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[bookmark: _Toc456901515][bookmark: _Toc36244463]Introduction 
In this assignment I will be writing about information I have discovered and learned about Leadership employability skills as well as Academic skills. I will be looking into what skills it takes to become a leader, analysing into the difference of what makes a good leader and what makes a great leader. I will be evaluating my own skills on the subject as well as my knowledge. Using my research from both my knowledge and studies I am going to break down and explain my own skills and skills required to lead a team and to lead a company. I will be using gap analysis’ and action plans as my tools to explain and show my research, breaking down my own employability skills and explaining what makes me a good employee and why I think I’d be a great attribute to any team as well as the academic skills I have required that I think make me employable and suitable for the jobs I am going for.




[bookmark: _Toc36244464]Part 1 Employability 
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[bookmark: _Toc498692289][bookmark: _Toc36244465]1.0  Explore ‘Leadership Employability Skills’ in general
Many people do not understand the what leadership skills are, this is why not everyone can be or become a leader. Leadership skills are basically someone’s ability to influence and motivate others to achieve a common purpose or goal.  Many people associate leadership with a directive, autocratic approach with one person dictating the work to others, or being 'the boss'. “Many people associate leadership with a directive, autocratic approach with one person dictating the work to others, or being ‘the boss’. There are however, many different styles and approaches to leadership, so think broadly when considering examples, you might have or exploring opportunities to develop these skills.”  (The University of Leeds, 1904)
To be a good leader you need to be able to communicate well, you need your team and employees to understand what you are saying, and what their goals and objectives are. If you cannot communicate properly with other employees and team members then your tasks will not be completed efficiently or at all. Negotiation skills are also key for when it comes to communication, you will need to be persuasive at times. Speaking clearly and being enthusiastic about what you’re talking about will really draw people in, you want your team to care and to get excited about what they are doing. A leader needs to be patient and listen to their teams’ feedback and needs, you can’t be selfish in a team as you all need to work together to complete your tasks and achieve great quality work. Leaders need to be able to adapt to new technology and techniques within the work place, you will need to know what to do before going on to show and explain to your team. As a leader you can’t afford to give up, a quitter’s attitude will bring the whole team down no matter who it is, so you need to be persistent. (Shreya Ravi Kumar, July 14 2019)
As a leader you will also need to learn to master your presentation skills, in order to do this, you will need to focus on presentation preparation, structuring a presentation, delivering a presentation, dealing with nerves and identifying and using visual aids. When it comes to preparing for a presentation there is one key element and that is your audience. Before you even go on to prepare you need to know who you are presenting to, this will help you attract the right audience, drawing them in to a conversation they can jump on board with. Audiences will have a massive impact on you and your presentation so it is vital you rehearse and you know exactly what it is you need to be talking about. Make small key notes on que cards, you don’t want to be talking in monotone the whole presentation, add your own personal touch to it and be enthusiastic. When it comes to structuring your presentation the most important thing you need to remember is obviously your introduction, there’s no point jumping into a presentation when the audience has no idea what you are talking about, always introduce your subject/proposal. Then you can jump into the key information and facts that they will need to know, it’s always good to hit them with a startling fact, something interesting that they more than likely will have no idea about. When it comes to delivering your presentation, you will need to speak clearly and make eye contact with your audience, it’s no good if you’re just reading a script the whole way through, you need to connect with your audience and attract them to what you are talking about. Facial expressions mean everything, you also need to look like you enjoy what you do and what you are talking about, be confident in what you are discussing and show it. Make sure that your message comes across clearly to everyone in the room, and keep a good pace on it. Don’t rush the presentation but also don’t let it drag on because you will just lose the audience’s attention, you want to obtain and keep their interest. Your appearance is a major factor as well in all thing, if you are smartly dressed and groomed the audience is more likely to take you seriously than if you were to come in looking untidy and slob like. Always be polite and use appropriate language as you are in a professional atmosphere but also tell a few jokes if you are able to. Always say thank you and invite any questions at the end.
When it comes to dealing with nerves you need to think about why that is, what is it that is making you nervous and as soon as you are able to identify those reasons you can then move on to deal with them and overcome them. Some good strategies to go by would be; giving yourself some breathing space, appear confident, remember it’s just a conversation realistically, do not rely on memory, be yourself and try and stay still, fidgeting will only distract yourself and the audience. Probably the most used visual aid used in presentations is in fact Microsoft PowerPoint. But imagine if there was no PowerPoint, would you know any other means you could use to present your work? A few other aids you could use would be; videos, demonstrations, role-play, picture, quizzes, stories, handouts, discussions, etc. you just need to be creative and stand out. Drawing in and capturing the attention of your audience is so important when it comes to getting your message across. (Gallagher, K., 2010)
“All employers look for job candidates with strong communication skills. These refer to one’s ability to convey information clearly to others. Employers want employees with strong written, verbal, and nonverbal communication skills. Part of being a strong communicator also includes being a good listener; employees need to be able to understand the questions and concerns of their clients and listen to their employer’s directions.” (Alison Doyle, June 15 2019)
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Securing a good job after college and finding an exiting place to begin the career is the prime focus of every fresh graduate. How to influence the hearts and minds of the employer? The question always looms large in the minds of every fresh graduate who wishes to unlock the secret to impress and win over the employer. Desire of success in the job market and how to click the first job becomes an issue of survival. In such a situation it becomes even more vital to understand and accept the fact that the degree alone is not sufficient to survive the Job Market. It certainly makes their candidature eligible to apply for that particular job. The subjects / specialization and grades/marks obtained etc. are also equally important. However, in the present competitive scenario there is a strong possibility of abundance of equally qualified and competent candidates. (Sufia Rehman, April 2014)
Employability skills include things like:
· Good communication
· Motivation and initiative
· Leadership
· Reliability/dependability
· Following instructions
· Team work
· Patience
· Adaptability
· Emotional control
· Resilience
You can build your employability skills through participation in:
· paid work
· unpaid work and volunteering
· sport and other hobbies
· community or other group activities.
(Australian Government Job Jumpstart, 2020)
	
[bookmark: _Toc498692292][bookmark: _Toc36244466]1.2 Evaluate own Leadership Employability skills 
Personally I believe that the skills I have obtained over the last couple of years are obtainable in most jobs and careers, I have had my own experience leading a team so I know a little about what makes a good team and how as a team you need to work together to see through the outcome. My own personal skills that I can say I am confident with are; my communication skills, team work skills, Emotional control, people skills and my language skills. One thing I think I am most good with is identifying body language, not just with my team but also with our customers and others who enter our establishment. I myself believe I have a long way to go and I have a lot to improve on, as does my team. I know that not all my skills and abilities are perfect but they work really well for myself.
“The first step is to recognize you can always do better. The next one? Follow Ebner’s seven leadership tenets:
Clarify what your job is
Invite feedback
Define goals
Refine your storytelling skills
Check on employees
Look into leadership training
Expand your Circle”. (Tatiana Serafin, August 15 2011)   

You can start by analysing your performance in specific areas of leadership. Watch our video, and then complete the quiz below to identify where you already lead effectively, and to explore where your skills need further development. In the analysis sections underneath, we'll direct you to the resources you need to be an exceptional leader. (The Mind Tools Content Team, 2020)


To help prove/show my skills I have taken part in a leadership skills quiz online. (see appendix 1)
[bookmark: _Toc2883533][bookmark: _Toc36244467]1.2.1 Current Employability skills
When it comes to applying for any job I always list my key skills, ones that I know will get their attention and have them think that I’m a good candidate for the position that they are offering, these main skills are; Time Keeping, Organization, Creativity, Team work, Customer Service and IT.

[bookmark: _Toc36244468]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?

	 Communication






	 I am able to communicate in a professional manner whether it be with another employee or a customer. And I am able enough to go into detail on a lot of products.
	 Confidence 
	 I need to make myself more comfortable with talking to people by taking myself out of my comfort zone and by putting myself out there more, I need. To go out of my way to help and communicate with others. (see Appendix 2)

	 Organization 






	 I would say that I am quite organized, I keep all my work together.
	 Structure
	 I need to create plans and diagrams of how I should go about my daily activities and how I am working.

	 Goal Orientated 
	 I always know my goals and I always have them in front of me. I’m always aware of the aim in the jobs that I do.
	 Patience
	 I need to learn how to just take a step back and deal with things in time instead of always worrying about deadlines.



[bookmark: _Toc36244469]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?

	Communication
	I need to learn how to become more confident in myself when it comes to addressing and approaching people, not just in a professional manner but this is general.
	When I feel in myself that I can set goals throughout the day of things that need to be addressed and said. I’ll know that I have succeeded when all operations are running smoothly and I have ticked all my daily goals off of my list.
	I will set goals daily to be done and then put them into weekly review and analyse how I have done, where I went right and where I went wrong, then I can fix what I need to do.
	My colleague’s around me, I can have them help me practice. Also, I can practice to myself in a mirror which is quite a well-known way to help build one’s charisma.

	Organization 
	I need to make plans and put things down in front of me where I can see and read them, that way I can get into a routine.
	When I am able to work stress free without feeling all over the place and not being able to find any paperwork/documents.
	I will set aside a time each month to go over all my plans.
	For this I will need calendars and planners to be able to get myself in order.

	Goal Orientated
	I need to take my time with tasks and jobs.
	When the work atmosphere is calm and everything is running at a good steady pace.
	I will do this weekly as I have set weekly goals already.
	I will need the whole team to work together, to take the pressure off of rushing tasks.

	
	
	
	
	



[bookmark: _Toc498692297][bookmark: _Toc36244470]Part 2: Academic Skills 

[bookmark: _Hlk498694375][bookmark: _Toc36244471]2.0 Reflection on Academic Skills required for University Level Study 
Essential Academic Skills for University are as entailed;
Writing English- First and foremost, having a strong grasp of the ins and outs of the English language (whether you’re a native speaker or not) is essential. You’ll need to be able to express yourself articulately in a number of written contexts, such as essays, dissertations and examinations. Academia is all about being able to argue a point, and to do that, you need the appropriate language skills and a vocabulary suited to the formal environment of academic research. What’s more, you’ll need to make sure your spelling and grammar are up to scratch; you can’t expect your work to be taken seriously if it’s littered with errors. (Oxford Royale Academy, March 31 2014)
 
“Students are expected to have a number of these skills when they start in higher education. The Global Scale of English (GSE) Teacher Toolkit organizes them into five categories: 
1. Academic Discourse – skills for communicating effectively in debates, discussions and presentations
2. Academic Text Strategies – skills for analysing academic texts in greater detail
3. Academic Strategies – skills for understanding and responding critically to lectures 
4. Composition – skills for effective academic writing
5. Comprehension – skills for understanding academic texts and lectures” (Richard Cleeve, October 22 2018)

Developing your oral presentation skills is key 
You need to know why its important to give presentations, what makes a good presentation, what you can do to prepare, the presentation itself, can you work in groups and how would you go about this and what recommended reading you will need. (Dorothy Bedford. Elizabeth Wilson, 3013)
 
[bookmark: _Toc456901523]
[bookmark: _Toc36244472]2.1 Evaluate own Academic Skills 
I myself have the basic academic skills needed to go out into the world of work, although I feel like there’s room for improvement and hence why I have decided to take on this course. Even though I have the essential skills to navigate myself I know I could do better and that is why I am ready and willing to learn, as I know I am definitely lacking in areas such as my presentation skills, I do struggle with getting my point across and putting things into the appropriate words. A lot of the time I do confuse myself, and if I can’t understand myself then others aren’t going to be able to and this is why I know I could use some help in these areas.


“Evaluating information is a key academic skill and one you will need to demonstrate in your assignments and research. Take a look at our online resources to help develop and improve your evaluation skills.” (University of Leicester, 2020)


[bookmark: _Toc36244473]2.1.1  Current Academic Skills
My current academic skills, in which I still use in my life today would be; my writing skills, time management, reading, Independent learning, research, presentation skills conversational and social skills. These are the skills that I have taken from my school years and have built up within further education as well as within the work place. Especially my conversational and social skills, working in retail and customer service jobs this has been a key skill for me and one I am grateful I was so easy and able to adapt to. It takes many years to perfect your social skills but then again, its something that comes natural to a lot of people as well. I personally struggled when it came to socializing and putting myself out there.
[bookmark: _Toc36244474]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?

	 Time management






	 I am very good at turning up on time and I have the basic time management skills and ability for my current job.
	 I lose track of time quite easily and can get drawn into a task quite deeply which takes me into my own world.
	 I need to keep a better eye on time and make sure that I am always checking my watch and putting a time limit on all tasks, equally. (see Appendix 3)

	 Writing Skills






	 I find that when it comes to hand writing that my writing and my message is very clear.
	 Getting my point across, getting my words right.
	 Need to practice and write out what I need to say a few times, read over it and see if it makes sense.

	 Creativeness
	 I myself find that I am creative and I have a lot of ideas for various things.
	 I can get stuck on occasions and struggle to make my ideas heard.
	 I need to take my time and think my plans through carefully before putting them into action.





[bookmark: _Toc36244475]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?

	Time Management
	I think that setting alarms and keeping more of a watchful eye on the time would help me greatly.
	When I have achieved each task/job in the time I have set for myself.
	Tasks need to be done within a time limit, I’d like to give myself time to learn and perfect this skill, so I will put it into weekly review and then look at how I improve within a month or two.
	I will need a planner and just my watch to help me achieve and improve on this skill.

	Writing Skills
	Practicing to myself frequently to try and get a better understanding of what I’m trying to say myself.
	When my point has been made and my team or others understand what I am trying to communicate.
	I would say on a daily.
	I will just need my laptop; a dictionary would be very resourceful too.

	Creativeness 
	I need to put my ideas forward.
	When the team are putting my plans into action.
	I would put it into weekly review to see how things progress over time.
	I will definitely need my team in order to make my ideas a reality.

	
	
	
	
	




[bookmark: _Toc36244476]Conclusion
To conclude skills that you can use in the classroom, in academic settings will help you later on in life and will be the main factor in furthering your career in either your chosen profession or something else which is similar, whether you settle for an everyday job or go for something a little more complex, you will need the skill set to go along with it otherwise you will not be able to do your job efficiently enough if at all. You should always refresh yourself on your skills and its always a good idea to learn a few new skills along the way, this way you can broaden your horrizons.
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18-34

35-
52

You need to work hard on your leadership skills. The good news is that if you use more of these skills at
work, at home, and in the community, you'll be a real asset to the people around you. You can do it — and
now is a great time to start! (Read to start.)

You're doing OK as a leader, but you have the potential to do much better. While you've built the foundation
of effective leadership, this is your opportunity to improve your skills, and become the best you can be.
Examine the areas where you lost points, and determine what you can do to develop skills in these areas.
(Read to start.)

Excellent! You're well on your way to becoming a good leader. However, you can never be too good at
leadership or too experienced — so look at the areas where you didn't score maximum points, and figure out
what you can do to improve your performance. (Read to start.)
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ﬂ

15-35 You need to keep working on your communication skills. You are not expressing yourself clearly and you
may not be receiving messages correctly, either. The good news is that, by paying close attention to the
way in which you communicate, you can improve your effectiveness at work and enjoy better working
relationships with your colleagues! The rest of this article will direct you to some great tools for improving
your communication skills. (Read below to start.)

36- You're a capable communicator, but you sometimes experience communication problems. Take the time to
55 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. (Read below to start.)

56-75 Excellent! You understand your role as a communicator, both when you send messages and when you
receive them. You anticipate problems, and you choose the right channel to communicate. People respect
you for your ability to communicate clearly and they appreciate your listening skills. (Read below for more.)
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15-30 Ouch. The good news is that you've got a great opportunity to improve your effectiveness at work, and your
long term success! However, to realize this, you've got to fundamentally improve your time management
skills. (Read below to start.)

31-45 You're good at some things, but there's room for improvement elsewhere. Focus on the serious
issues below, and you'll most likely find that work becomes much less stressful.

46-75 You're managing your time very effectively! Still, check the sections below to see if there's anything you can
tweak to make this even better.
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