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My introduction.


In my assignment I will be talking about skills that are needed within a work place. These will be skills needed to work as a team or as a manager I will be talking about time management, note taking, organisation skills, Harvard referencing, research skills, negotiation skills and communications skills.




Academic skills that are needed.



1.0 There are a vast number of skills that could be identified in order to study at university level. I have identified that thinking skills would be something that would be required in order to study. This skill would be needed for many reasons including home life work life and studying in order to plan ahead to remain focused and to be organised. For example, it would be beneficial to keep a diary to keep on top of it all, this would avoid and problems occurring if it’s all in your diary telling you what you have planned for the day or week ahead of you. Thinking skills involves problem solving and making decisions and using your own thoughts and imagination.

According to Wiley Online Library. Since the 1980s critical thinking skills have been used in colleges and universities all over the globe. The courses are to prepare the students with the general thinking skills needed in academic disciplines. Text books are said to provide students with the skills needed to identify an argument, used to reason identify and a solve a problem thinking clearly and make the right decision. And are said to be needed in and out of class.

1.2 Doing research to write an assignment is a skill that will be very important and crucial for your work that you research reliable information using the CRAAP test by Blakeslee (2004). In order to write an assignment, you need to organise your time wisely to do the research. Also, to take notes while doing research and in class or on the internet to look back on and remember where the information came from which could later be used within your referencing. Also being able to use the right wording and spelling correctly, for this you would use spell check to check your work for any mistakes before submitting it.

Also independent learning is a skill that is needed which would be having the ability to study on your own and independently when given work to do at home and research the information in books or on the internet also with using the CRAAP test to make sure the information that you have researched is in fact accurate and reliable and not made up or misleading in any way or by going to a library without having to need help from others.

Time management is a skill that would be essential in any situation whether it be for work or getting assignments done on time, planning ahead is within this skill also as planning your daily routine
beforehand is proven to save time and stress if things are all planned ahead leaving time between each daily task you have to do, whether it would be work, schools with children, shopping or general socialising time management is the skill needed.
1.2.1 Own academic skills
Skills that I already have is time keeping. I always plan ahead with time keeping by prioritising my time for the most important things I have to do to the least important and keep a diary of everything in there that I need to do. Then I would usually the night before make a list starting with the most important to the least important things to get done in my day to follow , I would also ensure I leave enough time for everything I have to do within my day to get to where I need to be next doing my best to avoid being late, by doing this it can help with achieving what you have planned and can also help you achieve goals and opportunities. By not managing your time this could increase your stress levels give poor profession and miss deadlines that could be critical in a career.

mindtools gives a definition of time management.
Time Management Definition
“Time management” is the process of organizing and planning how to divide your time between specific activities. Good time management enables you to work smarter – not harder – so that you get more done in less time, even when time is tight and pressures are high. Failing to manage your time damages your effectiveness and causes stress.



 I have the ability to use a laptop and word to do my work on and save to go back to when needed. I can also take notes in class whilst listening to my tutor to look back on to refresh my memory or for research purposes at home.
 I can read and write which I do daily with my own work or with my studying and researching at home on the laptop or taking notes, I also do a lot of reading and writing with my children at home, sometimes reading books with them or helping with homework for school. 
[image: ]
Reflective learning cycle GIBBS (1998)
The Gibbs reflective cycle is is a tool used widely, in academic learning to help reflect on what and how you learn and you can experiment using different ways to learn to help you achieve the best knowledge. it will take you through many different stages step by step to help you understand more clearly. The reflective cycle was made by GIBBS(1998) and is an effective way to help you through an experience , the model gives you a full description of questions to ask and reflect on for yourself it is a better way for you to reflect on yourself more clearly and in different ways.

my current academic skills are
 research skills
 I am using research skills following Blakeslee (2004) CRAAP test method. This test was designed to find out reliable sources of information to help people to research the correct information and Is also used to help people to find accurate information to help study and research for assignments and university work. 
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 Note taking   
Note taking is used  to help you gather information that you think could be useful in the future for research purposes that you would take from other sources of information that you can keep a log of in your note book to refer back on and read through. This is to help you refresh your mind and help you to remember information you have already listened to in class or read up on previously and you would find useful and need to use for your future researching for you work.
Harvard referencing
According to ukessays.com Harvard referencing is a widely used style to reference. Harvard referencing has two types of in-text citations, there is indirect: and direct:  
The chart below is an example from ukessays.com

Direct: ’Chocolate has an infinite variety of uses’’ (Davis, 2013, p.8).’
Indirect: ‘As Davis (2013) notes, chocolate can be used in many different ways.’

These are found in the main part of the work and would only contain a small part of the full information that you would be referring to, and then your reference list would have listed at the very end if your work separately from  your work would list all the information needed in full for all of the sources mentioned within your work, this should include the name of the author , the date of the book or article was published and should also include the title of the book or article and should be in alphabetical order by author, if there is no author it would be by title.



 1.2.1 analysis to improve my academic 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 learn how to use Microsoft efficiently.






	I know the basics of how to write an assignment.
	Knowledge of how to use the tools properly.
	Ask for help. 
Watch tube tutorials.

	I want to progress to be a manager. 







	Studying at university of sty David’s. 
	I am lacking the qualifications.
	I wish to achieve this by completing my university course.

	Complete my university course.
	I know how to Harvard reference and submit an assignment.
	Lacking IT skills.
	Complete and submit my assignments on time.





1.2.2 My improvement action plan



	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?

	Master I T skills.
	Practice using IT equipment.

	Feedback.
Recognition.
	Before my assignment is due.
	Tutor.
Friends.
Utube.

	Developing my confidence.
	Attend all lectures.
Take part in group discussions.
	Self-recognition.
Feeling confident to complete essays.

	This is something that will be on going during my study’s.
	Self-reflection 
And other students.

	I want to be a manager 
	I need the qualifications. 
	I will identify this by successfully passing all my assignments. 
	You would need to submit all work on time.
	Yu would need to attend all classes.
And do your researching.
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Part 2 Employability skills 

Employability skills and leadership team work is a skill that you need to be able to work together as a team. As a manager you would also need this skill to ensure that your team is bonding and getting on well together in their job roll with no problems forming by organising team player activity’s inside and outside of work, this is a good ay to get your team to share thoughts on different views and ideas for your work place, this will get employees to feel more involved and part of a dedicated team and feel that they views and ideas will be heard and not ignored. Encouraging your team to develop a friendship inside and outside of work is also a good way of developing a good communication bond between them, which would be good for inside and outside of work life. This bring together team work and communication skills together.

Communication is also a skill that is essential in the work environment. As workers need to be able to feel they can go to another team member or manager if they have personal problems that could affect them in work or out of work, as sometimes having a stressful problem outside of work can lead to problems inside of work if you are carrying extra stress with you into your place of work , some employees find by talking to someone inside of work can help the situation by helping out the other member. If a team give good communication between each other, employees would find it a lot easier and be more comfortable approaching another member to open up and talk to and  employees would  understand more clearly the problem and would be able to offer any help or advice needed to help out and make things easier for not just themselves but for the whole team by having a approachable friendly atmosphere in the work place . This could be by phone contact or face to face privately in a meeting with your manager or another team member that you trust or openly in group meetings as a team so that everyone can join in and engage in and share their thoughts in any matter to offer there help, ideas or support on the matter.
ALISON DOYLE
 
Updated November 16, 2019
The ability to communicate effectively with superiors, colleagues, and staff is essential, no matter what industry you work in. Workers in the digital age must know how to effectively convey and receive messages in person as well as via phone, email, and social media.
These communication skills will help you get hired, land promotions, and be a success throughout your career.

Working under pressure is also another skill that is needed in a job both by team and managers, when dealing with busy shifts and guest at the same time can be very stressful if u, especially on days when you are under staffed and have an unexpected busy shift.

These are some examples from google web.
 Examples of how the ability to work under pressure can be developed or evidenced
· Dealing with an emergency.
· Overcoming problems or issues to achieve a goal, e.g. losing assignment data or work.
· Reorganising responsibilities in a group task if one member unexpectedly drops out.
· Managing well when work is unexpectedly busy or short staffed.


2.0 Organisation skills are needed as you need to be organised if u have children making sure u leave enough time to take them to child care and have the time to get to work or being able to organise a team plan of whose on what jobs for the day before the day starts in work or organising cover for shifts that team can’t make due to sickness  

2.1 personal leadership employability skills 
Team work is a skill that is needed because in a job you need to be able to work together as a team to be able to help each other out if needed to solve a complaint from guests or help another team members out that may be struggling or if they have a personal problem.
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Updated November 24, 2019
Candidates with strong teamwork skills are sought out by employers for many reasons—they demonstrate leadership, collaboration, and good communication, among other things. Employers expect employees to be team players. Teamwork is required for almost every industry, ranging from business solutions to information technology to food services.
This is true even if it seems like your job is best suited for an independent worker. You may perform the bulk of your job duties alone, but you should be able to think of your work in the context of the company’s broader goals and communicate your accomplishments to other people within the organization


Time keeping is a skill that’s needed in a work place and outside. planning routes to work and leaving enough time if you have children to take to day care or school on your way to work. making sure there is enough time in between this as there could be road works or traffic. so, leaving enough time is essential to keep your time keeping punctual 
Communication skills  is also essential within a work place, if it’s by telephone or face to face it is a main skill needed for others and yourself to know what is going on and keep up to date with anything new going on or problems accruing to make sure that all workers are aware and involved by communicating regular , using group chats or team meetings regularly also would help
Its skills knowing the technology is a skill that is needed as you would need to use computer ware such as a log in system to clock being into work or as a manager to pay wages etc. computers to do your work on or keep files and place orders.  

Negotiation skills are also a skill that would be needed in a work place, these skills you would also need in many ways with guests or with your own team. Negotiation with guests or customers that are unhappy u would have to, firstly you would have to know how to approach the problem face to face or over a telephone complaint, u would have to know how to speak with the other person with the respect and right attitude. Also how you approach that person effects on the way they would talk back to you about the problem and usually calms a situation before it begins which makes it a lot easier to come to an agreement with someone and could prevent an disagreement, you should be able to listen to the other person as well as negotiating at the same time, by keeping calm but firm whilst doing this can make you a strong negotiator this skill should be used by your team and a manager, as a manager would also use negotiation with their team sometimes if a manger needed their team to work harder for an event or knowing there was a busy shift approaching, or needed the team for over time from being short staffed, a manager would negotiate with their team with rewards.
According to SkillsYouNeed.
Negotiation is a method by which people settle differences. It is a process by which compromise or agreement is reached while avoiding argument and dispute.
In any disagreement, individuals understandably aim to achieve the best possible outcome for their position (or perhaps an organisation they represent). However, the principles of fairness, seeking mutual benefit and maintaining a relationship are the keys to a successful. 



2.1.1 My personal employability skills
In my job I have learned how to use face to face communication skills and to deal with guests that are happy with their service they have received with us on their visit we also have to take bookings and log them into a system using a laptop. I also have to  to deal with guests that can cause problems and to know how to handle them in this kind of situation in front of other guests to keep the situation under control and do my best to prevent a scene being caused and to always remain professional at all times during dealing with the guests . We would also have to use our health and safety skills like dealing with spillages on floors and tables to prevent any accidents being caused by fechting the right equipment to clean this up immediately and place sighs up warning people of any hazard around them so they can physically see the danger. We also have our Food hygiene standards making sure that all equipment used is cleaned with the right cleaning products and cloths that are labelled for different uses, plates, glasses and cutlery are clean along with tables cleared, cleaned are reset ready for the next guests to be seated.

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 manager and manage my own business.







	I can already work with a team and run a team
	I am lacking the qualifications. 
	 Completing my university course.

	I want to Manage my own team.





	I can already work under pressure, and manage my time keeping well. 

	I am lacking the confidence.

	I am lacking the qualifications.





	I want to complete my university course.

	Studying at university of s’t David’s
	I am lacking faith within myself
	Make time to study for my work needed to complete my assignments on time 
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	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?

	Graduate this year
	plan ahead and remain committed.
	By passing my assignments
	Before any due date.
	Make time for my research.

	Enrol for further qualifications next year
	To successfully complete my first year.
	Recognising new skills.
	On time.
	Myself by passing my first year.

	Developing skills in preparing to be a manager
	Develop skills in delegating.
	Building up my confidence to progress.
	By the end of my university course.
	Time to study

	Manage my own team 
	I would need to pass my university course.
	I will identify my success by graduating from my university course.
	This would need to be done on time.
	Researching and submitting all my work on time.












My conclusion for the assignment I have written.
In this report I have written I have evaluated my academic skills and also my employability skills. I have identified the gaps and I have created plans to make sure that I work on these gaps for my future with smart objectives to ensure that I achieve my goals. 
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