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[bookmark: _Toc456901515][bookmark: _Toc32491435]Introduction 
In this unit I will explore the difference between employability and academic skills. Discovering and identifying the training needs of myself in both spheres, I will identify through using a gap analysis the deficiencies I have, then using an action plan I will research the skills I need to progress. 
[bookmark: _GoBack]In this unit I will be discussing something I have found thought provoking for both employability and academia in identifying what makes intelligence and, does this differ in employability skills and academic skills (emotional intelligence). 
I will research and identify the different leadership styles and skills and ask “What makes an effective leader!” Is there a difference between a leader and a manager? 
I will use my own industry sector of hospitality for this unit. 
[bookmark: _Toc32491436][bookmark: _Toc456901517]Part 1 Employability 
1.0 [bookmark: _Toc498692289][bookmark: _Toc32491437]Explore ‘Leadership Employability Skills’ in general
What makes an effective leader and does this mean having exceptional leadership skills? The role of the leader is by definition to lead a team, for this the leader must have good interpersonal organisational skills, must be a team player, must lead from the front and be an excellent role model. 
Havard Business School professor John.P. Kotter describes the leader are charismatic, think of the big picture individual, as an individual who can lead a team to be more productive, one who can change the team dynamic for the better.
“LEADER AND MANAGER
When discussing business leadership, the distinction between good management and good leadership is often made. Managers are thought to be the budgeters, the organizers, the controllers — the ants, as one observer puts it — while leaders are the charismatic, big-picture visionaries, the ones who change the whole ant farm. But such a construction, those interviewed for this article agree, erroneously leads to a bimodal way of looking at something that should really be evaluated on two separate scales. "Everybody has got a little bit of each in them," says John Kotter, who admits he is sometimes guilty of using the dichotomy in an effort at simplification. "It's much better to think in terms of measuring people on a zero-to-ten scale for each quality." (Hbs.edu, 2019)


So what other leadership skills are required to be an effective leader? 
In my opinion a leader must have a fundamental underpinning knowledge of the industry they work in and demonstrate industry specific knowledge to motivate and improve team moral, skills and customer service. They must be willing and open to change and demonstrate a good coaching and mentoring ethic. They must me empathic and have “Emotional Intelligence” to be able to read others and to adapt to get the best out of them. 
So what exactly is “Emotional Intelligence”, simply put, this is a leader who demonstrated empathy to his colleagues and is understanding of their physical and emotional needs. 
Daniel Goleman, Richard Boyzatsis, and Annie McKee explain how to lead with your emotions, not just your head. If you have a team member who is strong minded and always gives their opinion, this might not be helpful to the rest of the team who could be lacking in self esteem or confidence, so this style would not get the best out of the team 
“Not surprisingly, there were a few problems with specific team members. One team member, for example, measured very low on self-awareness. He was completely missing the clues people gave about his style of interaction. In meetings, he would express strong viewpoints and not understand how his aggressive manner was coming across to others. When people tried to get through to him about these issues, his body language said, "Lay off." (HBS Working Knowledge, 2019)
 I would like to discuss the leadership styles and how an effective leader can change leadership styles to get the best out of their team.  
Authoritative (visionary) leader- They lead through inspiration and get the rest of the team to move towards a common goal, sometimes they leave it up to the team members to find their way to achieve a set goal.
[bookmark: _Toc32491438][bookmark: _Toc498692292]This approach is best when you have new strategies and goals  set by the senior management and want a new vision or direction for their business. 
Coaching and mentoring leader- As the name suggests this leader inspires team members through coaching and mentoring, offering support through training and development. 
This approach is best used when you have a new member of staff who needs guidance and support for them to develop and instil confidence. 
The Affiliative leader - This is a leader that likes harmony and promotes this with the team, pulling people together, defusing tensions and dealing with stress. 
This approach is best used when there is a difference of opinion and the leader needs to bring everybody together to instil confidence and harmony from the team 
The Democratic leader- This leadership style lends itself to everyone having input in decision making. This type of leader relies more on listening rather than directing. 
It is best used for teaching the team new skills through involvement and everyone having a feeling of having input into the team.
The Pacesetter leader- This leader expects excellence in their team, they need to achieve team goals and exceed them where possible. This leader doesn’t molly coddle new starters within the team but rather, expects them to perform to their best from the get go. 
The pacesetter leader is used to focus the teams attention to team and company goals/targets. This can be achieved through motivising and incentivising  the team by offering a monthly bonus, therefore expecting the best performance from the team to achieve goals. 
The Coercive leader- This is, in my opinion is the most destructive type of leader. They say things like “Do as I say, not do as I do!” They offer penalties for work not completed and this could demoralise a team. In my opinion there is no circumstance where this approach is beneficial to any organisation. It instils a de-motivating team where staff are  having a lack of confidence and self-esteem, being penalised for not completing work on time. (Six Emotional Leadership Styles Choosing the Right Style for the Situation, n.d.)

Other qualities a leader should possess could be :-
1. Problem solving skills.  The ability to see the outcome of a problem by applying strategic principles of leadership to overcome the problem, thinking outside the box!
2. Working under pressure/. The capacity to work even under the stress and pressure of deadlines and targets set. Working with the team to ensure the positive outcomes. 
3. Ability to learn. This is essential in a leader, the ability to ask staff for their opinions, assess them and if they are better than the planned directive the ability to learn and try new things to get the positive outcome desired. 
4. Equality and diversity. The leader should be inclusive and adopt an approach to include equality and diversity within the workforce.
5. Negotiation skills. The ability to negotiate with higher senior managers and directors and the ability to negotiate with associates to achieve the positive outcome. 
Lastly I would like to discuss internal and external demands on a leader, this can be networking with fellow employees within the business or an external event where you would network with other providers, gaining valuable insight into new and emerging technologies and thought trends to improve your leadership qualities.


1.2  Evaluate own Leadership Employability skills 

I will look at my own leadership skills within this element, I must challenge myself to be better and learn new skills needed to become an effective manager. I understand that I am not on the same level as anyone else so my learning and training needs are bespoke. I am highly motivated and am skilled in basic literacy and numeracy, as well as digital literacy. That said, however there is always room for improvement. 
I have worked within the hospitality industry for over 35 years and I have gained invaluable experience, but with my current role as an apprenticeship training officer I must learn and adapt to new challenges.  
[bookmark: _Toc2883533][bookmark: _Toc32491439]1.2.1 Current Employability skills

I have had both academic and employment skills in my experience, taking exams and writing basic reports. I have been a manager and a leader and found it stressful and hard, but at the same time rewarding and inspiring. To be a part of someone’s growth and to see them develop into leaders in their own right is a privilege. 
In finding my own leadership level I have taken a leadership online test and passed with 100%.
Test screenshot in appendix.
[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?

	
Conduct effective team meetings





	Basic powerpoint presentations and basic office applications
	Advanced office knowledge
	Videos on how to use advanced office applications 

	
Develop new ways of working digitally






	
Basic digital skills
	
Using video tools and apps
	Learn how to use Google Teams and Google Hangouts

	 Remote working
	 Sending learners home study
	 Using video conferencing 
	 Leanr how to effectively use video calling






[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?

	Learn video conferencing 
	Learn how to effectively use video conferencing
	When I can successfully video conference
	As soon as possible
	Julia Ault as a mentor if I get a bit stuck

	Learn advanced office applications
	Learn office 365
	To be able to confidently present information in a range of formats
	September 2020 Course completion
	Consult my HR manager and carry out CPD on using office 365

	Remote working
	Familiarise myself with remote working protocols
	Be able to successfully carry out a remote visit with my learners
	As soon as possible
	Cambrian Training documentation on remote working













[bookmark: _Toc498692297][bookmark: _Toc32491442]Part 2: Academic Skills 
In contrast to employability skills, what skills are needed for academia? Does this differ from employability?
Academic skills include writing skills, this includes researching academic journals, reports, books and university bulletins. The ability to research effectively and through using “The CRAAP” test you can research authoritatively and reference accordingly. Academia requires you to reference all work that is not your own to identify your understanding of the subject matter and make an informed judgement, this is then referenced using the Havard Referencing system. You are required to make an academic argument for the required module, basing your argument on an informed and educated judgement.
To make an academic argument as previously said you can research material but you must make sure they are CRAAP. You can use Google Scholar and advanced Google searches to find and reference your argument.  
For example if you use Wikipedia to find an argument of effective hospitality customer service, this can be a good starting point but does it meet the CRAAP test? 
Current – Yes , most views are current and the site is always updating itself with people updating the site. 
Relevant- Yes, it explains current trends in hospitality customer service
Authority- NO, you cannot be sure any new author who posts on Wikipedia is an authority in the hospitality field. 
So from this moment on the site does not pass The CRAAP test and is an unreliable source of information. 
However if we use an academic search engine like “Google Scholar” we find a book by the authors Ceserani, Foskett and Cambell called Practical cookery. 
I remember this book when I was in college studying for my hospitality qualifications and there is an exert dedicated to understanding customer service within the hospitality industry. 
It is current as the latest edition was brought out in 2018, it is relevant? Yes. Is it authoritative?  Yes   
 “ John Campbell is Director of Cuisine and Food and Beverage at Dorchester Collection's Coworth Park. Previously he was Executive Chef at the Vineyard at Stockcross, where he received many accolades including two Michelin stars and the Chef Award and Education and Training Award at the 2008 Cateys
Professor David Foskett MBE FHCIMA is a best-selling author and Catering Educator of the Year 2004. He is Associate Dean and Head of School at the London School of Tourism, Hospitality and Leisure at Thames Valley University. 

Victor Ceserani MBE CPA MBA FHCIMA is the world-renowned co-author, with Ronald Kinton, of The Theory of Catering. He was formerly Head of the School of Hotelkeeping and Catering at Ealing College of Higher Education (now Thames Valley University)” (Ceserani, Foskett, Cambell 2018, P54)
Is the text accurate- Yes it is accurate in delivery of customer service skills needed for the hospitality industry
Purpose- Yes this does meet the purpose of research. So this reading book passes the CRAPP test for academic research.
They say that to demonstrate good and effective customer service within the hospitality sector you must listen to your guests, provide and be attentive to the guests, anticipate their needs and above all remain professional and courteous.  

2.0 [bookmark: _Toc32491443][bookmark: _Hlk498694375]Reflection on Academic Skills required for University Level Study 

[image: ]Gibbs model
Using Gibb’s model of reflection, I will reflect on my academic skills needed for the future and more important to finish my course with a high grade. I am very motivated to learn new skills and to learn new course work. I am enjoying the course and am beginning to get to grips with the academic research and Havard Referencing. 
· Feelings Initially I was overwhelmed by the academic research that is required to carry out to get and build an academic argument. I have a full-time job to consider and together with the continuous development within my company and courses I need to attend this is a jigsaw of time management. 
· Evaluation I am happy that I have found a balance to complete my company work, family life and university work. I found starting an assignment I procrastinated rather than getting on and doing the work, but once I started I found I really enjoyed aspects of the module. I really like and want to explore the concept of emotional intelligence and how everyone has an emotional quotient and this can be an effective tool in academic and employment styles.
· Analysis I found myself talking and communicating with the university group and my son who is also in university to brainstorm ideas and develop solutions to items I was unsure about. I developed a good understanding of the CRAAP test and applied this to my academic research.
· Conclusion I have nearly completed my assignment and with the help of my tutor, group and family I am sure I will succeed. In future I will stop procrastinating and just get on with the work assigned. 
· Action plan I have dedicated a set amount of time for university work on the weekend, midweek is dedicated work and family life, with Thursday evening set for university lectures. 
[bookmark: _Toc32491444][bookmark: _Toc456901523]2.1 Evaluate own Academic Skills 
[bookmark: _Toc32491445]2.1.1  Current Academic Skills

My academic skills are improving all the time as I listen and learn, I am fully aware that I am still going to make mistakes but I will learn from them. I have a basic understanding of the academia required to pass my course and fill only better myself in time as I learn. 
I have already passed level 2 in literacy and numeracy as well as digital literacy, but the demands of university are much greater. I need to learn and adapt to different ways of writing and making sure the spacing and margins are correct. I must concentrate to research like a pro and follow The CRAAP test to prove and build a good academic argument. 



I also want to discuss emotional intelligence in relation to academia, does this differ from employability. 
Emotion understanding encompasses one’s knowledge base regarding emotions and emotion-related phenomena. It is the “central locus of abstract processing and reasoning about emotions and emotional information” (Mayer et al., 2001, p. 235). It includes the
following types of emotion knowledge: the vocabulary of emotion terms, the antecedents and consequences of emotions, the way
emotions may combine or change over time, and the likely effect of a specific situation on one’s emotions now or in the future
(Mayer et al., 2016; Mayer & Salovey, 1997).
To be effective in academia you must train yourself to learn, and to learn new concepts, ideas, philosophies and this can be overwhelming. In my opinion the idea of emotional understanding does play a part and differs from employability. You have got to accept a new situation and learn to adapt to the new lessons being taught. In the first instance this is overwhelming, but as you learn to accept and embrace the new ideas and strategies you develop emotional understanding to encompass your new knowledge and to embrace new ideas and concepts. In other words you are learning to be in control of your own emotions, This then becomes emotional management.

















[bookmark: _Toc32491446]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?

	
 Havard referencing





	
Basic referencing and citation
	
Advanced understanding of referencing
	
Youtube videos, watch UWTSD referencing material online

	
Effective researching using CRAPP





	Basic research
	Academic researching skills
	Go to UWTSD Moodle and Library and research how to research academically
















[bookmark: _Toc32491447]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?

	Finish my outreach course
	Complete all my assignments on time
	Getting my grades back from my tutor
	Next assignment due 20th March
	I can consult my course tutor Julia.

	Better my Havard referencing
	Spend 30 minutes a week implementing Havard
	Achieving a good grade in my course work
	September 2020 course completion
	UWTSD library

	Effective researching
	Using the CRAAP test to research reference material
	Able to stand up and confidently argue my case with clear academic research
	September 2020 course completion
	UWTSD library


[bookmark: _Toc32491448]














Conclusion

Completing this assignment has taught me that there is a difference between academic leadership and employment leadership. I have researched the different employment leadership styles and skills, I have found out that there are a range of styles that a leader could use to motivate and inspire a team to success. I have researched what makes an effective leader and found out that there are leadership qualities in certain people that are inherent in their ways of working. By this I mean they automatically become a good role model, leading a team to success, inspire the team to go further and develop coaching and mentoring styles to instil confidence in new team members. 
In my opinion there is a distinct difference between a manager and a leader. Whilst a manager can be a leader it is nearly always in current employment that the manager sets the team goals and strategic aims but it is up to the leader to lead their team and to inspire the team to achieve these. 
“Author James Kerr is an author, consultant, inspirational speaker and businessman who has spoken to the most successful sporting teams, The All Blacks – and has worked with some of the world’s most exceptional organisations, from Tier One Special Forces to Formula One teams, Premiership Football managers to Olympic teams, Google to Spotify to Boeing. 
He has identified 10 differences between leaders and managers.”  
	  Managers
	Leaders

	Set goals
	Set visions

	Usually think in the short term
	Usually think in the long term

	Maintain the status quo
	Favour change for the better

	Don’t want to get out of their comfort zone
	Leaders are sometimes risk takers to see outside the box

	Process focused
	People focused

	Supervise the team
	Coach the team

	Managers manage
	Leaders lead

	Authoritative
	Charismatic

	Assign tasks 
	Encourage ideas


(Kerr, 2015)
Whilst this is just an example there is a difference between an effective manager and leader. Above all a leader must have excellent interpersonal skills and emotional intelligence. I have researched the emotional intelligence and found this to be very engaging. It looks into the emotional quotient of any team member and how the leader can empathise and inspire this within the team and for each individual team member. 
A leader must use their skills to network in a variety of situations, both in work with other colleagues and externally with others in the same field to exchange ideas and try new trends to improve their leadership skills. 
I have carried out a SWOT analysis to identify my strengths and training needs then completed an action plan to develop my skills further having identified my training needs. 

I have researched into developing good academic skills for creative writing and researching like a pro. I have used The CRAAP test to find out if my research is Current, Relevant, Authoritative, Accurate and Purposeful. This is an useful way to research academically, by this you must provide an argument or a viewpoint based on research from credible sources that have passed The CRAPP test. I have found out that you can apply this to online sources, books and journals. I have used referencing material I used whilst I was in catering college as an example of The CRAAP test
I have completed a SWOT analysis and found out my training needs (weaknesses) and completed an action plan to develop myself in these areas. The main area for improvement is The Havard Referencing System. This is the referencing system the university uses and demonstrates that you can reference 
I am now confident that I can construct an academic argument and give my opinion based on my academic research and findings.  
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Screenshot of online leadership quiz where I attained 100%
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Correct Answers for: Module 1 quick quiz

Question #1: Job-specific skills are also known as
+ Correct
Your Answer:
. hard skills
Correct Answer:
. hard skills
All Possible Answers:

-+ soft skills
-+ hard skills
-+ transferable skills

Question #2: General workplace skill descriptions should
+ Correct
Your Answer:
- allof the above
Correct Answer:
- allof the above
All Possible Answers:

- start with a verb
= give some insight into an example from your work experience.
= all of the above

Question #3: Resumes should be adjusted
 Correct
Your Answer:

- foreach and every job application
Correct Answer:

- foreach and every job application
All Possible Answers:

= periodically only
= for each and every job application
= when applying for jobs in differen





