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[bookmark: _Toc456901515][bookmark: _Toc32491435]Introduction 

I have been gainfully employed for nearly 40 years but felt that I needed to push myself further as I am stagnating and I enrolled for this course ‘Skills in the Workplace’ as I felt that it was such a good fit for me.  I have never really thought about my Academic and Employability Skills and hopefully, within this Module I will examine and show what my skills sets are and how I can further develop them and also what new things I need to learn and reflect on how best to move forward.

[bookmark: _Toc32491436]Part 1 Employability 
[bookmark: _Toc456901517]
Rebecca Blaxell and Catherine Moore (2012) state that: “In a competitive, culturally diverse and increasingly internationalised workplace students can no longer assume that possession of a tertiary degree will naturally lead to employment.”  Many employers are now seeking graduates with ‘employability’ skills and attributes as well as expertise within their chosen field.

[bookmark: _Toc498692289][bookmark: _Toc32491437]1.0   Explore ‘Leadership Employability Skills’ in general

Someone who possesses Leadership Skills has the ability to take control of a situation and to lead whilst empowering other employees into being an effective team and to be a good leader you need to be able to motivate, inspire and make the most of other people’s strengths and abilities, also being able to understand people is a good leadership ability.

Some people do not possess the quality to lead or be in charge on a large scale and employers need a balance of both Leaders and equally valuable members of the team within their organisation however, employers do value people who have the potential for leadership who offer to lead in smaller everyday situations.

Having Leadership Skills means that you can manage people and take the initiative effectively and be able to see and plan ahead whilst acquiring knowledge and have other members of the asking you questions or help as they look to you and value your input.



One website I visited SkillsYouNeed.com states that ‘there is, in fact, no one right way to lead in all circumstances, and one of the main characteristics of good leaders is their flexibility and ability to adapt to changing circumstances. Leadership skills are highly sought after by employers as they involve dealing with people in such a way as to motivate, enthuse and build respect.’

I list below the qualities the Leadership and Employability Skills which I think are important:

Self-Management
This expertise demonstrates a preparation to acknowledge duty to improve one’s own presentation and learning, just as the will to be proactive and search out circumstances.

The three main skills in this area are:
· The ability to plan and manage time
· The ability to work using your initiative and without supervision
· Having the determination to succeed.

Communication
Good communication is substantially more than simply being comprehended and  permits you to prop a discussion up, present your discoveries in a scope of various ways and tailor your way to deal with the crowd.

There are three main areas:
· Written communication: Structuring your ideas/results in a clear and logical manner with correct spelling and grammar
· Verbal communication: Presenting information verbally and tailoring your presentation style to the audience. Active listening is also important as communication is a two-way process
· Non-verbal communication: Non-verbal messages allow people to reinforce points with gestures, facial expressions and body language
The main skills in this area are:
· The ability to present information clearly and appropriately
· The ability to tailor messages to audience and purpose
· The ability to actively listen to and question others

Interpersonal Skills
These are the skills we use every day to communicate and interact with other people, both individually and in groups. They include a wide range of skills, but particularly communication skills such as listening and effective speaking and they also include the ability to control and manage our emotions.

They help to put you in situations where you can practice your skills and afterwards reflect on the outcomes which in turn help to develop your interpersonal skills.

The main skills in this area are:
· Communication skills: verbal, non-verbal and listening skills
· Emotional Intelligence: being able to understand and control your own and others’ emotions
· Team-working: being able to work formally and informally with groups of people
· Negotiation, persuasion and influencing skills: working with others to find a mutually agreeable solution
· Conflict resolution and mediation: working with others to resolve interpersonal conflict and disagreements in a positive way
· Problem solving and decision making: working with others to identify, define and solve problems.

Teamwork
Working in a team involves co-operation and negotiation with others while working towards a common aim. Being flexible is useful in a team when deciding team roles, and respecting other opinions and ideas is of vital importance.

The main skills involved in teamwork are:
· The ability to cooperate with others on a shared task
· The ability to lead and motivate others
· The ability to work in an interdisciplinary team.

Problem Solving
Problem solving involves analysing facts and situations and coming up with the appropriate solutions and this applies to all walks of life and not just to mathematical equations.
The main skills in this area are:
· Firstly, identifying that a problem exists and defining it
· The capacity for applying theory to practice
· The ability to retrieve, analyse and evaluate information from different sources

Project Management
The ability to plan, organise and support a project through its various development stages is a useful skill and it draws together several other skills such as teamwork and communication skills and adapting the project due to budget constraints or as other unexpected situations occur and it also shows an aptitude for problem solving.
The main skills in this area are:
· Having to coordinate work, from the planning stages to the final result and beyond
· Having to altering the project to adapt to a change in circumstances
· Having Good communication skills to keep relevant parties up-to-date with progress

Creativity and Innovation
Being creative and innovative is often linked to being entrepreneurial however, it is much more than just spotting opportunities and taking risks, it is also about considering new ways of doing things and using all of the information available to you to generate good ideas.

The main skills in this area are:
· The ability to generate ideas and think laterally
· The ability to identify and take opportunities
· The capacity to observe and evaluate trends and create appropriate opportunities



Commercial awareness
This skill shows a basic understanding of the key drivers behind a successful business or organisation and includes an awareness of the importance of customer satisfaction and competing with rival companies.

The main skills in this area are:
· The ability to demonstrate an insight into how organisations operate
· The ability to recognise external context and pressures on an organisation
· The capacity to understand the practical implications of turning an idea into a commercial reality

Social, Cultural and Global Awareness
An understanding that, in a global market, business practice and communication are no longer constrained by physical borders and the ability to relate with people from a range of different backgrounds is important in the commercial world, but also on a personal level with neighbours or team members.

The main skills in this area are:
· The ability to work in an international context
· The appreciation of diversity and ethical issues
· The understanding of cultures and customs in other countries

Application of Numeracy
Being able to manage simple mathematical calculations and the ability to budget are not only key requirements for many employers, they are valuable life skills.

The main skills in this area are:
· The ability to carry out arithmetic operations and understand data
· The ability to create, read and interpret graphs/tables
· The ability to manage a budget.



Application of IT
Basic IT skills such as word processing, spreadsheets and file management are key in most work environments and knowledge of website design or programming languages are also desirable in some sectors.

The main skills in this area are:
· The confidence in the use of information technologies
· The ability to identify the appropriate IT package or tool for a given task
· Word-processing and database skills
· The ability to use the internet and email effectively.

Resilience
Being resilient means having a positive approach, being able to deal with setbacks and bouncing back if things go wrong and includes being flexible and willing to rethink and adjust plans accordingly to ensure success.

The main skills involved in being resilient are:
· The ability to overcome potential setbacks
· A willingness to seek out challenge
· The ability to manage risks

Employer Engagement
Setting up, developing and maintaining links with employers and showing a willingness to look outside the immediate, academic context, having a profile on LinkedIn this will all help you to stand out from the crowd when it comes to looking for a new role.

The main skills involved in engaging with employers are:
· A willingness to talk to employers e.g. at presentations, skills sessions on campus
· Having to seek out opportunities to try different roles e.g. through work experience, part-time jobs or projects within Careers and Placements
· Ability to develop and maintain links with employers 



Planning / Time Management
This skill is about being able to think ahead and understand what is required to achieve a specific goal, such as completing an assignment on time or getting the job you want, planning requires good organisation and flexibility.

The main skills involved in planning are:
· Being able to estimate how long tasks will take to complete
· Developing timetables with clear milestones and deadlines
· Being able to monitor and adjust timescales as necessary

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

I will try to evaluate my own Leadership Employability skills and state that I am an excellent communicator, I have a Facebook Account, I have a LinkedIn Page, I am on Twitter, also WhatsApp, Instagram and Snapchat.  I also have four email accounts; two Outlook accounts, one personal, one for work; one Hotmail account and a Gmail Account which I use mostly.  I am also an active Reviewer on TripAdviser and an active member of Avaaz and do many online surveys.

I have done an online Leadership Survey which I attach herewith – Appendix – Item 1.

I just read an article on the Balance Careers website and feel that I am very motivated and I want to do really well and improve my employability skills, I have vision and confidence in my beliefs and I am not afraid of looking at alternatives and going in a different direction to what I originally thought or believed.  I am accountable for my decisions and take responsibility for both losses and I do not hog the limelight. I am a passionate person and hope to inspire my team through example and enthusiasm.  I know there is strength in diversity, and I treat everyone the same. Communication is a skill and most Leaders are excellent speakers but also know when to listen and have excellent strategic skills which allows them to recognise problems before they become emergencies and see opportunities before their competitors.  Also Leaders empower and feel comfortable delegating to other team members as are valued and ultimately know the people they lead determine their success. 


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

Employability by definition is the capability of gaining and maintaining employment, so as I have worked for the same local authority for nearly 40 years I think my employability skills are really good, but definitely need polishing up and hopefully I can pass this course and go on to do the Degree which will enable me to either achieve promotion or a better opportunity with another organisation.

I can type at 80 wpm
I can take Shorthand at 80 wpm
I maintain a Website
I also maintain an office Facebook page
I work exclusively on Office 365 and I am pretty competent on all of the programs although I would like to be a more proficient user of Excel
I have studied English to an advanced level
I also have a Statistics O Level 
I currently Manage 8 members of staff
I write all of the Minutes of meetings
I collate figures of attendance to meetings which I publish on our website
I am a good listener and go out of my way to help people
I currently do administrative work for our local hospice and I manage the Llanelli and District Talking Newspaper for the Blind
[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?

	I want to be a better Minute writer.






	Take Minutes down efficiently
	The ability to sift through and get to the important points
	Attend a course on Minute Taking

	I want to manage my time more effectively






	Do things at my own pace
	Assertion
	Self-awareness and motivation

	I want to be more assertive and be able to say ‘no’ to people
	I do typing for many people – most have nothing to do with work
	Assertiveness
	Become more self-assertive and aware

	I want to excel at Excel






	I use it and work on it but I do not understand the program fully 
	Knowledge
	Look at an Online presentation and investigate further



[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?

	To have more time and no leave things until last minute
	Look at my time management skills
	By not being so stressed
	A-S-A-P
	I need to be more self aware

	To pass this course
	By October 2020
	If I pass
	October 2020
	My course teacher and my own dedication

	To be more assertive
	Learn to say ‘No’ to people
	Lower stress levels
	3 months
	Self-motivation

	To go on to do a Degree
	Self confidence
	Going to class – passing this course and carrying on with my education – which has sorely been lacking for some time
	3 years
	Tutor, class mates and myself



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

I left School with 6 O Levels and 5 CSE’s, I went to Secretarial college where I gained Shorthand and Typing skills – Advance Level English – Business Studies ‘O’ Level and Commerce ‘O’ Level.  I have done various computer courses over the years.

Communication Skills – Use of Digital Technology.
Information Gathering Skills.
Analysing and Evaluation Information
Using Havard Referencing.

[bookmark: _Toc32491443][bookmark: _Hlk498694375]2.0 Reflection on Academic Skills required for University Level Study 
[bookmark: _Toc456901523]
I have used Gibbs (1988) Model of Reflection Model to determine that I need to communicate and present information more effectively whilst developing the ability to be more analytical and be able to form opinionated arguments.  Using digital technology as well as the Online Library to search more effectively.

I feel that due to work commitments and family commitments I am not dedicating enough time or effort to my learning and need to sort it out effectively as I really do want to do on to do a Degree.
I need to read over and evaluate all of the aspects we have already covered and read more literature on what I want to achieve and how I can achieve my goal.

In conclusion I really feel that I am progressing well and I want to continue with my education and show everyone my true potential which will hopefully boost my self-esteem.

I have a lot of time, now that we are practically on lockdown – and I am really looking forward to reading whatever articles I can to help me achieve my goals.

[bookmark: _Toc32491444]2.1 Evaluate own Academic Skills 

I feel I already have the necessary formal communication skills and I can communicate effectively and present information adequately.  I can also effectively use my digital skills to support my learning and search effectively online for any information I need.

I can gather information effectively for basic research, data handling and statistics.

[bookmark: _Toc32491445]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?

	Academic Writing




	My Writing and Spelling skills are pretty basic
	Preciseness
	Go on a course

	Completing reports to a high standard






	Basic knowledge
	Analytical ideas
	Speak to my tutor and ask her advice

	Great organisational skills
	Basic
	Time-management
	Self-motivation



[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?

	Complete this course to the best of my ability
	Attend class conscientiously
	By my marks
	October 2020
	Tutor, class mates, myself

	Go on to do the Degree
	Attend class and pass the course
	By passing the course
	October 2020
	Myself, Tutor, family, class mates

	To be more self-aware and assertive
	Have belief in myself
	Feel calmer
	ASAP
	Me, myself and I

	To become a Lecturer
	Hard work
	Results
	In the next 5 years
	All the help I can get



[bookmark: _Toc32491448]Conclusion

In conclusion I know exactly what Academic and Employability Skills I possess, and I know what ones I lack, and I am determined to study hard and achieve the necessary skills I need to pass this course to the best of my ability.
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Item 1
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Item 2
Professor Graham Gibbs published his Reflective Cycle in his 1988 book "Learning by Doing." It's particularly useful for helping people learn from situations that they experience regularly, especially when these don't go well.
Gibbs' cycle is shown below:

[image: Gibbs' Reflective Cycle Diagram]
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‘When assigning tasks, | consider people's skills
and interests.

| doubt myself and my ability to succeed.

I expect nothing less than top-notch results from
people.

I expect my people to work harder than | do.

‘When someone is upset, | try to understand how
he or she is feeling.

When circumstances change, | can struggle to
know what to do.

| think that personal feelings shouldn't be allowed
to get in the way of performance and productivity.

I'am highly motivated because | know | have what
it takes to be successful.

Time spent worrying about team morale is time
that's wasted.

| get upset and worried quite often in the
workplace.

My actions show people what | want from them.

When working with a team, | encourage everyone
to work toward the same overall objectives.

I make exceptions to my rules and expectations.
It's easier than being the enforcer all the time!

I enjoy planning for the future.

| feel threatened when someone criticizes me.
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16 | make time to learn what people need from me, so @ @ @ @ ®
that they can be successful.

17 I'm optimistic about life, and | can see beyond @ @ @ @ ®
temporary setbacks and problems.

18 | think that teams perform best when individuals
keep doing the same tasks and perfecting them, @ ® @ @ @
instead of learning new skills and challenging
themselves.

Calculate My Total

Score Interpretation

E Comme:

18-34 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 below to start.)

35- You're doing OK as a leader, but you have the potential to do much better. While you've built the

52 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 below to start.)
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Personal Characteristics

Successful leaders tend to have certain traits. Two keys areas of personal growth and development
are fundamental to leadership success: self-confidence and a positive attitude.

Self-confident people are usually inspiring, and people like to be around individuals who believe in
themselves and in what they're doing. Likewise, if you're a positive and optimistic person who tries
to make the best of any situation, you'll find it much easier to motivate people to do their best.

Self-Confidence

(Questions 2, 8)

Your score is 10 out of 10 e e e He e

Self-confidence is built by mastering significant skills and situations, and by knowing that you can
add real value by the work you do. One of the best ways to improve your confidence is to become
aware of all of the things you've already achieved.

Our article on Building Self-Confidence © explains what you can do to understand yourself better
and build your self-confidence. From there, you'll begin to make the most of your strengths and
improve your weaknesses. Explore this further with our Bite-Sized Training session on Personal
SWOT Analysis ©.

Positive Attitude and Outlook

(Questions 10, 17)

Your score is 10 out of 10 e e e He e

A positive mindset is also associated with strong leadership. However, being positive is much more
than presenting a happy face to the world: you need to develop a strong sense of balance, and
recognize that setbacks and problems happen - it's how you deal with those problems that makes
the difference.

Positive people approach situations realistically, prepared to make the changes necessary to
overcome a problem. Negative people, on the other hand, often give in to the stress and pressure
of the situation. This can lead to fear, worry, distress, anger and failure.

Stress management techniques, including getting enough ©Rest, Relaxation and Sleep © as
well as physical exercise, are great ways of getting rid of negative thoughts and feelings.
Understanding your thinking patterns, and learning to identify and eliminate negative thinking, are
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Stress management techniques, including getting enough ©Rest, Relaxation and Sleep © as
well as physical exercise, are great ways of getting rid of negative thoughts and feelings.
Understanding your thinking patterns, and learning to identify and eliminate negative thinking, are
key. You can learn how to do this in our article on Thought Awareness, Rational Thinking and
Positive Thinking ©, and you can find out how to become more optimistic in our Book Insight on
Learned Optimism ©.

Emotional Intelligence

(Questions 5, 15)

Your score is 8 out of 10 ¥ Hr e e

The concept of emotional intelligence used to be referred to as "soft skills," "character," or even
"communication skills." The more recent idea of Emotional Intelligence © (EQ) offers a more
precise understanding of a specific kind of human talent. EQ is the ability to recognize feelings -
your own and those of others - and manage those emotions to create strong relationships.

Learning to develop Empathy © is essential for emotional intelligence, as is communicating

effectively, and practicing Empathic Listening ©. These all help you really understand the other
person's perspective.

Our Leadership area has a section on emotional intelligence in leadership.
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