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The author of this assignment is a director of a building management company that specialises in commercial HVCA, including all fuels gas, oil and electric. So far, his company has contracts across South Wales which are as diverse as care homes, hotels, factories and most recently a football stadium with separate training complex. Running this busy company is challenging on times with a family consisting of a wife and two children but very rewarding.
On top of this, to further strengthen his business arm in this ever-changing environment he has enrolled on a business management degree course (skills for the workplace). Hobbies are limited with time availability, but his passion is football both watching and playing.
[bookmark: _Toc32491436]Part 1 Employability 
[bookmark: _Toc456901517]
[bookmark: _Toc498692289][bookmark: _Toc32491437]1.0 Explore ‘Leadership Employability Skills’ in general

Are you a leader?
Being a leader isn’t for everyone but that doesn’t make them any less employable. For example, Yoskovitz (2007) has listed 10 skills needed to succeed as a leader, 1 - lead by example, don’t go “missing in action” unwilling to get down and dirty, pitch in ensure your workers understand the work. 
#1 - The author during the tough winter was hands on with staff to ensure calls were covered, especially with several engineers were snowed in, no sitting in a warm office on went the overalls and out to work he went.
Second point was delegation, to be a leader you need to be able to delegate coherently. delegating effectively ensures that there’s a plain working field and everyone is on the same page and know exactly what they are doing.
Third - passion, a leader without passion, can't be a successful one, Passion drives success and provides enthusiasm to others especially your workers. Believe in what you strive and drive for, this gives positivity to fellow workers and will keep them upbeat.
A further point on Ben Yoskovitz list was about organisation, he went onto say that a disorganised leader isn’t a leader but is chasing his own tail. And when you think about it you realise its common sense when its written down and you digested.  These are just some of the skills listed by Ben Yoskovitz although some may disagree. 
In the Harvard Business Review, it gives a graph on what leadership, skills and management belief is needed the most. As you can see from the results below, they are quite different from the one’s mentioned in Ben Yoskovitz list. This does not make either list right or wrong it just goes to show that managers and leaders have their own interpretation on what skills are required to become a leader or manager. 
[image: ]
When we focus on leaders around the world, we can see many different styles, cultures, personalities and skills from varying age groups. If you take for example:
Queen Elizabeth II a monarch that led her country through 5 decades, and still puts in over 40 hours a week at work while at the tender age of 90. 
Not for personal gain but to lead the country by example. This means she sees her work as a service and not a duty, which means all ceremonies, meetings, engagements and public appearances are all important and delivered with passion and organisation in the same way, this allows any functions that are delegated to her trusted family representatives the leadership skills delivered by the Queen is transposed in the same way as though she herself is there.
Are we willing to adopt the same attitude? Not many of us would be at the age of 90 my guess would be. Her work throughout the 5 decades with the enormous social change and development, has on times been extremely testing and has helped her develop, grow and mould her leadership style and delivery for others to follow and replicate. As political commentator Andrew Marr points out: “There are no reliable records of the Queen losing her temper, using bad language or refusing to carry out a duty that is expected of her. As well as her kind and loyal reign her character was described as that of being mature, determined and committed to the highest order of which, has made her one of the longest-reigning monarchs in the world.
Throughout her reign the world has changed dramatically and emphatically and with that, the Queen changed the monarch to rival and stay in touch. With the country becoming a multicultural and diverse society and while the nations role in the world shrunk as it decolonised, she still presided over it with grace, dignity and respect. 
She is often seen as an admiral woman who since becoming The Monarch at the tender age of 25 years old has reigned over her country with pride and served us with dignity, class and loyalty. Whilst doing so, she has become the most travelled monarch in history visiting 116 countries in her reign.
The determination of leading the country through tough times, leading by example and all, at the age of 90. Her “Keep Calm and Carry On” attitude never faltered rather than rally against changes, as many other monarchs in the past have done. 
Under Queen Elizabeth we should be reminded that with any change we should never fear it but be thrilled as her record speaks for itself:   
Going against Sir Winston Churchill’s wishes she modernised the crown and embraced technology by televising her coronation in 1953 becoming a huge hit and allowing the public into their world. 
Again in 1976 became one of the first heads of state to send an email. 
During the shocking day of the London bombings in 2005 she addressed the country asking us to stand together in the face of adversity “atrocities such as these simply reinforce our sense of community, our humanity and our trust in the rule of law.” 
Her Majesty continues to reign and lead us staunchly as we focus for national identity, unity and pride. Her presence in the monarch gives the whole nation a sense of stability and continuity, a vital element to building a nation. It seems age is just a number as the Queen she shows no signs of slowing down. 
So long may she reign over us and continue to ‘be a leader’!

[bookmark: _Toc32491438][bookmark: _Toc498692292]1.2 Evaluate own Leadership Employability skills 
“Becoming A Leader”
Since the author began his journey into business management, he has evaluated his leadership employability skills to date, with a view to review over the course of his studies. He had to identify his strengths and weaknesses in his workplace. Knowing that a good leader will know exactly what he requires from him and his team and what he can to improve going forward. 
His findings on his strengths and weaknesses will allow him to put things in order, he can then start getting his business moving and operating more efficiently. The authors leadership skills have progressed from the time he started running his own company and continues to grow, strengthen and develop. Leading by example is a huge asset to have, and his employees would know exactly what is expected of them as he sets an example. 
Uniform and personal protective equipment (PPE) must always be worn, sometimes you see heating and plumbing engineers with trainers and random t-shirts on which he finds can look untidy and may put of clients. His employees are given PPE as well as a company uniform to give them a sense of pride and purpose in work. Wearing a uniform brings the team together and gives them all a sense of unity and belonging to a team. He will also jump on a job with an employee if his own job is finished prematurely, and he’d like to think they would also. Halving a problem will see a job through more efficiently thus allowing them both to finish earlier than expected.
When delegating tasks, he would never give his engineers jobs he wouldn’t do himself, he will always try to even out work whether its maintenance, install or breakdowns. he tries to share the work load out evenly where one day he may find himself out on breakdowns whilst the next he may be installing a sink or toilet. This way he gets the workload shared, and employees don’t feel over worked and overused. 
Going into this course he knew there would be a big possibility of being busy through work and may find it very difficult in completing assignments and getting to classes. But his determination in succeeding will drive him on. Completing the course will only help in moving the company forward and onto bigger things. There will no doubt there will be tough times where he feels he’ll need to choose between university or work but one thing he can do is trust in himself to find a solution and carry on.
Trusting his employees to do the work given in a timely and professional manor is something that has come naturally to him. Before employing these engineer’s, they were subcontractors that never let him down. My reviews online have become a huge talking point amongst clients and that’s all down to trusting the engineers to do the work and allow them to breath during work times. Not only do he trust my employees, our customers do also, there have been many a time where they have been given keys to houses and left to get on with the job at hand. This shows enormous trust and is a huge compliment to his company. 
Though the author can list his strengths he also knows his weaknesses. This is a strength. ‘Fixing’ or working on those weaknesses will help him become an all-round better leader. 
Since working for himself the author has pinpointed a few weaknesses in his leadership. Time management and organisation is one of his biggest downfalls. Though he carries a diary his busy workload will often get in the way on his diary. Many a time he has forgotten the maintenance on a local house or a call in and quote a new boiler job. One day this could be a big client or contract and the trust and relationship built between the two could start breaking down. This weakness is the main focus of the author to get right.
Overthinking can cause the author all types of problem. He often comes away from jobs constantly thinking has he done this job, or has he done that. But in the back of his mind he knows he has. He often comes home from work wondering how the jobs his employees have completed have gone, and if they are completed to quality standard. 
Too much expectation can cause a business to strive or crack, the author set out to build a facility maintenance company and for the first couple of months he had no calls or customers. This almost made the company fold and the author to quit. He then realised that you cannot put too much expectation on new business but now 5 years in he still expects too much too soon. He needs to stand back and look how far he's come in such a short space of time.
As mentioned, the author puts too much expectation on himself and the company, this has led to him to not being able to say no to jobs. This made him become a bit of a busy fool. A busy fool is one of those people who rushes around all day in a hive of activity but achieves very little. They may be very busy, but they are not very productive. I am sure that we all know someone in our working lives who is like this. His initial reaction was to say that perhaps “I am a bit of a busy fool.” 
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Gap Analysis to identify ‘gaps’ in knowledge/skills 

SWOT Analysis
Strengths 
My strengths in work are very broad, we offer a 3-hour response on emergency call-out across the M4 corridor. We’ve recently carried out an emergency call out on a Sunday for a care home in Pennard, the care home was without hot water and heating for the weekend due to their original contractor finding no fault. We were called out and diagnosed the fault within the hour. With it being Sunday there was nothing open, but we found a supplier with the part in Weston Super Mare. Monday morning, we left early to get the part for the client and return to fit. This resulted in the home getting heating and hot water and us getting a new contract. 
My company will always aim to go above and beyond, so we like to make sure our strengths outweigh the weaknesses. We have a vast experience in the commercial sector, and this has shown be continually winning back the same contracts as well as new. 
My customer interaction I feel is very good, I know how to deal with customers be it during a successful time or tough times such as this coronavirus outbreak. Recently we have given our customers our support in the cleaning sector to help fight the pandemic showing how variable we can be during times of need. 
Weaknesses
My Weaknesses come from my vulnerability and being naïve. 
My organising is something that must improve if I ever want to be successful. I carry a diary with me but being on the road and being busy has somehow gotten in the way of my organisation. 
As said above going above and beyond is something I am very proud of, but this brings an enormous sense of expectation on me and the company. This can lead to me being anxious and stressed which can have a huge detrimental effect on my well-being and company. 
Also, with the stretch of land we cover West Wales to West of England it can become a long lonely day in the van travelling the length and breadth of the country which again can cause the company to become overstretched especially with that 3 hour response call out we have in place for some clients.
Overthinking, I think can happen to us all but in this line of work it can be a huge obstacle to overcome. Sometimes resulting in me returning to a property just to make sure I've tightened a nut. I believe it is quite natural to overthink but it’s something we can do without sometimes.




	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?

	· Become better at organising






	· Use diary, keep to appointments, reschedule if I cannot make it.
	· Organisation skills.
	· Keep to appointments, schedule work in order.

	· Don’t put too much expectation on myself






	· Turn down job’s if too busy or book them in for a later date.
	· Unable to say no to jobs.
	· Rebook this job and be truthful to the customer.

	· Overthinking
	· List in order the little jobs I've done.
	· Possible confidence.
	· Make a tick off list on certain jobs.



[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?

	Finish Skills in the workplace
	Attend classes and finish assignments before deadlines
	Assignments to be marked
	1st November 2020
	Library, Computers and Tutors

	Employ between 5-10 engineers
	Increase workloads and gain more contracts
	Keeping hold of current contracts and adding to the portfolio
	31st December 2025
	Office and administrators, may require bank business loan

	Become a nationwide company
	Employee engineers and continue to grow as we are
	Keep gaining recognition and growing our reputation
	1st January 2026
	Office, more vans and engineers, more contracts

	Become a successful business
	Become a good leader, continue with the steady workload
	Still managing a company for many a year
	28th November 2024
	University, meetings with employees, courses



[bookmark: _Toc498692297][bookmark: _Toc32491442]Part 2: Academic Skills 

Academic discourse, Academic Text Strategy, Academic Strategies, Composition, Comprehension  
[bookmark: _Toc32491443][bookmark: _Hlk498694375]2.0 Reflection on Academic Skills required for University Level Study 
[bookmark: _Toc456901523]Since becoming a university student my academic years have come flooding back to me. I've learnt that not much has changed in terms of what skills I have. Don’t get me wrong I've come on leaps and bounds since comprehensive and even college. But university is a different level. 
I've become slightly concerned about my public speaking, even when we first met up for class, answering a question I knew became difficult. It’s a huge part I hope to improve on throughout this course because I know I'll have to do it in the future with my own company.
Self-management is a huge part of Uni life. When you become a student at a University you are not forced to go to classes, attend seminars or even do the exams. You do it because it’s something that benefits yourself. You need to be self-sufficient, punctual and determined to want to do the course you're putting yourself through.
Networking in University is key to everybody. No matter what course you are doing, networking whether is professionally or socially becomes an important part of your life. You could be speaking to your future whether you know it yet or not. So, it’s always important, well for me anyway, that you should always make a good first impression.
 Throughout this assignment I've done a lot of research. I think this is one of the main skills you require to be successful in anything be it employability or academically. Academically, research becomes part of your life. No matter what course or subject you take, you must constantly keep researching in order to stay switched on and understand what your studying. 
Another big skill you require is essay writing. As you can see from this assignment, there is awful lot of essay writing. Research the topic then writing up in an essay about said topic in your own words is a difficulty skill from an unacademic point of view. It’s been a struggle on times to switch off from work and get into an academic mind, but I've enjoyed the task.
With every assignment, there is a deadline. So, time management becomes integral to your academic life. You'll be given a date when to hand your assignment in and it’s up to you to complete the work. Oliver Hurcum writes in ‘Five soft Skills You Develop At University’ “If you’ve become heavily involved in extra-curricular activities while at university, or have a part-time job, this division of your time between multiple things shows you know how to manage your workload. Employers will always value employees who can juggle multiple commitments.
Even if you were too focused on your studies for societies or part-time work, your ability to meet deadline after deadline is also a testament to your time management skills. “
How many of your students find it difficult to both listen and make notes at the same time when they are watching a video or lecture? 
Effective note taking is an essential skill for us to learn before we go on to further education. Using short video and have us take notes while we watch. This allows us to indulge the video whilst we watch and write down what we believe is happening. It is a great way to make sure we are not drifting from the narrative of the course.

[bookmark: _Toc32491444]2.1 Evaluate own Academic Skills. 
[bookmark: _Toc32491446]Evaluating my own academic skills, I've found it is important to invest in yourself as well as your employability skill’s, this involves improving your academic skills for further progression. When developing new academic skills, it has given me a sense of additional purpose and a new lease of life. It has made me step back from the “hands on” approach at work and look at the bigger picture. Whereas I would constantly be booking in people for work sometimes over committing and double booking in my diary, now I've started leaving gaps, organising my diary, for call outs or paperwork days, this gives me more time and allows me to catch up or be ahead, preparing for my workload going forward.
One of the main aspects in my job is communication, be it email, phone or face to face. My job entails me to talk to clients about problems and solving them problems. Through email, my punctuation, literature and layout are key to the professional look. I myself, find it easier to communicate this way and I also use it as tool to protect our business by having our communication in words. 
I believe I have a huge appetite for leadership and management. And my leadership allows me to be capable of changing things around me to suit myself and my employers. My motivation to keep learning has surprised me, especially with how busy work is, I've found me striving towards accomplishing stuff that I could never have dreamed of.
Another aspect of my working life that involves academic skills is note taking. When visiting sites before I give a quote, I do a routine inspection of each appliance I ask questions about anything problematic in the past. While asking these questions I will note anything important which allows me to develop a picture of how the system has worked and this then allows me to give an innovative way forward.
Sometimes we won’t agree on repairing boilers due to the age or price of repairing boilers. This can cause a coherent argument, with customers looking for the cheapest and quick fixes! We then have to put our professional opinion across on why we believe the boiler isn't worth saving and why we believe buying new is the best option. Very rarely will we believe in changing a boiler before repairing it.
Completing this assignment, I've found flaws in my academic side of thinking. 
Reflecting on myself I find extremely difficult. It is hard to go back to that school mentality and go through what I can and cannot do. The longer i spent on the assignment the more and more I became confident. 
I’ve found myself critical thinking and compiling drawings and diagrams with little notes on how the business needs to progress and what side of the heating sector I want to do down. This is becoming an integral part of business development for my company and I’m starting to realise the potential of my business growth and success. 
Pursuing a degree has becoming exciting yet challenging, I've networked whilst learning and I'm shaping my future towards a better me. This is allowing me to push my company on towards bigger and exciting projects. I’m getting to grasp the academic side needed to push on my management persona and become a more employable leader.    
I believe that by the end of this course I will acquire the skills needed to become a brilliant leader and manager. I want to be successful in what I do and carry on pushing my company forward. The university has allowed me to go in a different direction, instead of focusing on the labour part of my job, I can finally sit down open a computer and liaise with clients properly. I can do action plans on where the job is going and what we want to see at the end of it. 
“We should always be ready to explore our positive and negative traits by evaluating our real self from time to time.” (Dr. Prem Jagyasi)

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?

	Pursue a degree in business management. Continuing to learn new skills that’ll help not only my company but myself in the future






	I find my critical thinking and communication aspects are at a decent level already.
	I'm severely lacking on reflection and the digital side of things
	Continue to push myself and keep learning in classes. Bob is continually putting across ways to help and I'll continue to pick the brains of each tutor I find myself under.



[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?

	Become a managing director for my company for this I require academic skills. This course along with others will put me onto the path of becoming a better academic person
	I must be determined to pass each assignment that is required of me. Deadlines must be met on time.
	Passing out at the end of the year will be one of the best and proudest moments of my life. My aim is purely getting onto the next step taking each assignment as it comes. My mind is not focusing on anything to far in the future.
	1st Nov 2020
	Revision and training. Leaning on every tutor and university lecturer I have. After all you don’t get if you don’t ask. The university is there to be used and guide your career with their help.




[bookmark: _Toc32491448]Conclusion
Employability and academic skills are two huge criteria in which shapes our future. It not only to helps us in learning and developing new skills, but help’s release your potential and to achieve the job, development, you desire. You need to be fearless and tireless to push yourself to the very limit, having a thirst to learn new things will only help you in the long run. You need expectations to push yourself further and further. Two years ago, there was no way I would have said I'd be pushing towards a degree in business management. But here I am slowly climbing the ladder to success, and not because I've been asked to, but because I wanted too. I’m at an age where I want to do something more, so should my business ever fail I'll have the required skills to get another job and having learnt much more along the way. 
I’m excited to see where this new me and new future can and will go.
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	STRENGTHS
	WEAKNESSES
	OPPORTUNITIES
	THREATS

	CALL OUT RESPONSE
	OVER-STRETCHING
	CAN LEAD TO NEW CUSTOMERS
	LOCAL COMPANIES CAN BE THERE QUICKER

	ABOVE AND BEYOND
	MISSING OTHER JOBS
	NEW LEADS
	LOSING A LONG TERM CLIENT

	CUSTOMER CARE
	BECOMING TOO FRIENDLY
	LONGER WORKING CONTRACTS
	BECOMING TO RELIANT 
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WHAT LEADERSHIP SKILLS DO YOU NEED MOST?
These competencies were voted the most important for all management positions.

Inspires and motivates others I 55%
Displays high ntegrity and honesty S 37
Solves problems and analyzes issues [ 37
Drives for resuts, I 35
Communicates powerfully and prolficlly [ 35
Collaborates and promotes teamwork [ 33
Builds relationships I 30
Displays technical or professionsl expertie. I 27
Displays a strategic perspective I 24
Develops others. I 21
Takes intiative I 19
Innovates 16
Champions change I 16
Connects the group to the outside world IS 12
stablishes strtch goals NN 10
practices sef-development I 9
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