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[bookmark: _Toc36134380]Introduction
In this report we will look at employability skills and academic skills. What are the differences, what skills are needed for employment and what extra skills are needed for leadership roles. On the Academic side, what skills are needed to study and to be successful in University.
We will look at one persons skill, analyse where there are gaps and what can be done to close the gaps.  
 
[bookmark: _Toc36134381]Part 1 Employability 
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[bookmark: _Toc36134382]Leadership employability skills in general.
Technology is rapidly changing in the workplace, as a result of these changes, the skills employers are looking for are also changing, meaning new and old employees need to develop their skills to be able to keep up and succeed in businesses with changing needs. 
Employers still look for people who have a good work ethic, transferable skills, excellent communication skills and leadership ability, as well as being able to adapt to change. (Ricketts, Ricketts, 2010)
Employees who have personal transferable skills will stand out to potential employers as these characteristics are important to all organisations. ( Morgan, 2017)
Academic skills and employability skills overlap each other as we use very much the same skills in study and work, with a few extra skills for study and a few extra skills for employment. (Morgan, 2017, p.44) (Appendix 1) (fig 1)
There are only a few differences in employability skills between employees and leaders.
All employees need to have the top 10 employability skills below, but to be a leader you need to also have the extra 5 essential leadership skills.
The top ten employability skills are:
How you work
· Using initiative and being self-motivated
· Working under pressure
· Organisational skills
· Ability to learn and adapt
How you work with others
· Communication and Interpersonal skills
· Valuing Diversity and Difference
· Teamwork
· Negotiation skills
How you think
· Numeracy and IT skills
· Problem solving skills
(STEM learning). (Appendix 1) (fig 2)
To be a good leader you would need to have all the above employability skills plus 5 essential leadership skills:
· Communication
· Motivation
· Positivity
· Creativity
· Feedback
(Appendix 1) (fig 3)
Employers look for a number of qualities in a potential employee. The most sought after skill is oral communication. (Morgan, 2017,p,44) (pg 24).
[bookmark: _Toc36134383]Leadership styles.
A lot of people associate a Manager or Leader as being the boss who dictates to others what to do.
There are different styles and approaches to leadership, so not all bosses are the same.
All leaders have their own leadership styles. Some can be very strict and run their team by the book and stick to rules and regulations, where as others may be more open to creativity and new suggestions on how to change things to achieve results or hit targets.
The 10 most common leadership styles are:
· Coaching 
A coaching leader can help individuals develop as they tend to recognise their teams individual strengths, weaknesses and motivations. A coaching leader would help set smart goals for individual team members and give regular feedback sessions to make sure these goals are being achieved.
· Visionary        
A visionary leader can see how things would look in an ideal world and works toward that idea. They see the potential for change and will make a plan on how to put this into action.   This type of leader would encourage continuous improvement. They would be already ensuring their team members are aware of and where possible utilising all aspects of continuous improvement. (Lucas, S, 2019)                                                                                                   
· Servant
Servant leaders are good at working on moral and building team work.
· Autocratic
Autocratic leaders tend to focus on results and efficiency. They stick to the rules and guidelines. They work by the book and expect employees to do as required when requested.
· Democratic
A Democratic leader, a combination of 2 leadership styles, Laissez-faire and Autocratic, drives discussion and participation to consider everyone’s views before making decisions. 
· Laissez-faire or hands off
A Laissez-faire leader tends to delegate to team members freeing up their own time to deal with other projects.
· Pacesetter
A Pacesetter leader is performance focused and expects to hit targets.
· Transformational
A Transformational leader is similar to a coaching leader as they focus on team motivation and goal setting.
· Transactional
A Transactional leader is similar to a pacesetter leader as they focus on performance.
· Bureacratic
A Bureacratical leader expects their team members to follow the rules by the book, no room for creativity, very similar to an Autocratic leader. (Indeed, 2020)
Leadership styles are situational. Not all leaders only have one leadership style, they can have different leadership styles as one leadership style may work for one circumstance and another leadership style may work in a different scenario, i.e. a person can be a Bureaucratic leader in the workplace but when they are on the football pitch can be a Transformational leader.
The difference between a good leader and a great leader is a good leader will impress you with what they can do and how well they do it. A great leader will impress you by showing you what you are capable of doing and show you how you can achieve your goals.
A boss will tell you what to do and expect you to get on with it as where a good leader will show you what needs to be done and show you how it can be achieved. (Fredshaw) (no date) (Appendix 1) (fig4)
[bookmark: _Toc36134384]A great leader
Steve Jobs was seen to be a good leader. He was the founder of Apple and Pixar and an iconic leader who lead several organisations to become the most powerful in the world.
As well as being a leader Steve Jobs also invented the family of ipads, ipods, iphones, retina display and the Macintosh.
Steve Jobs was an enigmatic character with a temperamental attitude and he was quite hard on people if things didn’t go the way he wanted them to or if their work wasn’t up to his standards.
Steve helped transform Apple in his early 20s from his parent’s garage. His vision was to create the first fully packaged computer and create his own company.(Kolakowski 2011)

Steve Jobs was classed as a great leader due to his passion for his company and its people and he had a clear vision of what he wanted and what he expected. But others saw him as a dictator, arrogant and mean. His leadership style may have been the key to his success with Apple, if he had a different leadership style he may not have been as successful.(Henson 2011)
So on reflection of Steve Jobs leadership skills he was a successful leader due to his Passion to succeed and belief in his business, but some may argue he was not a very nice person to work for. 


[bookmark: _Toc36134385]My leadership employability skills.
Where I exceed in employability skills, I lack in some leadership skills to which I have taken steps to close these gaps to succeed in securing a management role in the future. 
My strengths in Leadership employability skills would be my good communication skills and my time management as I like things to be completed with time to spare.
My weaknesses would be my creativity and negotiation skills as I do like things done a certain way and am not always happy to change my mind. 
I have completed 2 leadership style quizzes and a personality guide and based on the results my leadership style tends to be a Democratic leader. (Appendix 2)(fig 1.0 -1.6)
On reflection of these results, on the basis that a Democratic leader is a combination of 2 leadership styles, Laissez-faire and Autocratic I tend to agree on Laissez-faire but not so much on the Autocratic side.
As a leader I would see myself as being fair with good communication, express a level of emotional intelligence and positivity, I could deal with a negative situation in a professional and calm manner, but I feel I could improve my negotiation skills to achieve a better outcome to difficult situations.
After a difficult situation I would reflect on how it went, what I could have done better and what would I do different in the same situation if it was to arise again. This way of thinking has come from learning about Graham Gibbs’ model of reflection (1988), Terry Bortons’ (1970) Experimental learning cycle and David Kolb and Ron Fry (1975) reflection model over the last 6 months. 
[image: ]



[bookmark: _Toc36134386]My current employability skills.
I have been working in an office environment for the last 17 years and undertaken a number of different training courses to up skill for different roles.
I pride myself in my excellent customer service skills and my interpersonal skills as well as other skills relating to my job.
My current skills and Attributes:
· Customer service                                
· Problem solving
· Knowledge
· System knowledge
· Negotiation skills
· Ability to learn and adapt
· Communication skills
· Self motivated
· Work under pressure
· Teamwork 
· Reliability
· Honesty and integrity
· Balanced attitude to work and home life
· Commitment
· Motivation and enthusiasm
· Time management
Each time I participate in a new training role I gain another skill i.e. I have completed a training course called Continuous Improvement and gained LCS Level 1A and received a Certificate as acknowledgement of completing this training.


Gap Analysis 
        This is my gap analysis which shows where I am lacking employability skills, and what I     
       Intend to do to close the gaps and gain the 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?

	I would like to take on some of my managers managerial roles to improve my experience.  





	I can track the KPIs and see where improvement is needed.
	I am lacking experience and authority.  It is not my place to discuss performance.
	The only way for me to fix this is to get the experience by asking my manager to allow me to take on some of his managerial roles, including 121 discussions on performance.


	I would like to be able to confidently use excel and power point without asking for assistance. When something doesn’t work or I can’t do something I want to be able to overcome the issue myself.



	I can do graphs and transfer info from excel onto a power point but sometimes require assistance.
	I am lacking knowledge on excel and power point.
	I can fix this by completing an excel and power point online course to gain as much knowledge as possible.

	I want to be a mental health first aider alongside a managerial role.
	I can confidently sit with someone who is having problems or a crisis and need to speak to someone who is calm, understanding, who won’t judge and will just listen.
	I am lacking qualifications in this area.
	I can fix this by completing my psychology Diploma course online which I do in my own time.

	I would like to take on a group of under achieving staff members who are struggling with targets and change their mind set on how they do their job and get them to a better level.
	I can see where people are struggling and I know how to get them to a better level.
	I am lacking experience
And qualifications. 
	By hopefully passing my skills for the workplace course I hope to have gained some experience by this time and work to gain the position I would like to do, and get my knowledge about the job over to others. 


                                                          
                                                              Action Plan 
                                                                 
My action plan to show what I plan to do to overcome my Objectives.
	[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?

	I want to lead a team.
	Get the qualifications required
	Participating in CERT HE Skills for the workplace course with UWTSD
	August 2022
	My line manager and my tutor, as well as working hard myself to pass.

	I want to improve my IT skills
	Practice different processes on each platform and gain knowledge
	Completing the UDEMY complete Excel mastery course
	October 2020
	Time management to fit in an extra course. Course material. 

	I would like to be a mental health first aider.
	Get the qualifications required.
	Completing a psychology diploma through The Centre of Excellence online course.
	December 2022
	Online course material and time to complete the course.

	I want to take team meetings
	Ask my Manager to lead a team meeting
	Ask my team members for feedback after each meeting
	December 2020
	Manager permission and support
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[bookmark: _Hlk498694375][bookmark: _Toc36134388]2.0 Reflection on Academic Skills required for University Level Study 
[bookmark: _Toc456901523][bookmark: _Toc36134389]Academic skills.

When you undertake any kind of study, whether it be in college or university it is a good idea to make sure you have good academic skills that will help you along the way.
It is advised by Price & Maier (2005 p.3) that getting to know yourself as a learner is important so you know what you need to improve to get the best out of your studies. This can be done by doing the Honey & Mumford (1992) learning styles questionnaire.
Core academic skills from English and Mathematics are developed through primary and secondary school, they are:
· Reading
· Writing
· Listening
· Speaking
· Number and Quantity (ACT 2020)
You will develop further academic skills as you go through secondary school and into college.
10 academic skills that will help you be a more efficient learner:
· Written English
· Essay Writing
· Reading
· Note taking
· Independent learning
· Research
· Presentation skills
· Exam technique
· Social skills
· Conversational skills
To get through university life, having most of these essential skills will help you. Social skills and conversational skills are important as you will meet a lot of people over the years you are studying and this can help you when you meet new people and make new friends. 
English language is an essential skill as you will need to make sure your Grammar and spelling are up to scratch and you are able to express yourself and argue points when writing Essays and Assignments.
You need to be able to work independently and know how to do research for your work. It is a good idea to take notes when in class and write them down so when you come back to them later you can remember what they are related to. Read all contents thoroughly so you have a good understanding of what you are expected to do in your work. 
Presentation is an extremely important skill as you will most certainly have to do presentations during your time in university. You can take classes to build your confidence if this part of study terrifies you. (Oxford Royale Academy, 2014).
Organisation skills are a must to succeed in study. If you are not organised, this will show in your research and writing and can be academically challenging.
Time management is a skill not everyone is good at but you will need to master this skill or it could have consequences, i.e. deadlines. Keeping a times table to manage your study expectations is thought to be a good exercise. Prioritising what needs to be done as high urgency and high importance should be at the top of the list and low urgency and low importance lower down the list. Using the covey time management Grid will help with this. (Covey 2004)
If you are lacking some of these skills you will certainly learn them along the way whilst studying. 
As you work through your university year, you will develop your own Academic learning style. It is advised to read at least 3 or 4 different journals or articles written by a lecturer and see how their learning style changes in each one. (Morgan 2017 p.145-146)
As you excel through your study year it may be wise to take time to reflect on how your academic skills are compared to when you first started studying. Also reflect on your learning style and look at Kolb (1984) Learning cycle. (Price & Maier 2005 p.6) (Appendix 3 fig 1).

[bookmark: _Toc36134390]My Academic skills.
I have been out of study for over 30 years. Being back in the class room has made me realise I am lacking in a lot of Academic skills. 
I have the basic skills, English, maths, reading etc but I lack English language i.e. when writing assignments the correct language to use doesn’t come easy. I know what I want to write but struggle to write it in an academic way. 
I have signed up to a few online courses to update my English skills and have been reading journals and articles to try and pick up on the academic language. I hope to improve through my study year.
I have done a Gap analysis to show where I am lacking in my academic skills and an Action plan to show what I intend to do to close the gaps in those skills. 
I am 6 months into my study and I can see where I need to improve, whereas before I started my studies I didn’t know I was lacking these skills.  I believe I have improved my confidence slightly since starting my studies.

[bookmark: _Toc36134391]Gap Analysis.
Gap analysis to show where I am lacking academic knowledge and 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?

	I want to be able to confidently write an assignment without worrying about Grammar and how to word a paragraph correctly.





	I can write an assignment but spend a lot of time correcting Grammar and rewording sentences to sound correct.
	GCSE English. Knowledge on how to write a sentence using the correct wording.
	Re-do English language.

	I want more time to be able to study and complete all the courses I need to take to reach my goals.






	I study 2 full days a week and an hour or 2 a few evenings a week.
	Enough free days in the week, organisation of weekend activities.
	Rearrange who takes children to activities on weekends. Delegate to family members who have offered to help freeing up more time to study.

	Improve my academic skills overall.
	I don’t have many academic skills as I have been out of study for over 30 years.
	I am lacking in study knowledge i.e. presentation, writing skills, and reflecting skills.
	Learn as I go through my course. Read more articles and journals to pick up on writing skills and English language.



[bookmark: _Toc36134392]                                                             Action plan
My action plans to show what I intend to do to overcome my objectives.
	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?

	I want to write an assignment with the correct Grammar and wording.
	Read journals books and do an English course online.
	Write some essays and get my partner or son to mark them and advise me where I have gone wrong and what I need to improve on. 
	July 2021
	An online English course and my family.

	Do a Presentation
	Do some presentations at home.
	Ask family and friends to be my audience and ask for feedback.
	October 2020
	Research how to do a good presentation. Family friends and work colleagues for audience.

	Improve my critical thinking.
	LinkedIn have learning courses on different academic skills so I will complete the critical thinking course to help me.
	Pass the course and ask family to help and support me.
	Oct 2020
	Watch the video on the course and complete course until passed.

	
	
	
	
	



Where do I want to be in 12 months time?
In 12 months time I would like to have passed my first year of study with a pass mark. I hope to have improved my presentation skills by taking regular team meetings and gain new experience in my work place and to set new goals for the meetings and gain new experience in my work place and to set new goals for the future.
Where do I want to be in 3 years time?
I would like to have graduated from the University of Wales Trinity St David and be in a position to apply and get a manager role within my company or succeed in gaining a manager role with another company.
Where do I want to be in 5 years?
In 5 years I hope to be a successful manager of a team within the company I already work for or if an opportunity arose to join another company as a manger. I would update my PDP on a regular basis to make sure I look for further opportunities over the years.
I have updated my timetable to fit in more study to fit in the courses I wish to complete. 
[bookmark: _Toc36134393]Timetable 
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday
	Sunday
	

	work
	work
	work
	study
	study
	study
	study
	Morning

	work
	work
	work
	study
	study
	study
	study
	Afternoon

	work
	work
	study
	study
	study
	study
	study
	Evening

	read
	read
	read
	read
	read
	read
	read
	After 8pm



A time management quiz has been completed online and the results were surprising.
The results for the person show they have good time management skills with secondary perfectionist behaviour. This may be true in some scenarios but it is not agreed that this person is a perfectionist, but they agree they like things to be done to a certain standard.
After completing a communication quiz the results were not expected. The result advise: “You're a capable communicator, but you sometimes experience communication problems. Take the time to think about your approach to communication, and focus on receiving messages effectively, as much as sending them. This will help to improve your ability to communicate”. (Mindtools.com).
The site also gave good feedback on how to improve communication skills.
The communication process.
[image: ]
	
Planning your message – Creating a clear message – Choosing the right channel – Receiving and interpreting a message – Feedback. 
A negotiation questionnaire was completed online and the results are agreed by the participant.
[image: ] (Psych test)
[bookmark: _Toc36134394]SWOT Analysis for academic skills.

                     STRENGTHS                                                                                      WEAKNESSES
	
· Research skills
· Time management skills
· Reading skills
· Communication skills
	
· Writing skills
· Reflecting skills
· Presentation skills
· Negotiation skills

	                        OPPORTUNITIES
· Increase my marks on assignments
· Pass 1st year of course
· Get accepted onto 2nd year of University

	                                THREATS

· Illness 
· Family issues
· Failing course



A SWOT analysis has been done on the student’s current academic skills to show what they believe are their strengths, weaknesses, threats and opportunities.
They believe they have good research skills and enjoy researching information. They have improved on where to find research and how to use The University online library.
They need to improve on presentation as they do not have any presentation skills which will let them down when they need to do a presentation. They have looked into courses to improve their writing and reflective skills. 
At the moment their presentation skills writing skills and reflective skills are a threat as this could lead to failing the course. By doing courses to help with these skills they can turn them into opportunities. 
Other threats are illness and family issues, which in the current situation they are doing everything they can to keep their family healthy with vitamins and self isolation. 



[bookmark: _Toc36134395]Conclusion
As the contents above show, employability skills and academic skills are very much the same and overlap, as you need a lot of these skills for both study and employment. There are also a few extra skills you need in employment and others you need in study that don’t overlap. These differences are shown in part 1 leadership employability skills in general. It is also mentioned what skills employers look for in an individual.

Using reflection models, time management grids, learning cycles, creating a SWOT analysis and working out where there are gaps in both skills by using the gap analysis, an action plan was then put in place to show what was required to close these gaps. By sticking to the action plan these gaps can be closed by the specific dates provided on the plan.
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(fig 1) Academic skills and employability skills overlap.                             (fig 2) Top 10 employability skills.
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(fig 3) 5 essential leadership skills.                                                         (fig 4) Good boss Great boss
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(fig 1.0) Personality Guide that was produced on the back of a leadership style quiz.
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Fig 1. Kolb learning cycle.
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