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[bookmark: _Toc456901515][bookmark: _Toc32491435]Introduction 
The report writer is going to be looking at the key skills and attributes that make a person more employable. They are going to look at the basic skills that are deemed the 10 sought after attributes and skills that employers look for. Then how we can develop these employability skills to fit a leadership role.
The report writer is then going to look at a variation of different leadership styles and how different types of leaders have different views on how a team should function.
Then we will be looking at the employability skills of the report writer and how these can be improved and developed to fit a leadership role. We will then do the same with academic skills and see how these skills can be further developed.  Followed by an action plan to organise their goals and have a clear view of what is needed to achieve these goals. 
The report writer will then take all the information and come to a conclusion on what we have learnt from this assignment.
[bookmark: _Toc32491436][bookmark: _Toc456901517]Part 1 Employability 
1.0 [bookmark: _Toc498692289][bookmark: _Toc32491437]Explore ‘Leadership Employability Skills’ in general
According to a paper published by Stem learning there are 10 skills that employers look for when recruiting a new employee, we are going to look at these skills and see how you would have to develop them into becoming a good leader. 
The first skill we are looking at is to use one’s initiative and be self-motivated, therefore have the ability to complete tasks without being asked, following instructions and know when to ask for help if needed. A good leader would have to be able to give good instruction to employees and clearly outline employees’ tasks, encourage them to use their initiative and that you would be open to new ideas and suggestions. Whilst assuring them that help is always available if one requires it. 
The second skill is to be organised, planning work to meet deadlines and manage time well. A leader would have to clearly outline expectations and time restrictions whilst also managing their own time effectively, could use timetables to illustrate and keep everyone motivated and on track so everyone knows their deadlines and requirements. 
Then there is the ability to work under pressure and to deadlines, this being in an orderly and time effective manner. A way the report writer could manage time better would be to refer to Covey’s time management grid. Putting tasks into different categories, urgent, non-urgent, important and not important. This way if any tasks do need to be postponed at least urgent and important deadlines will be met first.
Then there is the ability to learn new things and adapt from learning form successes and failures. 
Another important employability skill is the ability to communicate well and have interpersonal skills. To able to explain what you mean clearly that could be in either writing or verbally whilst also being mindful and trying to understand other opinions and views. 
The ability to work well in a team and understand your place within a team and how to get things done as part of that team whilst working with people with different skills and personalities. According to Belbin’s Team roles there are 9 different roles that people fall into whilst working in and as part of a team.
To think about that others and what you need and want and have the ability to negotiate this and be able to find a fair solution for everyone. Look for ideas that benefit your colleagues and yourself. 
Then there is valuing diversity and difference, respecting others and showing consideration for other’s needs.
Having the ability to solve problems, finding the root of problems and finding a solution and then implementing measures to assure these problems do not keep arising.
To have IT and numeracy skills is also very important, to obtain meaningful information and record the data and numbers to back this up. Keeping everything organised and clear.
To be a good manager or leader you would have to have all these points and extra. You would have to be able to evaluate one’s self and have a non-biased view on your own opinions and look at yourself how others see you. Also, to reflect upon past events and make future changes based on this reflection to adapt and improve.
You will need to be creative and keep your team motivated. To be a great leader and don’t assign anyone something you wouldn’t be willing to do yourself. Positive reinforcement is also a good skill to have as a leader to keep people feeling positive. If criticism is necessary, make sure that it is constructive and keeping morale high and a learning moment. 
Although there are four different leadership styles. Autocratic, this type of leader doesn’t encourage people to think for themselves. This type of leader is typically more detached and there is a sense of quantity is better than quality. They like every decision to go through them and their opinion only.  Democratic leaders then take into consideration others’ opinions. They may take longer to make a decision, but two-way communication is usually the way this type of leader works. Laissez-faire style leaders take more time coming to any decision as they like to take all workers opinions into account and there may be numerous discussions and deliberations regarding a single decision. This is usually not cost effective for business. Then there is the Paternalistic style of leading. This type of leader likes to act like a parental figure and has a softer form of leadership always wanting to support and guide staff. 
The John Adair model believes there are three generic areas of leadership, achieving a task, building and maintaining a team and developing the individual (Appendix A).

[bookmark: _Toc32491438][bookmark: _Toc498692292]1.2  Evaluate own Leadership Employability skills 

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

The report writer has made a gap analysis here to see what skills they have already and what skills need to be improved on and how. The report writer can then make an action plan from this information. 

	Objective

	Current Position

	Deficiency

	Action


	What I want to do?

	What can I already do?
	What am I lacking?
	How do I fix this?

	Organised 




	Organize appointments. 
	More responsibility.
	Request more responsibility from superiors, to host staff meetings.

	Confidence in speaking






	Liaise with patients over the telephone, in person or via email. 
	The opportunity to speak to the team to build my confidence in speaking to a group.
	To speak in front of the whole team and go through points brought up by my superiors.

	Ability to work to deadlines.
	Keeping to appointment times and making sure all tasks I oversee are completed on time.
	The ability to have more responsibility to have to juggle and manage more tasks in a planned-out timeframe. Or delegate tasks to others and advise on good time keeping 
	Gain more responsibility to practice managing more tasks time effectively.

	Reflection 
	To reflect on my own actions.
	Different wats to look at refection to see ways to further better myself and make changes to develop myself or as a team.
	Research different methods and models of reflection.


The report writer has identified some of their own skills and areas that need improving to be at leadership level. Now these areas have been identified the report writer will construct an action plan to organise and prioritise the next steps to take to develop and improve the present employability skills.  One can’t always see areas that need improving, as shown by the Johari window.
 [image: ]
You could use this model to ask colleagues or superiors what areas they think you might need to work on to improve your leadership skills. 
[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?

	Confidence and to speak in front of people 

	Practice and gain the knowledge to be able to confidently and openly discuss the topic.
	Request feedback off people I’ve Spoken too and ask manager in work and university tutor. 
	01/05/20
	I would have to find somewhere to give a presentation/discussion on a certain topic. 
Could ask manager or tutor.

	Reflect and develop
	Research different ways and methods of reflection. 
	Have feedback from employer, tutor or colleagues. 
	15/05/20
	To look at different methods of reflection.

	To be more organised 
	Although this is already a strength, and I am very good with timekeeping, I would like to apply this whilst having more responsibility or to help others manage time also.
	Ask my manager for feedback and ask anyone that I have given help wit in work on how to manage tasks time effectively. 
	05/06/20
	To have more responsibility from manager and be able to allocate tasks to others and advise them on ways in which they could manage these tasks time effectively.

	Ability to work to deadlines 
	To have a range of goals to manage and compete in a specific time frame. 
	Ask employer and university tutor for feedback.
	29/06/20
	I would need advice or research on how to manage time effectively. 


Here the report writer has made an action plan to focus and prioritise the next steps to become a better leader. These are steps that the report writer can work to in achieving one’s goals. The report writer has outlines specific areas that require developing to become a ‘good leader’. 
Confidence and the ability to speak in front of people is a key skill to have if you are going to lead people. You would to have to be able to communicate with a team and be assertive but still empathetic. Organisation and working to deadlines is important as you would have to plan and maintain workloads, allocating timeframes, prioritising tasks and resources effectively. Reflection is very important as it gives us time to examine ourselves. Look at our attributes, experiences and our perspectives. It can give us an insight on how to move forward productively and solving problems that can be avoided in the future. There are many different models that you can look at to help with this. The experiential learning cycle tells us to look at a concrete experience, reflect on that experience therefore reviewing what has happened to abstract conceptualisation that is to come to a conclusion from the experience and then to actively experimentation, so to try out what you have learned and see if your experience is better the following time (Appendix B).
[bookmark: _Toc498692297][bookmark: _Toc32491442]There have been timeframes added to limit procrastination and to actively set out to achieve these targets as soon as possible. The action plan could always change as one is developing and you may find you have different views or goals in the future. You should review your progress and remember to reward yourself to stay motivated always asking for feedback from colleagues, superiors and tutors to ever improve. 
Part 2: Academic Skills 
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[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?

	Communicate and present information effectively.





	Can create power point presentations.
	Timing it and speaking through a presentation and being prepared for questions relation to a presentation.
	Learn how to analyse the facts that have been put into a presentation looking at other opinions and arguments and being prepared for other views. 

	Researching and analyzing literature and presenting findings.




	I am familiar with looking things up online and reading through books. 
	Confidence in looking on an online library and looking at different journal articles. Need to improve my Harvard referencing.
	By guidance from my tutor and practice.  

	Information gathering techniques. 
	I am able to look at data and create graphs and charts.
	Improve my research methods to get a better overall result.
	Look at analysing data more effectively and how to research better by reading online and looking at the guidance given by my tutor. 


[bookmark: _Toc32491447]The gap analysis above shows us a few of the areas that I need to work on to improve my academic skills. From this gap analysis I can construct an action plan for future improvement and have a set of goals clearly outlined to work toward and improve. The ability to communicate and present information effectively is going to be an important skill to have to be a leader in my opinion as you need to be able to be able to deliver instructions and directions for tasks directly and clearly so employees understand you with ease and can complete the tasks that have been assigned. Researching and analysing literature I feel is important when in a leadership role as you would have to pass information on to other employees and this Information needs to be accurate. As long with information gathering techniques. You could help motivate employees using graphs and charts. This could also be used as a tool to demonstrate good time management. 
Below I have constructed a swot analysis to outline some of my strengths, weaknesses, threats and opportunities. From this as I develop, I can turn my weaknesses into my strengths and my fears into opportunities. I can refer back to this to progress further and help me stay focused and keep identifying new strengths, weaknesses, opportunities and threats.
	[bookmark: _Hlk511915604]
SWOT 


	
STRENGTHS
Empathy
Adaptable 
Initiative 
Common sense 
Organised
Ability to work at fast pace 
Self-awareness 
9 years’ experience dental nursing
	
WEAKNESSES
Confidence speaking to crowds
Quietly spoken
Working long hours – Lack of social life
No experience in other fields
Experience managing teams 

	
OPPORTUNITIES
New Job
Recognition
Respect
Promotion
Financial stability
New prospects
Develop skills to manage teams 

	
THREATS
Pressure 
Sexism 
Support from family 














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?

	Communicate and present information correctly. 
	Work on my presentation skills. Gain practice in presenting a presentation whilst talking through it and giving people feedback to questions and different views. 
	I could ask for feedback, give feedback forms at the end and how I could improve in the future. 
	10/07/20
	I could ask my boss in work to assist or host staff meetings. I could also gain experience in class presenting to my fellow students.

	Researching and analyzing literature and presenting findings.

	Build my confidence in researching from unfamiliar places. Look into the many different areas that I could gather information from. Applying the CRAAP test to check the sources were good to use. 
	The results would show in my assignments.
	10/05/20
	Ask my tutor for feedback from my research methods in my assignments.

	Information gathering techniques.
	Look at the guidance given to me by my tutor and apply the CRAAP test. Look at how to analyse data more effectively.
	Have getter results with statistical graphs I’ve produced. The results of my assignments and feedback from my tutor would also help me identify what areas I’m improving on and where I could improve.
	10/06/20
	Dedicate time and effort to researching myself and seek guidance from my tutor as to where I can improve.



In the above action plan, I have outlined a few of the areas I would need to develop to improve my academic skills. I have selected these areas as I feel that they are going to be beneficial to me in the short term (as discussed above) and I would then be able to go on and further other skills that are required to improve to be at a leadership level. Further Academic skills to improve could be being more mindful, this could be with the tone in voice that is spoken, or the type of body language being shown.  Another area to be improved could be my networking skills, this could be improved by professional online sites (e.g. LinkedIn) or conferences. Or even to manage my own learning and take more time to reflect to help improve. 
Here I have constructed a 5-year plan. This is to outline some of the goals I will achieve by developing my employability skills and academic skills. 
	Short Term Goals (next 12 months)

	
Communicate and present information correctly
Researching and analyzing literature and presenting findings
Information gathering techniques
Completion of Level 4 certificate of higher education skills for the workplace 
Promotion to manager or head nurse at work
Possibly new position at another practice that progression is more feasible.



	Medium Term Goals (2-3 years)

	
Further developed academic and employability skills 
Practice manager 
Increased wage and financial stability 
Recognition for the work I carry out 


	Long Term Goals (3-5 years)

	
Have a full degree and Level 5 certificate in Leadership and management from ILM
Have job satisfaction – Be a valued employee 
Recognition 
Area manager 





















[bookmark: _Toc32491448]Conclusion
Overall, I think there are many different attributes to becoming a good leader. And every leader is going to have a different idea on what a good leader is. There is a belief that leaders are born and not made, and this is because of their own personal qualities e.g. Mother Teresa, Mahatma Gandhi, Moses and Margaret Thatcher. The theory suggests that because they have vision, good judgement, commitment, sensitivity to others, knowledge, willpower, energy and drive this makes them good leaders. 
There are many factors in different leadership styles that make me undecided on what leadership style I think would be best. It would depend on the type of business that you are having to run. Some businesses would not find it productive to have a certain leader in comparison to another. Weather that be because of time management or if your employees require a more sympathetic approach. It depends on the job that has to be carried out, so no two businesses are the same. 
It also depends on the attitude on the workforce. If you have a compassionate and caring leader some employees may try to take advantage of this so a more autocratic leader may be better suited to that environment. If you have a hard-working cooperative team that want to work hard as a team and do good for the business than a democratic or laissez-faire would be more suited. 
There are a large range of employability skills and for each role they will also be different. I have put the 3 areas I feel would be mort Important for me to develop in my action plan and this is because for the position I would like to progress to I would have to be able to speak to my team confidently and accurately to assure the surgery was running smoothly and everything done to a high standard. Also I would have to have good communication stills to liaise with patients more. I do currently communicate with patients, face to face, via telephone or email but I would also have to handle complaints at a more senior position and that would be a different dynamic than I am used to so confidence would have to be built and I would need thar sense of self-assuredness. Reflection I feel would also be a large part of improvement, as mentioned previously Kolb and Fry is a good reflective model to use but another example is Gibbs’ (1988) reflective cycle (Appendix C). You should write things down and you can refer to them at a later date if needed.
My academic skills I have outlined on my action plan that need improvement again are areas that I feel I would benefit from improvement immediately and that there are many more areas that could progress. My academic writing will improve with practice and guidance as I progress further through my course. Also managing my own learning will improve, identify the best places to research for certain topics and areas, this brushes upon the information gathering techniques area I have put in my action plan. This is important because I will need to know where to extract information from for my team and give the correct instructions to follow. 
The leadership employability and academic skills are vary closely linked. Both needed good communication skills, that be multiliteracy. You would also need good interpersonal and teamwork skills with the ability to engage with different cultures. The need for theoretical and practical experience with self-discipline. To have interpersonal skills and be open to new ideas and techniques, be adaptable to new situations and manage own learning. A high level of planning and organising would be needed for both. As is problem solving, being able to be independent and get work done in a timely and effective manner. 
I think my 5-year plan is realistic and if I take the time to concentrate on the areas I have outlines and more then It will be achievable. With dedication to this course and trying to achieve all of the skills I have mentioned will be a good start to achieving my academic goals. 
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