What do I want to do?
Be 
	What can I already do?
	What am I lacking?
	How do I fix this?

	Be more efficient and effective at taking notes in class 






	Keep taking notes and learn how and when to take notes that will be more use to myself 
	Knowing when to jot down the write notes or when to start taking notes
	Keep practicing at taking notes and learn from it 

	Knowing when and how-to citation or reference probably and accurately 






	Knowing where and when to insert these at the times and in the right places 
	Know the basics on how to citation and reference but always second guessing that I am doing it wrong and placing them in the wrong places
	Keep practicing and further learning from my tutor and classmates



	Knowing where to find the right information and resources to assist my assignments and task 
	Keep learning and using the relevant sites to find the right information  
	Taking first visuals as god gospel and not exploring and not tools I have in my arsenal 
	Keep practicing and learnt to utilise the internet to find information
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2.1.2  Action Plan for Improvement

	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?

	Boost my confidence 
	Talking out more to people and in groups 
	When I am comfortable in talking to large groups of people   
	Unknown 
	On-going 

	Work on my note taking 
	Make my notes more understandable and more relevant 
	When I’m more efficient in taking notes 
	No due date, just needs to practice 
	On-going 

	Utilise more credible information 
	Research more about a certain information and its credibility 
	By resourcing on more than website and its credibility 
	By the assignments due date 
	On-going 
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[bookmark: _GoBack]In this conclusion I have talked about 
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