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[bookmark: _Toc456901515][bookmark: _Toc32491435]Introduction 
Employability skills are crucial – employers always look to hire people with many employability skills. Your qualifications and experience may make you eligible for a job role but to actually get the job, employers favour applicants with a well-rounded set of employability skills. Employability skills are a set of core, soft skills, behaviours and traits that are needed for nearly job as they are what make you employable. These skills are not specific to one particular career or job but are useful for all employment sectors (SkillsYouNeed, 2016). Employers often value these employability skills because they help show you job performance and career success will be like. They also help show how you will get along with customers, co-workers and your peers (CAREERwise, 2015). 
Good leaders and managers in the workplace also need a great set of employability skills. These skills are crucial for any business so that they can be successful and can achieve their goals and objectives. These important set of skills helps leaders in the workplace ensure that all parts of the organisation are functioning well (Corporate Finance Institute, 2015). 
Academic skills (also often called study skills) are similar to employability skills in the sense that they are a set of transferable life skills that are very crucial – they are relevant and helpful across different areas of life. These academic skills are skills everyone needs in order to learn and study efficiently and they help you develop your own personal approach to learning and studying information (SkillsYouNeed, 2016).
[bookmark: _Toc32491436]Part 1 Employability 
1.0 [bookmark: _Toc498692289][bookmark: _Toc32491437]Explore ‘Leadership Employability Skills’ in general
As I mentioned before, it is critical for all good leaders in the workplace to have an outstanding set of employability skills so that the company is a successful business. These skills may involve planning, decision-making, communication and more (Corporate Finance Institute, 2015). This section will now discuss ten employability skills and how leaders may use them to help their workplace. 
Skill One: Communication and Interpersonal Skills:                                                                                                An employability skill that is crucial for leaders to have is communication and interpersonal skills. This is the ability to lead with clear communication and the ability to ask the correct questions when needed. As a leader, it is important for you to communicate with your team regularly so you can keep them up to date on any current events happening. You also need to be able to advocate for your team and communicate with other leaders and teams (Professional Development, 2018). Although, a great leader would set unambiguous and clear objectives and discuss them thoroughly with the staff before setting the tasks. They would also value everyone’s contribution during discussions and seek any feedback from staff after all communications (Management Advisory Service, 2019).  An example of a great leader could be Nelson Mandela. In the speech he gave at his 1964 trial, he was firm and consistent in his message and explained his values, beliefs and goals clearly. This shows that to be a good leader, one must feel aligned with what they believe in and what their company is doing every day (Wainger, 2018). 
Skill Two: Problem Solving Skills:                                                                                                                              Another employability skill that is critical for great leaders to have is problem solving skills. This is the ability to identify problems and being able to find and identify the key issues and solutions of each area of the problem. A leader would never view a problem as a distraction and would instead believe it shows room for improvement and new opportunities. They would also discuss the problem so that everyone’s views and concerns can be freely expressed as problem solving is about people working together so the organization can become better. However, a great leader would come up with a solid strategy in order to solve the problem. They would also feel comfortable with problem solving and always know how to gather the right resources and people with their knowledge from past experiences (Llopis, 2013). 
Skill Three: Self-Motivation and Using Your Initiative:                                                                                               Being self-motivated and using initiative is an employability skill that all leaders should have. This means you can create new ideas of you own and put them into place by using your own personal drive. All leaders should be self-motivated first before being able to motivate their team members. A good leader would be clear in defining their gaols and can find ways to attain their goals consistently. Although, a great self-motivated leader would be able to motivate others to adopt their style of leadership (Management Study Guide, 2017). In addition, the best leaders are proactive and do not wait for someone else to tell them what to do. Instead, they take initiative to find and solve problems (A Wiley Brand, 2013). An example of a great leader with strong initiative and self-motivation is Greta Thunberg. In August 2018, Thunberg began school climate strikes and public speeches which has caused her to become a known climate activist. She began spending her school days outside parliament on her own accord so people would begin to take action to stop climate change. This shows that leaders with great self-motivation can use their initiative to get their ideas heard (Watts, 2019).  
Skill Four: Working Under Pressure and to Deadlines:                                                                                                     An employability skill that is vital for leaders to have is being able to work under pressure and under deadlines. This means the leader must be able to handle the stress that comes with deadlines but still meet the criteria effectively. A leader must be able to stay calm while under pressure or in the middle of a crisis. They also must be able to think strategically and help steer the organization or business towards great progress (Edmondson, 2019). Although, there is one factor that differentiates great leaders from good leaders – great leaders can cope with pressure but also often thrive under pressure and can lead people effectively in high-pressure situations. Great leaders can also demonstrate confidence and boost confidence in other under pressure too (Prabu, 2012). An example of a great leader who can work well under pressure is Barack Obama. He was able to overcome his anxiety from working under pressure by not being fixated on making small mistakes and this caused him to become more comfortable with tacking large, complex problems under pressure (Bort, 2019). 
Skill Five: Organisational Skills:                                                                                                                               Another employability skills all leaders should have are organisational skills. This means the leader can stay organised and methodical. This means they can plan and monitor their work do they can meet deadlines. A leader must be able to understand the actions required to achieve their goals and be able to plan them effectively. A good leader must also be able to identify each step to achieve their goals and any problems connected to it – being an organised leader helps you do these things (Porteous, 2019). Although, a great leader may be able to multitask with many tasks and still stay organised. Being able to complete different tasks efficiently and effectively is a necessary skill for leadership (SimpleShow, 2018).  Furthermore, a great leader may find a specific way to plan and organise their daily routine. A great example of this could be Covey’s Time Management Grid. This is an effective way to organise one’s priorities and manage your time. Great leaders may use this at it helps them do the most important things first (Department of Employee and Organizational Development, 2017, p. 2). 
Skill Six: Team Working:                                                                                                                                            Working together in teams is another employability skill a leader must be able to do. This means they can work well with a group of people to achieve a goal. A good leader must be able to have a clear vison about the goal. They should also be able to share this vision with their employees and inspire them to also support and work hard for that vision. (Wilson, 2015). Although, great and effective leaders ensure that their team are motivated to perform well by creating an environment of cooperation among the team members so everyone can work together to achieve the team objectives and get the desired results (Joseph, 2019). An example of a great team leader is Nelson Mandela. Mandela once said, “When people are determined, they can overcome anything”. This means working in a team is a very important part of leadership and throughout Mandela’s life he brought people together by encouraging social teamwork and community (ExecuSearch Group, 2013). 
Skill Seven: Ability to Learn and Adapt:                                                                                                                   The ability to learn and adapt is another employability skill a leader needs to have. This means the leaders are enthusiastic about their work and learn and adapt from mistakes or problems they have seen. Good leaders are passionate about what they do and can show this passion to the rest of their team. Furthermore, a leader would have a great attitude to learning and teaching new thigs by creating a positive environment for their team (BookBoon, 2012). In addition, a good leader requires the ability to adapt to new changed. A good, adaptable leader wouldn’t see a change as an obstacle but instead as an opportunity to change for the better (Keating, 2018). However, great leaders may use a reflection model to improve and make new changes. A great example of a reflection model is Kolb’s reflective model. It is a model based on your own experience – this is the reviewed, analysed and evaluated in three stages which will help you adapt and improve (Brown, 2017). 
Skill Eight: Numeracy:                                                                                                                                                           A employability skill that is crucial for leaders to have are numeracy skills. This is the ability to have a use mathematics and data to support evidence and solve everyday problems. Numeracy skills are important for a good leader to have and are often necessary as they help solve everyday problems and are used in many aspects of our lives. A great leader would have a great set of numeracy and mathematic skills and it would help them develop logical thinking skills and reasoning strategies in their day-to-day activities (Kangan Institute, 2018).
Skill Nine: Valuing Diversity and Difference:                                                                                                                        Valuing diversity and difference is another employability skill that all leaders must have. This means they know the value of diversity and the things it can bring. A good leader would understand that diversity in the workplace helps boost a company’s reputation as they are usually seen as more socially responsible and good companies. Furthermore, it helps many different people relate to the company which helps open doors to new business partners or customers. Although, a great leader would understand that diversity in employees helps ensure a variety of different perspectives as the diversity means that each person has come from different background and have divergent characteristics meaning each individual has a set of different skills and experiences. The variety of perspectives are highly beneficial as it would help create new ideas and would significantly improve the creativity of the workplace (Martic, 2018).
Skill Ten: Negotiation Skills:                                                                                                                                Negotiation skills are another employability skills that leaders must have. This means they can express their own requirements while also taking on others’ during the process to achieve an outcome. Good leaders must be able to influence people while also maintaining a positive relationship with who they are negotiating with – this could be customers, employees and partners/investors. Although, a great leader would be flexible as they may have to change their beliefs so they can reach an agreement and close a deal which would make both sides content. They must also be able to control their emotions and would be able to discuss things in an unemotional, clear fashion so they do not let their emotions interfere in the negotiation process (Brown, 2014). 
	
[bookmark: _Toc32491438][bookmark: _Toc498692292]1.2 Evaluate own Leadership Employability skills 
[bookmark: _Toc2883533][bookmark: _Toc32491439]1.2.1 Current Employability skills
As a leader in the workplace, one of the report writer’s employability skills are communication and interpersonal skills. The report writer can talk to customers clearly and get their message across with ease. They can also listen to instructions attentively and carefully. In addition, during discussions, the report writer makes sure to value everyone’s feedback and contributions. Furthermore, the report writer regularly has discussions with their team and after all communications and discussions, they seek any feedback from their staff. 
Another employability skill the report writer has as a leader in the workplace is organisational skills. The report writer’s organisational skills mean they are able to stay completely focused on important and critical tasks. Although, the report writer lacks good time-management skills which is an issue. They often find themselves doing tasks at the last minute before a deadline. The report writer’s time-management questionnaire (Look at Appendix A) shows that they struggle with time-management and end up working at the last minute while under a lot of pressure to finish. 
Working in a team is also another employability skill the report writer has acquired as a workplace leader. The report writer can work effectively on their own as well as working in a group with other members of staff and employees. The report writer is able to motivate and support members of their group by cooperating with the rest of the team so everyone is able to complete their tasks and the team objectives so they can get the desired results and can achieve the goal. 
[bookmark: _Toc32491440]








Gap Analysis to identify ‘gaps’ in knowledge/skills

	Objective

	Current Position

	Deficiency

	Action


	What do I want to do?

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

	-To be more self-motivated and also help motivate others in the workplace. 





	-Can motivate themselves to complete the minimum level of work required to complete a task. 
	-Lack the self-motivation to complete the tasks up to the highest standard and to the best of their ability.
	-Reading books on self-motivation.                            -Talking with others in order to motivate themselves and peers. 

	-To be able to work under-pressure better and meet deadlines with ease.





	-Can meet deadlines but may do a few tasks at the last minute, causing them to be under a lot of pressure. 
	-Lack the ability to plan when different tasks will be done before deadlines causing them to be a bit behind on certain tasks.  
	-Use planners/diaries or apps to plan their day and when which tasks will be completed in order to finish all tasks effectively before deadlines. 

	-To be able to improve their numeracy skills. 
	-Has basic numeracy skills and can complete simple mathematic problems with ease. 
	-Lack numeracy skills for the harder, more complex numeracy problems and finds it difficult to complete them. 
	- Use mathematic apps      -Watch online  mathematic videos to help improve their numeracy and mathematic skills. 
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1.2.2 Action Plan for Improvement

	[bookmark: _Hlk2954238]Objectives
	Tasks
	Success Criteria
	Time Frame
	Resources

	List your Goals
	What do you need to do to achieve these goals?
	How will you identify your success? 
	When do they need to be done by?
	Who or what do you need to help you?

	-To become a more self-motivated individual so they can complete tasks to the highest standard and to the best of their abilities. 
	- Read books or watch videos on self-motivation      -Read blogs about this topic online    -Talk to peers in order to motivate each other in the workplace. 
	-The quality of the tasks and work the report writer is completing will be significantly better.      -Can compare their work/tasks from months ago to recent work in order to identify their success.
	August 2020.
	-Various books on self-motivation        -A computer or laptop to read the online blogs and watch the videos.    -Need their peers to discuss this topic. 

	-To be able to work better under pressure and also meet deadlines with ease. 
	-Use a diary and reminders on their phone to plan when they will do each task which will help them to complete the work before the deadline without being under pressure. 
	-Tick of each task they’ve done in their diary and it will be successful when all the tasks are finished before the deadline. 
	June 2020
	-Diary/calendar or their phone for planning each task. 

	-To be able to improve their numeracy skills. 
	-Use mathematic learning apps to improve their numeracy skills     -Watch videos on how to complete certain, more complex problems. 
	-Can complete weekly/monthly numeracy problems and will be able to see and improvement when answering problems once they start improving their numeracy skill. 
	August 2020
	-Phone or a computer/laptop to access the maths apps or videos online. 
-A printer to print out the weekly/monthly numeracy problems. 


[bookmark: _Toc498692297][bookmark: _Toc32491442][bookmark: _Toc32491443][bookmark: _Hlk498694375]Part 2: Academic Skills 
[bookmark: _Toc456901523]2.0 Reflection on Academic Skills required for University Level Study 
[bookmark: _Toc32491444]2.1 Evaluate own Academic Skills 
[bookmark: _GoBack]Academic skills are the main, core skills such as writing skills, presentation skills and referencing. Academic skills can also be more complex skills – examples of this are critical thinking and reflective writing/practice. Practising and improving these academic skills leads to the development of other skills such as problem solving, effective communication and creativity skills (Cardiff Metropolitan University, 2013). The report writer will use their employability skill of reflection to discuss and look back on the academic skills they have gained and learned about. 
The report writer will reflect on the academic skills they have learned by using Gibbs’ model of reflection to write help write a reflective essay. Reflection means analysing your own experiences to help improve the way you work and handle tasks. It is a very valuable skill that can help many learners gain new experiences, self-awareness and more confidence (University College London, 2017). 
One academic skill that the report writer has learned is the skill to communicate and present information. Having presentation skills means one can deliver an effective and engaging presentation to a wide variety of audiences clearly and professionally (University of British Colombia, 2018). One thing that happens to many people during or before giving presentations is that they become nervous. The same thing occurs before and during the report writer’s presentations. The report writer often feels anxious and nervous when speaking publicly. Also, the report writer finds it difficult to tone their voice properly when presenting and does not know how to convey their body language.  Although, the report writer does understand how to structure and design the slides of presentation and uses the correct grammar, structure and layout. 
Another academic skill the report writer has learned is the ability to use digital technologies to support learning. This means the report writer can search for information online effectively to help complete their work and support their learning. One way the report writer searches for information effectively is by using the CRAAP test. The CRAAP test is an evaluation criteria the report writer uses when looking at different sources of information. It causes the report writer to ask themselves if the information is current and relevant for their topic, if the person writing the information is reliable, if the information is accurate and why the information was written (Niro, 2019). By using the CRAAP test when viewing and looking at information, it ensures that all the information used by the report writer is reliable and accurate. 
Gathering information techniques is another academic skill the report writer has acquired. This means the report writer is able gather information from a variety of different sources. Examples include research online and handing data from statistic and graphs. The report writer is also able to gather their own information by conducting their own primary research. For example, the report writer has sent out questionnaires and surveys to their friends and colleagues and used their findings and information to help support extra information from the internet. 
The report writer has also learned how to research and analyse literature/information and how to present these findings. The report writer researches their information using a variety of different sources such as books, websites and journals in order to find the most important information needed. In addition, the report writer is able to carefully analyse any information they have found and can also evaluate and draw a conclusion from it. Analysing means the report writer carefully examines the information so that they are able to understand, interpret and explain what they have found out.  After doing a thorough analysis, the report writer can make a final evaluation when they can form judgements, draw conclusions and decide whether the information found is needed (Monash University, 2016). 
The last academic skill the report writer has learned is how to organise their study effectively. This skill has helped the report writer improve their time-management and has helped them overcome certain barriers to learning. The report writer has improved their time-management by planning when they will do specific tasks which helps them complete more work effectively. In addition, the report writer has been able to overcome their barriers to learning by conducting a SWOT test. SWOT stands for strengths, weaknesses, opportunities and threats. The SWOT analysis test is a technique which allows you to asses each of these four aspects (Robinson, 2014). Using the SWOT analysis test, the report writer discovered their weaknesses and their threats to learning and tried to turn them into strengths and opportunities which helped them overcome their barriers. 
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2.1.1 Current Academic Skills
[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?

	-To become more confident when public speaking so that they can improve their presentation skills.






	-Can speak and present to smaller groups or a group of people the report writer is acquainted with. 
	-They lack confidence when talking to larger groups of people           -Often gets nervous when presenting. 
	-Practice regularly in front of a group of people while gradually making it bigger each time.                                                -Practice and memorise the slides beforehand, so they do not forget lines.

	-To learn how to use Harvard referencing after finding information from a variety of different sources. 






	-Can reference to information from sources such as books with one author and websites from researching online. 
	-Unable to reference to information from other sources such as blogs, newspaper and books with more than one author. 
	-Look online on how to use Harvard referencing from the sources that they do not know how to reference from and learn how to do each one. 

	-To improve their spelling skills so when they are writing, they can make sure that everything is accurate. 
	-Has basic spelling skills and can spell easier words accurately with ease. 
	-Lacks spelling skill when spelling harder, more complex words and often makes mistakes when writing them. 
	-Regularly look at dictionaries when they cannot spell something.                                    -Read more books so that they can widen their vocabulary and so their spelling skill improve.    -Keep a notebook full of the spellings they find most difficult.
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2.1.2 Action Plan for Improvement

	Objectives
	Tasks
	Success Criteria
	Time Frame
	Resources

	List your Goals
	What do you need to do to achieve these goals?
	How will you identify your success? 
	When do they need to be done by?
	Who or what do you need to help you?

	-To become more confident when speaking publicly so that they can improve their presentation skills. 
	-Can present their information and presentation to a group and gradually make it a bigger group.            -Memorise each slide so when presenting, they do not forget lines. 
	-Ask for feedback from people who were watching.     -Would feel a lot more confident in themselves 
	August 2020
	-A laptop so that they can make their presentation.                 -A group of people to present in front of. 

	-To use Harvard referencing properly after finding information from a variety of different sources 
	-Look online on Harvard referencing from the different sources.                    -Learn how to do each one so that they can do it properly next time. 
	-Every time the report writer references to something, they can compare it to the Harvard referencing and see if it has matched up 
	May 2020
	-A computer/laptop so that they can research on how to use Harvard referencing. 

	-To improve their spelling skills so that they can make their writing more accurate. 
	-Look at dictionaries regularly.                   -Read more often to widen their vocabulary and improve their spelling skills.                       -Keep a notebook full of spellings they find most difficult. 
	-Regularly spell test themselves on the spellings in their notebook and they will see a significant improvement after they have continually practiced.              -Will see fewer spelling mistakes in their work. 
	August 2020.
	-Access to a dictionary (online or hard copy).                      -Access to a wide variety of books (either at a library or buying the books themselves).               -A notebook so that they can write down the spellings that they find difficult. 


[bookmark: _Toc32491448]
Conclusion
In conclusion, employability skills are a very crucial set of skill that all great leaders must posses in order to help the company become successful, to lead other in the workplace and to help get all goals and objectives done. Furthermore, academic skills are just as important and every employee and leader in the workplace must have these critical set of skills in order to learn and study new knowledge and information effectively and efficiently. They are valuable skills that also helps many people gain more confidence in themselves, new experiences and self-awareness.  
In addition, it is also very important for everyone to try to improve on these sets of skills when possible. As I have written previously, reflective practice is one way may people improve themselves and their employability and academic skills for the workplace. It is crucial to always try and improve one’s skills as not only does it make someone seem more employable, but it overall helps the company and business grow and improve. 
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Time Management

Listed below are some possible time management behaviours. Please honestly rate the extent to
which each statement is true for you by circling the best answer for each item using this scale:

FALSE
NOT LIKE ME
1 2 3
This statement doesn't
describe me at all; it isn't
like me

4 5 6
More false More true
than true than false

Item = T e
o1 My life is disorganised e’
02 | manage the way | use my time well.
o3| am clear about what | want to accomplish this year.
o¢ | do things in order of priority. F i 3
o5 _lusemy study time effectively.
os | tackle difficult or unpleasant tasks without procrastinating.
o7 | accurately predict how long tasks will take.
oe | am a habitual time-waster.
os |am on top of my studies this year.
10 | accomplish what needs to be done each day.
11 | do the most important tasks during my most energetic
periods of the day.
12 | prepare a daily or weekly "to do" list.
13 | tackle my tasks in order of importance.
1« | meet deadlines without rushing at the last minute.
15 | spend enough time planning. )
16 | keep up-to-date on my reading and assignments.
17 | resist distractions when trying to complete important tasks.
4& 1find places to work that allow me to avoid interruptions and
distractions.
1 | get assignments done on time.
20 | find myself procrastinating over tasks that need to be done.
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commitments such as classes and work hours.

2 | spend enough time on academic matters.
2 | make constructive use of my commuting time.
2 | periodically re-assess m| activities in relation to my goals.
ch time on trivial matters.
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LIKE ME
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This statement
describes me very well;
itis very much like me
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vn into manageable tasks.
27 | complete important a ent items before they are due.
28 | screen my phone prevent interruptions.

2 1am in charge of how my time is spent.

21 | have a weekly schedule on which | record fixed @
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